	

	Order an Official Transcript
For students who attended WCU during or after 1985


	Current and former students (who attended during/after 1985) must log into myWCU to order an official transcript. Student will access the Parchment storefront from myWCU. 

Tile navigation: Academic Records > Order Official Transcript


	· This link will open the Parchment storefront in a new browser tab. 

	Students with certain holds on their account will not be able to access the ordering page until the holds are removed. 



First Time Accessing Order Page
· Students accessing the ordering page for the first time will be asked to review and/or update name and contact information. 
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Select Document Type 
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Order Official Transcripts
Search for the recipient or the destination you’d like your document sent or click the link under the search box to manually enter the name and address of your recipient. 
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Search for your destination
· Within the search box, enter the name, part of the name, or the abbreviation of the organization or institution where you would like your transcript sent. 
· Click Search
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· Review/Select from the available options. 
· If you do not see your destination, click “Enter your Own” to manually enter the name/contact information of your recipient. 
· Review information about the product/transcript you are having sent, review the destination of your document, identify the reason for your request, and click Continue. 
· If you need to attach a document to your order, click “Choose File” at the bottom of the page. 
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Enter your Destination/Recipient Information
· Click “Send to Yourself, Another Individual, or Third Party” located under the search box or “Enter Your Own” on the search results page. 
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· Select from the available document types: eTranscript, Paper Transcript – Mailed, Paper Transcript – Pickup
[image: ]
· Review product information, enter recipient name and email or physical address, identify the reason for your request, and click Continue. 
Attachments
Students ordering eTranscripts and Paper Transcripts – Mailed have the option to include an attachment to be sent with their official transcript. 
· Under Order Options, view Attachment (Optional)
· Click Choose File: search files from your device
· Identify Attachment Type
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Paper Transcript – Mailed: Fed Ex Option 
Students ordering paper transcripts to be mailed now have the option to overnight their order via Fed Ex
· Under Order Options, view Mailing Method
· The dropdowns vary for the Mailing Country: domestic or international. 
· Select Fed Ex delivery
To ensure next day delivery, orders must be placed by 4 pm eastern time. 
Provide Consent 
First time requestors who have not previously signed the FERPA consent page will be directed to do so. Please review the policy and using your mouse sign in the box provided. 
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Returning requestors will see the following: 
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Payment
Enter payment information and confirm/update billing address. 
Review Order & Confirm 
[bookmark: _GoBack]Review your order and payment information. Click confirm to submit your order. 
[bookmark: _Hlk49855700]
Content Manager:  Registrar’s Office 
Last Updated:  9/10/2020
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1. Login or 2. Select 3.OrderDetais 4 Provide Consent 5 Payment 6. Review Order
Register Documents

Address Details

Welcome to the West Chester University of Pennsylvania document ordering sit. In order for us {0 process your document
request you il need {0 provide some information about yoursel This form willonly need to be filed out once, any further
‘access wil have the information stored for your convenience. Thank you.

Note This information wil be used for the following reasons:

+ To keep you informed about the status of your order. In addiion, your name wil be included in the messaging to the
ecipients of your documents.

+ For curtent biling information

« This information vill not be sent back o the insitution to update their records.
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First Name:

Middie Name:

Last Name:

Street Address:

Address Line 2

city:

StaterProvince:

PostZip Code:

Country:

Telephone

Email Address:

Sample

Student

700 South High Strest

West Chester

Pennsyivania

19383

United States.

6104361000

registrar@vcupa edu

* (Mitary Addresses: enter APO, DPO, or FPO)

Submit
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1. LoginorRegister 2. Select 3 OrderDetals 4 Provide Consent 5 Payment 6. Review Order
Documents

Select Document

Transcript

Order an offcal copy of your undergraduate or
‘graduate ranscript o be sent fo a destination of
your choice. eTranscript (electronic emailed
transcript) and printed transcript (malld or pckup)
options are available.

Diploma
Order  repiacement or upicate iplom to be
Sent 1o the cestiation of choie.
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Where would you like your document(s) sent?
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Instiution Name, Acronym,
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Where would you like your document(s) sent?

Start by searching for your destination:
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Not finding your destination?

You can enter a destination manually by sing 2 pysical adcress o an Emai adress

ENTES

YOUR
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Product Description

Order a secure, certfied PDF of your ranscript E-Transcipts are generally emailed witin 90 minutes from the fime of order
“This includes nights and weekends.

Please confirm with the recipients that they vil be able o receive an electronic copy of your ranscript. To avoid potential
problems with spam fiers, please instruct recipients to allow emails from Parchment (parchment com).

