ORDER TRANSCRIPTS FOR SOMEONE

1.
2.

Go to parchment.com
In the | would like to box in the center of the screen, select order records on behalf of others.

[oj parchment Resources

Turn Credentials Into Opportunities

More than 10,000+ members trust Parchment to help turn credentials like transcripts, diplomas or
certificates into opportunities.

ORDER, CLAIM, MANAGE & VERIFY ACADEMIC RECORDS
5] Aready have an account?

@ o ° Welcome to Parchment! &

STUDENTS, PARENTS & THIRD SCHOOLS, COLLEGES & PROFESSIONALS & OTHER
PARTIES ACADEMIC AGENCIES ORGANIZATIONS Tell me a bit about yoursef.

1am a student/alumnliparent

I represent a school/organization

Your Milestones, Your Credential Profile (@)

3.

In the search box enter Sam Houston State University

[ej parchment Who We Serve Resources

Order On Behalf Of Others

Transcripts, Diplomas & Other Academic Records

Get Started

First, enter the school name that you would like to order the transcript or another record type from.

Then you will be able to specify where it needs to be sent

Sam Houston State University Search

Sam Houston State University
Huntsvile, TX. US

44 Order On Behalf Of Others ~
Sam Houston State University College of
Osteopathic Medicine

Conroe, TX, US

HOW IT WORKS m



https://www.parchment.com/

ORDER TRANSCRIPTS FOR SOMEONE

4. Now select Ordering on behalf of someone else and enter an email address.
[s_j parchment

Learner Account

Sam Houston State University

Ordering your own

ntials Ordering on behaif of

or academic reci someone else

A MESSAGE FROM SAM HOUSTON STATE UNIVERSITY

Welcome to Parchment. We're offering this service to make ordering transcripts easier for you. It's also
more efficient for your school. and will deliver your transcripts to the colleges you choose in the format
they prefer.

If you have any questions about Parchment. select the *help" link above.

START HERE - ENTER YOUR EMAIL ADDRESS

|¢

Continue

*  Allitems marked with a red asterisk are required

5. Enter information and create an account.
[s_j parchment:

New Learner Account

Sam Houston State University

¥ PO Box 2418, Huntsville, TX, 77341-2418, US

Ordering your own credentials Ordering on behalf of
or academic records someone else

ENTER YOUR PERSONAL INFORMATION

richard.a.rodriguez@ttu.edu [
% First Name Middle Name % Last Name

* Month Of Birth v * Day Of Birth - * Year Of Birth v

* Highest Level Of Education

ENTER YOUR CONTACT INFORMATION

% Cell Phone




ORDER TRANSCRIPTS FOR SOMEONE

6. You must have a consent for to upload. Then click continue.

[=_j parchment X

Ordering your awn credentials Ordering on behalf of
or academic records someone else

Is a Third Party Account right for you?

Third Party Accounts are for those who need to order transcripts or academic records on behalf of
someone else. Typically. these are verification companies ordering records to verify an individual's
credentials or enroliment status.

Additional requirements for ordering on behalf of someone else.
Individual {Learner) Information Learner Consent
You will be asked for information about X Download Learner Consent farm

the learmer such as name, other names )
used while attending, DOB, and perhaps | YOU May use your own FERPA compliant

more depending on the record holder's cansent form if already in your
requirements. Please have this info possession. (Subject to approval by the
handy. record holder)

1 Am Actually Trying To Order My Own Credential | m

By signing up you agree to the Parchment terms of use and privacy policy.

I:_l parchment Termsof Use  Privacy Policy

7. Complete form.

YOUR ORGANIZATION INFORMATION

_IB Information about the learner is collected later.

* Your First Name * Your Last Name

% Organization You Work For

* Your Organization Type - % Your Role / Job Title
ORGANIZATION CONTACT INFORMATION

% Cell Phone

| @ United States of America v

% Address 1
Address 2

#* City * State/Province - % Postal Code

ACCOUNT INFORMATION

% Password % Retype Password

CREATE ACCOUNT & CONTINUE



ORDER TRANSCRIPTS FOR SOMEONE

8. Enter confirmation code sent to your email address.

Account Confirmation Cancel X

To create your account, we need to confirm a

valid email address

o
=

We just sent you a confirmation email.

To gain access to your account, please check sbktesttest123@gmail.com and enter the provided
registration code below.

* Confirmation Code Submit

Please check your spam folder if you don't see the email. Having trouble?
Re-send My Verification Email | Start Over | Parchment Support

+ | Allitems marked with a red asterisk are required.

9. Proceed with filling out the information on the student.

ORDER

You Selected CANCEL x

Ordering From

Sam Houston State University

PO Box 2418, Huntsville, TX, 77341-2418, US

Please enter the Learner's information below. (The individual you are ordering
records for)

* First Name Middle Name * Last Name

* Month of Birth - +* Day of Birth - * Year of Birth -

Sam Houston State University
would like you to provide the following information:

* |sthe learner currently enrolled?

Select v

*__Whatwas vour first vear of sttendance?




ORDER TRANSCRIPTS FOR SOMEONE

10. Select order now.

[s_i parchment PROFILE ~

ORDER SUFFORT (@)

< BACK Available Credentials CANCEL x

The following credentials are available from Sam Houston State
University. Start your order by selecting a credential listed below (you
can add more later)

TRANSCRIPT Transcript

An academic transcript is a inventory of courses “
that a learner has taken and the grades that they

earned in those courses during the academic year.

11. Select delivery method and continue.

El parChment. PROFILE =
ORDER sUPFORT @)
<BACK Set Delivery Destination CANCEL x

Your order will be sent from Sam Houston State University to the individual and/or organization at the
destination below. Select a delivery method for your order

S

Electronic Print & Mailed
ma Printed On Paper & Mailed

RECIPIENT INFORMATION



ORDER TRANSCRIPTS FOR SOMEONE

12. Fill blanks and upload consent form.

+ BACK Item Detsils CANCIL x

Transcript

- W

TRAMSCRIPT

[

FROM & Delivery Methad: Electranic

Sarm Houston Sate Univerdity

Hunitsville, TX N
Credemial Fee: £7.45

'm T

shktesiest 1 23 @gmai cam

=]

Item Totak £7.45

# Purpose # When do you want this sent?

- | & Send Now -

E] Wiguld you like 1o add an anachement file? [optional] @ Add An Artachment

Please revieve Lhe milormation below perLaining 1o the bype of consent that is regquired

1o complele Lhis order

riify that a FERPA complian
Familly Cducational Righs :
CFR ParL 9
e receiving school / ofganication

auLhorizirg Lh

1 %) U :
& Download Consenmt Form i 10 Mb Masx Mile size
| DOC || DOCK | | PNG | | JPG| | JPEG | | TXT | |PDF §

i
1
i
1
]
a

[

& All itens marked wilh a red asterisk are required 1@ submit this ferm.

13. Then on the next screen enter payment information. You will receive a confirmation email.



