
Creating a 
Parchment 
Account



What is Parchment?

 OTHS has partnered with Parchment to send your official high school 
transcripts quickly and securely to outside institutions including 
colleges/universities, the Common Application, NCAA and/or scholarship 
competitions.

 Official transcripts cannot be sent through Parchment to a personal email 
address (student or parent or 3rd party).

 An email was sent to all seniors on 8/19 with instructions on how to 
setup your Parchment account. Today we will walk through those steps.



Step 1

Email Address

Use a personal email (non OTHS email)



Step 2

Personal 

Information
* All items marked with 

a red asterisk are 

required.

12th Grade

Keep track of your passwords!

Verify that your email address was 

entered correctly.



Step 3

Account 

Confirmation
Example of Verification Code:



Step 4

• Select at least one 

school.

• Type the full name 

of the school.

This step is required, however by adding a college it does not mean you are 

sending your transcript. At the bottom, select “No” to be discovered by colleges. 



Step 5

Confirm 

Enrollment 

Information

Completing this 
section with correct 
grad. year allows for 
free delivery of 
transcripts for current 
students. 



To place an order, select:

“Order Your Transcript”

You do not need to complete your 

profile section of Parchment. 

Step 6



Note: When selection The Common Application, you 

will need your Common Application ID number.

Step 7 Step 7

Always use the full name of the college and double 

check the city and state to ensure the delivery 

destination is accurate.



Final Step: Select “Complete Order”

Parchment is FREE for current OTHS students.



Congratulations, your transcript order has 
been placed!

You will receive an email if your request has 
been approved and processed, 
“Completed”, or if one of the following 
apply:

• Cancelled – “OTHS does not send 
transcripts to private email addresses, 
student e-mail, guardian work e-mail, or 
personal home addresses, etc.”

• On Hold  - “Waiting on Student Records 
Release Form”
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