
Creating a Parchment 

Account with 

Registration Code



Login to your Gmail account and find the 
email from “Parchment” open the email to 
begin setting up your account.



Click “Finish 
Setting Up Your 
Parchment 
Account”



You will need to change your school email to a personal email. 

Then complete the rest of the information that has red boxes 

around it.



During the initial registration process, students will be asked to 

complete the FERPA Privacy Rights section. Students are 

welcome to waive or not waive their right to access applicable 

documents as they wish and their answer does not impact their 

ability to submit a transcript request via Parchment. In 

general, Burley High School only sends transcripts via 

Parchment (Secondary School Reports and Letters of 

Recommendation are sent via other means) and it is 

recommended that students waive their right to access 

applicable documents so that they are submitted confidentially.

Unofficial Transcripts: Make sure you select the box “I 

authorize a copy of my credential(s) to be stored in my 

Parchment account where I view and manage the 

document(s).” to have access to unofficial transcripts.



Items in red 

are 

required to 

complete 

account 

setup.



Welcome to your account. 

Unofficial transcripts will 

not be accessible until the 

school has uploaded your 

transcript. You will 

receive an email once your 

order has been processed.





Click the Dashboard 

icon to access or 

order your transcript.



Click the picture of 

your transcript to 

view your transcript.



The Unofficial Self-View is 

not automatically updated 

each time you log in to your 

account. You must request 

an updated version if you do 

not see all of your grades 

listed. Click the update 

button at the bottom. The 

update does not happen 

right away. You will receive 

an email once your order has 

been processed.



Click the printer icon to 

print your unofficial 

transcript or click the arrow 

with the folder to download 

your transcript. 

Typically, scholarships do 

not require official 

transcripts. So you can print 

or download your unofficial 

transcript here for 

scholarships.



Click the Order button to send 

your transcript to a college. 

-Do not send transcripts to        

yourself as the college will 

not accept it from the 

student.

-Do not use the order button 

for scholarships.



In the search box enter where 

you would like you transcript 

sent to. Official transcripts 

should not be sent to yourself, 

colleges will not accept a 

transcript directly from the 

student.

Typically, scholarships do not 

require official transcripts. 



Select the desired 

destination.



Current Seniors 

receive 4 free 

transcripts before 

graduation. Fee 

waivers for free 

transcripts will expire 

May 31, 2025.



Where do you want this sent? Defaults to “Send Now” 

and your order will be processed within 24 hours of the 

order being completed unless it is ordered over a 

weekend.

Final Transcripts: It is recommended once you are 

accepted to college, order your final transcript before 

graduation. Make sure to send your final transcript 

directly to the college and not yourself. Also make sure 

to select "Hold for Grades" when ordering your final 

transcript, so your order will not be processed until 

grades have been finalized after graduation.

Official transcripts should not be sent to yourself, 

colleges will not accept a transcript directly from the 

student.



• You now be asked to sign in 

the box with your mouse

• Then type you name in the 

name field boxes

• Next click “Continue”



• Check to make sure 

the order destination 

is correct

• Click “Complete 

Order”


