
Parchment Secure Transcript Checklist

· Log on to USD 323 website
· Click on RCJSHS heading
· Locate Parchment Secure Transcript tab (right side of page, checklist located under Counselor section)
· Sign Up option (blue box, top right side of screen)
· Register for your Parchment Account
· Select Current Student option
· Enter Parchment account information (email address and password)
· Select/Respond to Secret Questions #1/#2 (save and continue)
· Under Your information, enter name, gender, DOB, current grade level, and username (not necessary to enter contact information), check terms of use agreement and parent’s permission boxes
· Under My Opt-In Preferences, respond Y or N to College Discovery and Parchment Newsletter items, click submit 
· Will receive e-mail verification message
· Click on the My Transcript link located in the Need a Transcript section of the My Parchment Dashboard screen
· Click Get Started tab under Store, send, and track your credentials
· Under Request your transcript to your Parchment Account, enter Rock Creek High School and click Search
· Select RCHS and click on Save /Continue
· Under Enrollment Information, respond to Enrollment Status, Date Started, and Class of items
(not necessary to provide Student ID or SSN)  
· Respond to FERPA and College Access questions (save/continue)
· Sign transcript authorization form with mouse or finger, parent must sign if student under 
age 18 (ignore Parchment Registration Code request), also enter student or parent name (save/continue)


To forward hs transcript to college/university, note the following steps:

· Sign in
· At Parchment Dashboard select Need a Transcript (under My Transcripts) 
· Click on Action icon (deliver option)
· Show undergraduate, select college/university, enter state and name of college/university, click on search (ignore the delivery fee message, not applicable)
· Click on box next to college/university, select save/continue or save/add another
· Confirm destination and delivery details, click on save/continue
· Will end with delivery/payment successful message   


No charge for forwarding transcripts to colleges/universities in the following states (Midwest Higher Education Compact): Illinois, Indiana, Iowa, KANSAS, Michigan, Minnesota, Missouri, Nebraska, North Dakota, Ohio, South Dakota, and Wisconsin.  See me about mailing transcripts to other states (no charge) or request via Parchment ($2.55).



