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Using Parchment to Order Transcripts

This document explains how Apex Learning Virtual School (ALVS) and EdOptions Academy (EOA)
students can use Parchment to order transcripts. Parchment is an electronic transcript service that allows
students to get accurate records sent to multiple institutions in multiple formats.

It is a good idea to first verify how your local school prefers to receive transcripts. Some require
they be sent in the mail; others will accept an electronic copy. For electronic copies, you will need to
have a valid email address for the person at the school who will receive the document.

Signing up with Parchment

Go to www.parchment.com to create an account. (Note: If you already have a Parchment account, you
can skip this step, log in to your existing account and add the appropriate school. Parents can
also register and request documents for minor students.)

1. Click on the green Order Now button to the left.

Ej parchment- Students v Platform v~ Pricing v Resources ¥ Company v order & status ~ () Login

Qe

Welcome to Parchment ¥

Turn every

Interested in learning more about our
services? Let me help you find your way.

= “ X
I n to Tell me a bit about yourself:
" /

| am a student/alumni/parent

| represent a school/organization
Order Now Sign In to Check Status
Privacy policy

2. Type in the school you are requesting a transcript from.
o If you are a part-time ALVS student, choose “Apex Learning Virtual School: Individual Courses”
o If you are a full-time, diploma seeking ALVS student, choose “Apex Learning Virtual School: Full
Time Program”
o If you are an EOA student, choose “EdOptions Academy”

Select your school to o
or create an account.

Type the school or high school equivalency program that is sending your credentialbelow,
or to create an account. You will then be able to specify where it needs to be sent.

o

_ A
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http://www.parchment.com/
https://www.parchment.com/order/my-credentials/

Parchment Instructions

3. Select New Learner Account and fill out the information according to your enroliment
through your chosen program. For example, "Start Year" refers to the year of your enroliment or
course start date.

If you are a parent, select “| am a parent/legal guardian” and enter student’s information as well.
When asked for your Student ID, please provide your Apex Learning or EOA username.
If you already have an account with Parchment, add Apex Learning or EdOptions Academy as
an additional school. Navigate to your Dashboard, then click Add Another School or
Organization You Attended (towards the bottom of the dashboard page) where you will enter the
name of the program you enrolled in.

e Select I do not have a registration code

I Parchment Exchange - Leaderin X+ =

& > C @& nhttps//www.parchment.com/u/registration/197871/account o % s BB &

Ei parchment COLLEGETOOLS » SIGN UP

° 2 3 4 5 1 7

Register/Sign In

m Apex Learning Virtual School : Individual Course(s)

1215 4th Ave Ste 1500, Seattle, WA 98161-1001

[ @
e
- - ®
We do not have a registration New Learner
Account
code, so choose I do not have
- - parent in need of a
a registration code.

Amessage from Apex Learning Virtual School : Individual Course(s)

Please select | do not have a registration code" below and enter your Apex Learning Username in the Student ID field

(@1 do not have a registration code (provided by my school)
(O have a registration code

First Name Middle Name Last Name

© 1 would like to add a maiden name or variation to help match the credential I'm ordering

[[]1 am a parent / legal guardian

Date of Birth Gender (Optional) Start Year Last Year Attended

|[ oo v v | Gender .

| i | vvvy v\ww v

Highest Level of Education

‘ None selected

Student ID

Email Password (Must be at least 7 Characters) Re-type Password

By signing up you agree to the Parchment terms of use and privacy policy.
Already have an account?

support Privacy Policy Terms of Use Contact Us Copyright ©2019 Parchment
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Parchment Instructions

4. You will be sent a verification code by email. Please check the email provided and enter the
verification code.

Nearly There.

We emailed a verification code to
email@test.com

Please enter the code below

Confirmation Code SUBMIT

Please chedk your spam folder if you don't see the email. Having trouble?
Rre-send My Verification Emall | Start Over

5. Choose your Privacy Settings. You may select either "l waive my right to access or |
do not waive my right to access." This does does not affect your order.

Apex Learning Virtual School

Seatde, WA

Choose Your Privacy Settings

In addition to transcripts, your school may send a Secondary School Report or Letter of Recommendation. Some receiving schools will give more weight to
recommendations and completed SSR forms where the student has agreed the documents will be private and the student will not view them. If you wish to
waive your right to review those documents, you may do so below.

