
PARCHMENT 
BY: PHS COLLEGE AND CAREER CENTER (CCC)

How to Create an Account and Order an Official Transcript



OBJECTIVES
● Students will be informed of the difference between unofficial and 

official transcripts

● Students will be given step-by-step instructions on how to create a 
Parchment account and order an official transcript



UNOFFICIAL Transcript vs. OFFICIAL Transcript

UNOFFICIAL Transcript OFFICIAL Transcript

● This is the common transcript that students 
view. Students should review it to make sure 
all classes and grades are up to date.

● Students can use their unofficial transcript as 
a reference to input classes and grades 
accurately on to college applications.

● Seniors will refer to unofficial transcripts for 
upcoming Grad Check meetings with Alpha 
Counselors.

● These transcripts are sent directly from a 
school official to the college - may be printed 
and signed or can be sent electronically by 
ordering through Parchment. 
Note: Each student is allowed to send 2 electronic 
official transcripts free of charge while in high school.

● Colleges will typically request these at a later 
time during the admissions process.

● These also may be requested by future 
employers.



STEP 1 - THROUGH CLASSLINK - GO TO OUTLOOK

Click on 

“Outlook” 

CLICK HERE 



STEP 2 - CLICK EMAIL LABELED “PARCHMENT” 
Once you find the email , Click the link- “Finish Setting up Account”   

Or  - Copy and Paste the Link under to your browser 

CLICK HERE

Search the word 

“parchment ” to 

find the email 



STEP 3 - LINK TAKES YOU HERE, Search for your school
Type in the name of your school into the search bar.

Type in “Paramount High School”



STEP 4 - 
Choose 
whose 
transcripts 
you’re 
ordering Select “ordering your 

own credentials or 
academic records”



STEP 5 - 
Scroll Down

Enter your 
PERSONAL EMAIL 
ADDRESS



STEP 6 - Fill out your personal information
Type in your personal information. This should match what PHS has on record.

NOTE: Write down your email and password in a secure spot so you don’t forget this login information for later!!

Fill out your personal information

ONLY ITEMS WITH 
*ASTERISKS* 
ARE REQUIRED



Pirate Pete

STEP 7 - FILL OUT ALL SECTIONS WITH YOUR INFO 

Pirate Pete



Pirate Pete

STEP 8 - FILL OUT ALL SECTIONS WITH YOUR INFO 

Pirate Pete

Enter the year you started as a high 
school student at West Campus

Enter the year you will 
graduate from high School



STEP 9 - Search for a college you are interested in.
You must enter at least one college.



STEP 10 - 
Scroll Down

Select YES or NO



STEP 11 - 
Fill out this 
information

Select SKIP THIS STEP FOR NOW

STEP 12 - 
Scroll Down



STEP 13 - Select “Orders,” then Click “Order”

Select “Orders”

Click “Order”



STEP 14 - Search and select the college/university you
                would like to send your Official Transcript to 

Enter the name of your 

college/university



STEP 15 - Select “Hold for Grades”

Select “Hold for Grades”

NOTE: If you have issues with payment, contact the College and Career Center at 562-602-6070 or the Counseling Office at 562-602-6068.

Pirate Pete



STEP 16 - Sign, type full name, and consent

Pirate Pete



STEP 17 - Complete Order

Complete Order



STEP 18 - Take a screenshot of your confirmation

Complete Order

You will receive an 
email once your 

Official Transcript 
is sent after final 

grades are posted!

Reminder: You 
must register for 
Parchment using 
your PERSONAL 

EMAIL.



QUESTIONS?
Visit the PHS CCC or Counseling Office if you have 
any questions or need assistance with this process.

College and Career Center: 
562-602-6070

Counseling Office: 
562-602-6068


