
Requesting a Transcript
Austin High School

Click College on the 
left toolbar and 
select College 
Applications.

2 Click Add 
Application at the 
top right.
Type the name of the 
college in the "Select 
a College to Add" 
box. Select it and 
click Add Application

We handle transcript requests in SchooLinks. It uses the Parchment transfer portal to send 
them, there are two separate processes for different purposes. 

Choose the 
application method, 
type, and answer the 
questions at the 
bottom. Click Save.
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Requesting Transcripts in SchooLinks
Questions? Stop by the Career Center or see the registrar

For college applications (admission decisions)

• Transcripts are requested when students add the college 

application in SchooLinks.

• These go out automatically to help colleges make admission 

decisions.

• Application status doesn't matter, it's all about adding the 

application.

For final transcripts (after enrollment)

• Only sent after students indicate their enrollment decision in 

SchooLinks

• This triggers the final transcript request. It happens after 

acceptance when students confirm where they are enrolling.

• So...you have two separate transcript processes – application 

transcripts (for getting in) and final transcripts (after deciding 

where to go).



Requesting a Transcript
Austin High School

When you add a 
college application, 
it automatically 
requests all 
required application 
documents from 
your counselor –
including 
transcripts.

Be sure to track 
your enrollment 
decision. When you 
confirm enrollment, 
it automatically 
triggers the final 
transcript to be 
sent.

5

Transition to Alumni
Don't forget to enter 
your personal email 
into SchooLinks so 
you can continue to 
use it throughout 
your life. This is how 
we send transcripts 
and other records, so 
you need it.
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Requesting Transcripts in SchooLinks
Questions? Stop by the Career Center or see the registrar.
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