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ORDERING STUDENT TRANSCRIPTS
FOR DUAL CREDIT 
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Parchment

1. Go to Parchment.

2. Click on “Learners and Parents.”

Ordering Student 
Transcripts

• Step 1: Go to Parchment

• Click Learners and Parents

http://www.parchment.com/log-in/
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1. Login to Parchment if you have already 
    created an account. 

2. If you haven’t created an account yet, 
    you’ll need to select “Sign Up” and follow 
    the instructions on the next slide.

Login or Register for 
Parchment

Login or Register for Parchment

Login to Parchment if you have already 
created an account

If you haven’t created an account yet, you’ll 
need to select “Sign Up” and follow the 
instructions on the next slide
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Register for Parchment

1. Create an account by entering your 
    information as outlined in this image. 

2. If you have already registered for 
    parchment, move on to slide 5 to add 
    Oregon Institute of Technology from the 
    parchment dashboard.

Register for 
Parchment

• Create an account by entering your information as 
outlined in this image.

• If you have already registered for parchment, move on 
to slide 5 to add Oregon Institute of Technology from the 
parchment dashboard.
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Verify your email address

1. Check the email address you provided 
    for a message from Parchment.

2. Follow instructions to verify 
    your email. 

Verify your email address

• Check the email address you 
provided for a message from 
Parchment. Follow instructions 
to verify your email.
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1. If you already had a Parchment 
    account, your dashboard page will 
    show a list of the schools you have 
    already added and will give you 
    an option to “Add Another School or 
    Organization you Attended.” If Oregon 
    Institute of Technology is not on your 
    list, choose that option. 

Add Oregon Institute of 
Technology

Add Oregon Institute of Technology

• If you already had a parchment 
account, your dashboard page will 
show a list of the schools you have 
already added and will give you an 
option to “Add Another School or 
Organization you Attended” If 
Oregon Institute of Technology is 
not on your list, choose that 
option.

• After you add Oregon Institute 
of Technology you’ll see an option 
to Order your Transcript. Click the 
Green Order button on your 
dashboard.

2. After you add Oregon Institute of Technology, you’ll see an option to Order your 
    Transcript. Click the green “Order” button on your dashboard.
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Search for Oregon 
Institute of Technology

1. After selecting the “Add Another 
    School or Organization you Attended” 
    button, you’ll search for Oregon 
    Institute of Technology and choose 
    the option “College/Undergraduate.”

Search for Oregon Institute of Technology

• After selecting the “Add 
another school or organization 
button, you’ll search for Oregon 
Institute of Technology and 
choose the option 
College/Undergraduate
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Order Transcripts
1. If you are still taking dual credit classes, select 
    “currently enrolled.”

2. If you are no longer taking dual credit classes with 
    Oregon Tech, select “not currently enrolled.”

3. Enter the first year you started taking dual credit 
    classes.

4. Enter the year you graduated high school.

5. Enter your Oregon Tech ID number.

6. Enter the last 4 digits of your SSN.

7. Verify your name and click confirm.

Order Transcripts

• If you are still taking dual credit 
classes, select “currently enrolled”

• If you are no longer taking dual credit 
classes with Oregon Tech, select “not 
currently enrolled.

• Enter the first year you started taking 
dual credit classes

• Enter the year you graduated high 
school

• Enter your Oregon Tech ID number

• Enter the last 4 digits of your SSN

• Verify your name and click confirm
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Select Destination

1. You can search for colleges or high 
    schools in the search bar or request that 
    your transcripts be sent directly to you 
    or another individual (i.e. your high school 
    counselor). 

Select Destination

• You can search for colleges or 
high schools in the search bar 
or request that your transcripts 
be sent directly to you or 
another individual (i.e. your 
high school counselor)
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Ordering transcripts to be 
sent to an individual

1. You can request a copy of your 
    transcript be sent to an individual 
    by entering the name of the person/
    organization you want it to be sent to 
    and the recipient’s email. 

Ordering transcripts to be sent to an individual

• You can request a copy of 
your transcript be sent to an 
individual by entering the name 
of the person/organization you 
want it to be sent to and the 
recipient’s email.

• Example… you may enter 
your high school’s name and 
your high school counselor’s 
email to request copies of your 
transcript be sent to them.

Example: You may enter your high school’s name and your high school counselor’s 
                email to request copies of your transcript be sent to them. 
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Consent to Credentials

1. Sign your name in the signature block. 

2. Enter your first and last name.

3. Check the box to certify that you are the 
    person signing. 
 *Please note the cost of your transcript 
           on this page.

4. Click “Continue.”

5. Follow prompts on following pages to 
    complete payment.

Consent to Credentials

• Sign your name in the signature block.

• Enter your first and last name.

• Check the box to certify that you are the 
person signing.

• *Please note the cost of your transcript on 
this page

• Click Continue

• Follow prompts on following pages to 
complete payment