IMPORTANT NOTES:

+ Once you submit your order i cannot be cancelled nor monies refunded. Please make sure you veriy alinformation for
‘accuracy, especialy the email address, before submiting the request.

+ Courses in-progress for the current erm vl not appear on an offial ranscript.

- Final grades are official and posted to transcripts the Thursday following final exams at 12pm. Even if grades are
Showing on MyWCU or your unoffcial transcipt prior {0 that day/time, the Registar's Officeis il pocessing end of term
grades so changes may occur.

- Recent Graduates: It may fake up to § weeks folloving commencement for degrees {0 be conferred and visible on your
record in myWCU. Please be sure your unoffiial transcript displays your degree conferral pior o submiting the request.

+ Transcripts wil not be processed for students with ol on their account for financial or other obligations to the University.
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Destination: Document Name:
University of Pittsburgh eTranscript - $7.00
Pittsburgh, PA 15260 ‘Switch to Mail Delivery
Continue:
Order Options
oo
s [——

Attachment (Optional)

“Purpose for Request - Please select a purpose for the request

Choose File | No fle chosen

Note: Email Providers use fiering systems to reduce spam. Sometimes, they accidentally fiter the email that you want them to
receive. To make sure that your document emails are not filred into "junk” or “bulk” folders. please verify that the recipient can

receive email from Parchment (parchment.com).

Add Another ltem

Total $7.00

Continue.
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1. Login or Register 2. select 3.Order Details 4. Provide Consent 5. Payment 6. Review Order
Documents

Where would you like your document(s) sent?

To print and mail 2 document or send directly fo an email address, olick 'Send to Yourself, Another
Individual, or Third Farty in blue ‘iers below.

onym, L or Email Q SEARCH

Institution Name
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Select Product Type
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eTranscript - PS

Order a secure, certified PDF of your transcript. E-Transcripts are generally
‘emailed within 90 minutes from the time of order. This includes nights and
weekends. Please confirm with the recipients.

Paper Transcript - Mailed - PS

‘Order an official paper copy of your transcript. Orders are generally processed
within a few business days (Allow additional processing time for high volume
periods). NOTES: Transcripts will not be.

Paper Transcript - Pickup - PS

Order a paper copy of your official transcript to be picked up. If someone other
than you is picking up the transcript, you must add their name as the recipient.
Only you or the recipient listed

$7.00

$7.00

$7.00




image10.png
Order Options

Delivery Mode

Recipient Name*

Email Address®

‘Attachment (Optional)

Attachment Type *

‘Sample Student

registrar@weupa.edu
Enter the recipient’s mail address for delivery.

Seected File: TEST dos for upload.doox
TEST doc for upload doc

Upload supporting document

Other v
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Consent form to release academic records

FAMILY EDUCATIONAL RIGHTS & PRIVACY ACT OF 1974
(FERPA)

“The Famiy Educaional Rights and Privacy Act (FERPA) s a Federallaw that profects the privacy of student education
records. FERPA ditales that Universty staff members may not share any inormation, oher than directory Information, wih
‘anyone outside of the Universty system. This incudes, but s notImied {0, information about grades, disipinary history and.
acton, heatih concerns, and the balance in your accounts. Schools may disclose, wiliout consent,“diectory” informaton
such as a students name, address, telephone number, date and place of birh, honors and awards, and dates of atendance.
Exceplons to this Actare allowed I Ife-{nreatening siuaflons. Universdy adminisizators wihi the Universdy sysiem may
share informaton about students and resients on a need-to-know bass.

By checking the box below, you (ih studen) are providing consent o felease your educational records. n compliance wih
the Famiy Education Rights and Privacy Act of 1974, all ranscript requests MUST BE MADE BY THE STUDENT. no requests.
‘can or il e accepted from a third party (incuding parents). I s the responsiiiy of the student to assstn thelr oW prvacy’
protection by not alowing access of heir educational records to others, including th release of heir unversty personal
dentiation numbers, Student ID or SN, Computer gin useames and passwords, elc.

Please vist the U.S. Departmen of Educations webste or urther information regarcing FERPA

Please sign the signature area below
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Signature Verification page

Flease vt ihe U'S. Depariment of Eaucations webske for further Infrmatin regarding FERPA

Please verify your signature below

A

Go Bsck ana re-sign Accept signature ana Contiue
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Consent Received

We have your consent on record, 50 you may proceed to checkout

‘You may have provided consent through one ofthe following methods:

+ Accessing the Ordering Site while logged into the niversily Portal
+ Submiting a signed consent form from a previous order

Next





