
 Parchment Direc�ons 
 In your favorite search engine….. type in www.parchment.com ….. 

 From the drop down tab at the top… click on “Order Status” and click on “Student/Parent 
 Order”... 

 The following screen will appear….. in the search bar, type in East Lansing High School (it should 
 self populate)... 



 You should see the following screen…. Select “New Learner Account”, and then fill out the 
 informa�on at the bo�om of the page (you DO NOT need a registra�on code). 

 A verifica�on code will be sent to your email address……. 

 You will then need to verify your enrollment informa�on, and make your FERPA selec�on (we 
 do recommend that you waive your right to access… but if you decide to not waive your right 
 to access, your transcript will s�ll be sent). 

 To order transcripts…… click on the “order” bu�on 



 You are now ready to ORDER your transcript….. 

 If you have made it this far, you can now start ordering transcripts……  you can either send to an 
 ins�tu�on, or even send yourself a copy of your transcript!!!! 



 If you are sending a transcript to an ins�tu�on….. Start typing in the name and it should 
 populate…… the below screenshots are what your screens will look like……. 

 PLEASE NOTE:  parchment does NOT charge for current students sending transcripts to 
 instate schools….. there is a fee for out-of-state schools and a fee for Alumni transcripts…. 





 FOR FINAL TRANSCRIPTS… you MUST click “HOLD FOR GRADES”.... We will send your transcript 
 out once the grades/transcript has been finalized at the end of June. 

 You can also send it to the NCAA clearinghouse…. You will NEED to know your clearinghouse 
 number….. 

 If you have ques�ons…. Please reach out to the ELHS registrar Bonnie McGraw at 
 bonnie.mcgraw@elps.us  . 
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