
How To Order A Transcript
Using Parchment.com

STEP 1: Go to parchment.com



Click here to 
create an account



Click here



Select 11th grade if you 
are currently a senior

Yes is recommended

Use a personal email 
address, NOT your 
school email*

Password must be at 
least 7 characters long

Enter your                
first name, 
last name, 
and date of 
birth

*Using your school email is not recommended as you might not be able to access your school email after you graduate.



ilenedover99@gmail.com

Log in to the email 
you used to create 
your account.



Ilene

Click here



Click here



Type Hartland



Click on ADD
next to your 
school 
Hartland
High School



Select your 
Gender.

Earliest Year - If you are a senior and you have 
attended Hartland High School the entire time you’ve 
been in high school, select 2017. If you transferred 
from another school after 2017, enter the date when 
you enrolled at Hartland HS.

Expected Grad Year - Enter 2021, if you are going to 
graduate at the end of this school year.

Hartland High School



I waive my right to 
access is the 
recommended choice.

If a teacher, counselor, or 
some other individual has to 
write a recommendation or 
provide information about 
you, by law, you are able to 
see what they wrote. It is 
recommended that you 
waive your right to view this 
information. Anyone who 
has to write a 
recommendation or provide 
information about you tends 
to be more honest knowing 
that you are unable to view 
what written. As a result 
colleges typically view the 
information to be more 
reliable, if you waive your 
right. Also, not waiving your 
right suggests that you are 
concerned what someone 
will write about you.



Click here



Click here so 
that you can 
get a copy 
of your 
transcript.



Retype* your 
email address, 
then click Save & 
Continue.

*If you accidentally mistype your email address the first time, the error will not be caught if you just copy and paste.



If you ARE 
READY to 
send your 
transcript to 
colleges, click 
here.

If you ARE 
NOT READY 
to send your 
transcript to a 
college, click 
here.



If you clicked on        
+ Add Another 
Destination, you will 
see this screen. Type 
the name of a 
college to which you 
would like your 
transcript sent.



If you see the 
name of the 
college to which 
you would like 
your transcript 
sent, select that 
college.



You can add another 
college by clicking on 
+ Add Another 
Destination. If you 
are ready to submit 
your order, click on 
Save & Continue.



Click here



If you are 18 or older, sign 
your name (first and last 
name is sufficient) in 
cursive using your mouse. 

Type your first and last 
name.

Click here

If you are under the age of 18, you must have a parent or guardian sign and type their name to allow your 
high school to send your transcript to colleges.

Click here



If you see this 
screen, 
congratulations! 

You have 
successfully 
ordered your 
transcript. 

Click here
to track 
your order.



When you’re ready 
to log out, click on 
Profile, then click on 
Sign Out.


