
First, remove old schools from your account:
If the student did not check the box to have their unofficial self view when they added your institution, the 
student will need to remove your institution from their account and re-add it once more. Please have have 
the student follow the steps below:
 1. Click Profile > Account Settings > Transcripts.
 2. When you see your school listed, click Remove School.
          
   
  Remove School

To add a school to your account:
 1. Once you log in, you'll land on your dashboard. Click + Add another school or 
  organization you attended. Enter the institution's information and click Search.
 2. When you see your school listed, select it and then click Add.
  If your school does not appear, or it appears but when you select it, 
  it says it’s not available for transcript requests, you will need to contact your school 
  directly to request your transcript.

When you add your high school to your account, you can request a free unofficial copy of your transcript, 
which can then be stored in your account.

 •The transcript will be available for you to view, print, download and share online.
 •It cannot be used as an official transcript. 

The unofficial transcript does not update automatically when new grades come in.
You can request that your school updates it (instructions below).

Request an unofficial copy of your transcript
You can only do this when you add your school to your account. As you are going through the process of 
adding your high school, you will see a checkbox (which is checked by default) that asks if you would like to 
have a copy of your transcript stored in your account. Do not change this if you want to receive the unoffi-
cial transcript.

       I authorize a copy of my credentials(s) to be stored in my Parchment account where I can view and manage the document(s).

View, print, download, and update your stored transcript

 1. Sign in and you should see the transcript. However, if you have any outstanding orders 
  with your high school, it will say Pending here. 
 2. Click the image of the available transcript to view it (or click Pending).
  Click the print icon on the top right to print it.
  Click the download icon on the top right to download it.
   To send a request to your school to upload your latest transcript, which will replace this one.

  a. Click on the image of the transcript.
  b. Click Update at the bottom of the screen. 

After your school has processed the request, click on the image of the transcript to view the most current 
copy. 
 
Click Send to place an order to send your official transcript somewhere. This takes you to the ordering 
screen.

How to View your Transcript




