
Parchment: How to Send Official Transcripts 
*Graduating Seniors must place a ‘Hold for Grades’ order to their next destination for the 

purposes of graduation confirmation & financial aid awards to be finalized/delivered* 
 
 

1.​ Login to your www.parchment.com account & go to your Dashboard: 
 

2.​ You must add Dutch Fork to your schools in order to have access to your transcript. Look for 
this link to do so: 

 
 
 

3.​ From this icon, click on the ‘Order’ button: 
              (your ‘Order’ button might appear green) 

 
 
 
 
 
 
 

4.​ Type the name of the school/email address where you need your transcript sent in this box: 
(suggestion: graduating seniors unsure of their next destination should have their final 
transcript sent to their personal email address) 

 
 
  
 
 
 

5.​ Example: this student needs their transcript sent to Midlands Tech: 
 
 
 
 
 
 

 
 

http://www.parchment.com


 
6.​ Select the correct school from the drop down options. 

 
7.​ Confirmation page: 

*Graduating Seniors  
will need to change  
‘Send Now’ to ‘Hold for 
grades’ so their final 
transcript will be sent 
to their next school. 
 
 
 
 
 
 

 
 

8.​ Complete all parts of the order confirmation: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9.​ Order will be sent to DFHS for approval once order confirmation is completed. Seniors’ final 
transcripts will be available the week of June 15 via Parchment.  

 


