
How to order your transcript Online:

 
1. Please visit the Monterey website.
2. Under “I WANT TO…” at the top, click on “REQUEST A TRANSCRIPT”
3. Click on PARCHMENT WEBSITE - toward the bottom you should see a link to parchment.com as well - either one works. 
4. Once you are on Parchment, click on NEW LEARNER ACCOUNT.
5. Scroll down, enter all your information, then SIGN UP.
6. You will receive a Verification Code.
7. Enter your Verification Code.
8. Now, you are ready to place your order to send your transcript to; Yourself, Colleges, Universities, Employment Agencies, 

and etc.
9. Track your records to make sure your ordered transcripts have been received, and downloaded. If there is any problem, 

you can contact PARCHMENT.COM directly or contact Montery’s office. 

 PLEASE see screenshots on the next slides to help walk through the visual process 



Hover on “I want to”  and click “Request a Transcript”



You’ll be redirected here

Click here

Or here, either works



The parchment link will take you here 

Select this



Below New Learner Account , fill out the information, and then click “SIGN UP” 

Fill out all 
these fields



After you sign up, you will receive a Verification Code. 

Enter your Verification Code. 

Now, you are ready to place your order to send your transcript to; Yourself, 
Colleges, Universities, Employment Agencies, and etc.


