
How to Send a Official Transcript 

 

1.​ Go to www.parchment.com and click on the green Order Now button. 
 

 
 
2.​ Type ‘Chaska High School’ into the institution search bar and select it from the 

pop-down menu.  
 

 

 

 

3.​ Select if you are ordering your own transcript or if you are ordering for someone 
else. Then scroll to the bottom of the page and add your email address. Select 
continue.  
 

http://www.parchment.com


 
 

4.​ Input your contact information and create an account password.  

 

 



5.​ Verify your account by inputting the confirmation code emailed to you.  
 

 

6.​ Put in the years you are attending/attended Chaska High School, and verify your 
name that is on the transcript. Select continue.  

7.​ Select ‘Order’ 
8.​ Input which institution you would like your transcript sent to.  

 

 
 



9.​ Double check all information is correct. Select if you want the transcript sent 
immediately or to hold it until the semester grades are posted. Sign. Select the 
checkbox to authorize consent, and select continue.  
 

 
 
 
 
 

NOTE: There is a$6.32 charge per transcript. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



10.​If you need to add another transcript to your order, you may do it on the next 
screen or you can select continue to go to the payment screen. Your order is not 
complete until you submit payment.   

 

 

 

11.​Complete the payment screen with debit or credit card information and select 
‘Submit Payment’ . Once the order has been completed, our Registrar will be 
notified. Please allow 3-5 business days for her to process the request and 
electronically send the transcript to the institutions(s) you selected. If you 
selected ‘hold for grades’, the transcript will be sent at the end of the semester.  

 


