
Ordering Transcripts in Parchment for Scholarship Applications 
 

**First, please check and see if the transcript needs to be official from Hersey. If not, you can 
download your unofficial transcript yourself from Infinite Campus and use that. 
 
If it must be official, you need to order your transcript through your Parchment account. If you 
have questions about your Parchment account, please email our registrar, Mrs. 
Schwichtenberg, at carole.schwichtenber@d214.org.  
 
 
Step 1: Start your order: 
 

 
 
Step 2, Option 1: If you have an EMAIL address from the scholarship organization that you 
can send your transcript to: 
 
Click “Yourself or Another Individual” for where you would like to send it. Under “Enter Order 
Details” make sure “Electronic Delivery (Email)” is selected as the Delivery Method.. Enter the 
Scholarship name, contact person (if applicable) and the scholarship’s email address. Double 
check this! 

https://www.parchment.com/
mailto:carole.schwichtenber@d214.org


 
 
Step 2, Option 2: If you have a physical address only from the scholarship organization that 
you can send your transcript to: 
 
Click “Yourself or Another Individual” for where you would like to send it. Under “Enter Order 
Details” make sure “Printed and Mailed” is selected as the Delivery Method.. Enter the 
Scholarship name, contact person (if applicable) and the scholarship’s email address. Double 
check this! 
 



 
 
Step 3: Continue through the completion steps, including signing. The cost should be $0 if you 
are a current student. 
 
 
 
 
 
 
 
 
 
 
 



Step 4: You can track your order under the “Orders” menu at the top. 

 


