


https://www.parchment.com/

Go to the above link.

In the dropdown box, click 
order my transcript or 

credential.

https://www.parchment.com/


In the order from box, type in 
Cordova High School and then

choose the one listed for 

Cordova, AL.



● Choose “New Learner
Account”

● Choose “I do not 
have a registration 
code.”

● Complete the profile

information. Use your 
personal email 
address (not your 
school email).

● Click Sign-Up

● A verification code 
will be sent to your 
email. Type in the 
verification code.



● Choose your privacy

setting.

● Check the box to 

authorize a copy of 
your credentials to 
be stored in your 

Parchment account 
where you can view 

and manage the 
document.



You are now ready to 

order your transcript.

● Under Transcript 

click order.



Choose where you would like to 
send your credential. If you are 
sending it to a college, you will 

choose “An Academic Organization, 
Admissions Office, Business, or 
Other Organization.” If you are 
sending it to yourself, you will 

choose “Yourself or Another 
Individual.”

To send to a college, type in the 
name of the college/university and 
search.



Be sure to choose 

the correct 

institution with the 

correct location and 
organization type.

If you are a high 
school senior you will 
choose the 
organization labeled 
“undergraduate”.



● Review your order

details.

● Choose “send now” for

the when do you want

this sent box.

***If you need to send your 

transcript to multiple 

schools, you can choose “Add 

Another Destination.”

***While you’re in high school,

your item total should be

$0.00. Once you graduate, 

you will be charged for every 

transcript request.

● Choose Save & Continue.



● Review your

order again.

● Click “Continue”.



● Provide Consent.

● Using your mouse or

finger, sign your name.

● Type your

parent/guardians name.

● Click Save & Continue



Click “I’m Done”.

Your request has been

sent.


