
Requesting Transcripts via 
PARCHMENT

Elite Open School has partnered with Parchment to send transcripts securely.



How it works (Overview)

EOS IS USING PARCHMENT

To send students’ official 

transcripts digitally or by mail. 

Student needs to create an 

account to place an order.

EOS PREPARES TRANSCRIPT

Once a student selects their 

destinations and places their order, 

EOS uploads the students’ most 

current transcript to Parchment.

TRANSCRIPT IS DELIVERED

Parchment delivers the requested 

transcripts electronically or by mail. 

Students need to log in to track 

their orders.

Adapted from Parchment.com



Student: 
To-do List

● Go to our website for a direct link 
to Parchment

● Create account with Parchment

● Check if schools accept digital 
transcripts. If not, the student will 
need to choose the “by mail” 
option.

● Request & Order transcript

● Keep track of transcript 

● Communicate with mentor if there 
are any issues with the transcript.

http://www.eliteopenschool.org/services


Step 1

Student creates an 
account w/ Parchment

Parchment 
auto-requests for an 
unofficial transcript

In 2 days, the unofficial 
transcript will show on 
dashboard*

Step 2

Order official transcript 
to send to schools

Step 3

Track orders in 
orders tab

General Timeline or Process



Step 1: How do students create 
an account with Parchment?



Creating Student Account

1. Go to our website (Services), read 
through the instructions and press 
“Order Transcripts”

2. They will be directed to our school’s 
Parchment Portal, where they can 
either create a new account (3a) OR 
add EOS to their current account (3b)

http://www.eliteopenschool.org/services

https://elite-open-school.squarespace.com/config/pages


3a. Select “New Learner Account” if student does not already have a Parchment account.

4a. Read the message & fill in all of your personal information and select “I do not have a registration 
code (provided by my school).”

5. An email will be sent where you can click “Verify email address” OR enter the given code.

6. Student will be redirected (move onto Step 7)



3b. Select “Existing User Account” if student already has an account.

4b. Log into existing account.

Jump to Step 7 



7. Enter current information and select an option under the FERPA rights section

8. Select “authorize a copy of my credential(s) to be stored in my Parchment account…” then press 
“Consent & Request”

9. An unofficial transcript has automatically been requested and will show up in the dashboard within 2 
business days if they’ve completed a course. Do not click on the green order button until you see an 
image of your actual unofficial transcript on your dashboard.

Whichever applies 
@ time of request

Must authorize



IMPORTANT!

Do NOT click on the green “ORDER” button (Image #1). 
Only order official transcripts AFTER reviewing your unofficial transcript which will show up within 2 
business days if you’ve completed a course with us. When your transcript is uploaded it will look like 

IMAGE #2 (BLUE buttons).

Only order transcripts 
if you see this



Step 2: Requesting Transcripts



Dashboard

View your 
Unofficial transcript 

here!

Track your orders 
here!

Order Official 
transcripts here!



Downloading Unofficial Transcript

If you need to print or download a .pdf version of your transcript (unofficial), you simply 
need to open the digital transcript, which should be on your account dashboard and 
download from there.

Press to download  
transcript



Ordering Official Transcript(s)

There are two options for ordering transcripts. 

1. By mail (expedited option available) - $6.25 ea / $28.75 ea for expedited
2. Electronically (almost immediate once sent*) - $3.75 ea

Students should find out whether or not the school they are sending their transcript accepts 
electronic official transcripts before requesting and ordering a transcript.

Students MUST double check the unofficial transcript on their 
dashboard BEFORE requesting and paying for an official transcript



Updating & Ordering Transcript

Prior to sending transcripts to schools, students should be checking that their unofficial transcript on 

file is updated with the correct information. If the unofficial transcript is outdated or incorrect:

1. Click on your transcript image from dashboard.

2. Press “Update” ONCE at the bottom of the pop up window.

a. Note: there will be no pop up or notification indicating that a request has been made. If you do not see an 

update within 2 days, contact your mentor.

3. EOS will upload an updated unofficial transcript that should show up within 2 days. If there is something 

wrong with the content (ie. name, address, grade) please email your mentor w/ changes.

“This is an unofficial copy of your transcript. For the latest 
version, click Update. To send your official transcript, click Send 
and your school will send the transcript they have on file for you.”



1. To Order: 
a. Option 1: From the Dashboard, press “Order” under your EOS transcript
b. Option 2: Press “Send” at the bottom of the unofficial transcript image (next to “update”)

2. Input and select the college or university of choice. If the school you want is not listed, 
manually enter it at the bottom of the page: “Not finding your destination?”

a. (Sending to High School) IF you cannot find your school, you can enter the email of your 
counselor. Make sure that they allow this and that it is the correct email/counselor*

3. It defaults to electronic delivery, so if a school 
does not accept electronic transcripts, select 
“Switch to Print & Mailed.” 



Sign & Pay

4. At this time, the student is able to add more schools to send their transcripts to.

5. Once the student has saved & confirmed, they will need to confirm again on the next page.

6. The student will need to “provide consent” for Parchment to release the transcript.

7. Payment / Order page where they will input their credit card information to pay for and
finalize their order.

a. Parchment charges PER transcript ordered so make sure you have the correct information for your 
recipients.



Tracking Transcripts

+ Students will find a list of their pending / ordered 

transcripts in the Order tab at the top of the page. 

+ Here they can keep track of which schools have 

received, opened, etc the transcript. Each transcript has 

a specific Document ID. Once a school has opened the 

transcript, it will say “Download Confirmed” instead of 

“Available for download.”



MISC.



What the School Sees:

Take note of this



Misc. Topics

- EOS adheres to a 0.5 credits per semester policy. If a student seems to be worried 
about how colleges will see this, please assure them that it is noted on the transcript 
itself (bottom right section).

- Unofficial transcripts are requested automatically when an account has been made. 
If the student has finished at least 1 semester at EOS, a copy will show up on the 
account within a week.



More Questions?

Take a look around in the Help Center on the Parchment website for more 
information. You can get here directly through the student’s account (top 
right corner) or from their main website.

https://parchmentsupport.force.com/

Contact your mentor at your Elite branch if you have any questions!

https://parchmentsupport.force.com/

