

Using Parchment to send your transcript to a college, university or other organization:


1. Log into your account at www.parchment.com
a. Your username is your personal email. (Let me know if you forget which email you used to set up your account. I can look this up for you.)
b. Click on FORGOT  MY PASSWORD if you need to reset. (I do not have the ability to reset passwords.)




2. Click on ORDER
[image: C:\Users\tbernabei\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\5C75C604.tmp]
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3. Select a Destination: Click on An Academic Organization, Admissions Office……..
4. Enter the name of the college/organization where you want your transcript to be sent and click SEARCH.
[image: C:\Users\tbernabei\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\3236DCF.tmp]


3.



4.







5. [bookmark: _Hlk70927622]When do you want your transcript sent?
** Hold for Grades – your transcript will be sent after your grades for the current semester are posted.                                                                   All seniors should select this option in the Spring of their senior year.
Send Now – your transcript will be sent immediately. It will not include grades for the current semester.
[image: C:\Users\tbernabei\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\13CCA604.tmp]        [image: C:\Users\tbernabei\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\6C80762D.tmp]
6. [image: C:\Users\tbernabei\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\FA39BF12.tmp]Follow the prompts until you see that your order is complete

7. Your transcript will be immediately available for the college to download. 


8. Please let me know a.s.a.p. if you need help with this process.
Ms. Theresa Bernabei, tbernabei@st-bede.com
[bookmark: _GoBack]counseling office: 815-223-3140 x211
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If you click on this icon (on the right) on your Dashboard, you will see the original  transcript that was uploaded when you first set up your account.   This icon does not  update every time an updated transcript is uploaded to your account .  In order to see   your most recent transcript you must click  ORDER   and submit a request to send your  updated transcript to your email address.  The most current transcript is the only one  that will be sent for every order.  
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Select Destination

Amessage from St Bede Academy

If your college or scholarship requires "OFFICIAL" ACT/SAT scores you must submit a request to ACT or the College Board. You can do this by logging into your
ACT account at www.ACTstudent.com or for SAT scores www.collegeboard.org. Scores listed on your transcript may not be considered official by all
colleges/scholarship providers.
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Order Confirmation

Thank you for your order. You wil receve an emall confirmation shortly.

Your order has been sent to your school for fulfillment. Thanks
for using Parchment!

Share the News!
fy





