
Instructions for Creating 
Parchment 



Step 1: Signing up 

• Go to 
www.parchment.com

• Click Create an account

• Remember your email 
and password!!! 

http://www.parchment.com/


Step 2: Email verification

• Check your email for 
verification code.  

• Enter the confirmation 
code on the next screen.  



Step 3:  Filling out the profile

• You do not need to complete your entire profile.  

• Click the Send now button on the need to send a transcript or the Order button 
on the top toolbar.



Step 4

•Click the + in the 
middle of the 
graphic to add 
North High School 
to your profile.  



Step 5

• Add North High School 

• Do an advanced search and add Evansville and select 
high school to narrow down the search.  



Step 6

• Yes you want to 
waive your 
rights.  This 
means you are 
giving the 
counselors 
permission to 
send your 
transcript to 
colleges



Step 7

•Order your transcript –
you will use this button 
anytime in the future 
that you want to 
request another 
transcript.  

•Click Order.



Step 8

• Search the college or 
university you would 
like to send your 
transcript to.

• It will accept 
abbreviations. Ex: 
USI, UE



Step 9

•Make sure you select Undergraduate 



Step 10

• It should not cost 
anything to send 
transcripts.  If it 
shows a fee, check 
your profile, you 
have probably 
entered graduation 
date incorrectly.  



Step 11

• Sign your 
name with 

your finger… 



• Don’t worry about 
how neat it is. 



Step 12: Finished

• Congratulations you have 
requested your transcript.  

• Sending a transcript DOES 
NOT mean you have 
applied to that school.  

• You still have to fill out an 
application on the 
college’s website. 


