
                                          Instructions for sending a transcript through Parchment .com 

Support link— https://parchmentsupport.force.com/s/?language=en_US     How to sign up—  https://parchmentsupport.force.com/s/article/Sign-up-to-order-transcripts?

 
                      Screen 1 

Click on  SIGN UP NOW in the 

green box in the center of the screen 

                              Screen 2 

Enter your first /last name (this must be your legal 

name)   Do NOT check the parent box 

Enter your birthdate, last year of schooling com-

pleted a personal e-mail and password.  You will 

be asked if you want to participate in the student 

search service—that is your choice - Click on the 

SIGN UP bar 

                           Screen 3 

The next step is to link to Eisenhower High 

School. To do that click on the blue + in the 

middle of the screen where it also says 

“Start by adding a school or organization 

you attended” 

                   Screen 4 

Search for EHS in Goddard, Ks. 

Click on the blue button that says 

ADD 

                             Screen 5 

Choose your enrollment status and complete 

your DOB and expected graduation year.  

Click “I waive my right to access” to use 

Parchment.com to send your transcript. 

Parchment.com will place a copy of your transcript in 

your account to be stored.—this is your transcript 

RIGT NOW, it DOES NOT update at the end of each 

semester until YOU update it. This box can be checked 

or left unchecked. 

Click  CONSENT AND REQUEST at the bottom. 

                        Screen 6    

You are now linked to EHS and we will 

upload your transcript.  Now you can 

ORDER a transcript by clicking on the 

blue ORDER button. 

                            Screen 7 

Search for the school you are wanting to 

send your transcript to. Choose  SELECT 

on the blue button of the school you are 

looking for. 

                           Screen 8 

You will choose Send Now from the drop 

down choices and you do NOT need an appli-

cation tracking number.  Most schools will ac-

cept transcripts for free through parch-

ment.com. Click SAVE & Continue 

                                 Screen 9 

This is just a confirmation page.  

Choose   CONTINUE 

                               Screen 10 

“Provide Consent” You will sign with 

your mouse, type your name in the box 

and check that you are you! Choose 

SAVE & CONTINUE 

                           Screen 11 

“Order Confirmation” It should say you’ve 

successfully placed your order. Log back in 

anytime to send your transcript . 
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