Under the 1974 Family Educational Rights and Privacy Act, an applicant who is admitted and enrolls has the right to review his/her educational files
including recommendations. To obtain confidential recommendations for the purposes of admission and academic counseling only, it is possible to waive
one's right of access. If you wish to voluntarily waive your right of access to this document, select the checkbox below, constituting your electronic signature.

| recognize the confidential nature of the Secondary School Report and other recommendations and

(®) | waive my right to access
(_) 1 do not waive my right to access

| authorize a copy of my credential(s) to be stored in my Parchment account where | can view and manage the document(s).

SAVE & CONTINUE
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Parchment Instructions

6. Click Order next to Transcript. Each time you place an order, a new transcript is sent to ensure
the document is up to date. We do not list non-passing grades or repeat courses on transcripts unless
specifically requested to. Courses that have been withdrawn will not appear on transcripts.

|0 .:| parchment DASHBOARD ~ ORDERS ~ COLLEGETOOLSw  PROFILE w
Available Credentials CANCEL x

The following credentials are available from Apex Learning Virtual
School : Individual Course(s). Start your order by selecting a credential
' listed below (you can add more later)

TRANSCRIPT Transcript

= An academic transcript is a inventory of courses ﬂ
2= that a learner has taken and the grades that they

3. ' : :
earned in those courses during the academic year.

Note: Enroliment
Verification is listed as an
Enrollment Verification available credential,

ENROLLMENT

VENF[;TIDN An Enrollment Verification Certificate provides “ however we do not prOVIde

verification of a learner's student status. Some of this th rough Parchment.
the ways that it can be used by a learner is for
employment, verification of student loans or Please reach out to your
insura ... View Full Description program's Support team

for how to request this.

©

e To set your delivery destination, first search for your school. Many schools are not listed in
Parchment. If you do not find your school, scroll down and click Enter Your Own to manually
enter the email address or physical address.

e You may also search for any college, university, or academic institution such as the NCAA to
send your transcript to.

e You may also have an official transcript sent to yourself or any individual.

Woodland High School
Dorchester, SC, US

£ See All Results
Not finding what you're looking for?

Enter Your Own

SHOWING 1-4 OF 100

- . 2 3 4 5 6 7 25 -

OR

& I'm sending to myself or another individual @
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Parchment Instructions

7. Review your order and checkout. You will be asked to use your mouse, or finger if on a touch screen,
to provide an electronic signature.

o < BACK Order Summary CANCEL x

PLEASE NOTE: A parent or legal guardian must complete this consent

section.

@ Your order has not been placed yet. Please review and complete the order below

Learners under the age of 18 must have a parent or legal guardian complete this section ,
to certify that legal consent has been given as required under the Family Educational Here's your order summary Student
Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) authorizing the release Collapse All
of the learner's records.
; ) : o : : FOR & Test, Student @ s565 -
Please review the information below pertaining to the type of consent that is required
to complete this order.
ITEM Transcript SO $5.65 W
. . & FROM Apex Learning Virtual School : Individual Course(s)
Clear Signature
Sizp fierewit o tse orinaen :I TO University of California - Berkeley, Berkeley, CA
© Add another item for Student Test
X
Type full name as signed above Total Credential Fees $5.65
Order Total $5.65

& First Name Middle Name » LastName

# | consent to the disclosure of the credentials and any provided
attachments to the delivery recipient, each as I've selected above, and for CONTINUE

the purpose identified by me above.

8. Once you enter your first order information, you will have the chance to select additional destinations.
You can send your current transcript to multiple schools, colleges and individuals. After you enter
payment information, your order will be complete!

Note: We recommend that a student complete their course two weeks prior to your school's transcript
deadline.

e Teachers will post final grades within 72 business hours of the course end date.
e |ttakes 1-2 business days to process a transcript request.
o Electronic copies are sent instantly to the recipient's email.
o Hard copies take up to a week to be delivered by the postal service, depending on
the destination. To ensure it is delivered to the right person, please include the

recipient's name (e.g. counselor or registrar).

You can track the progress of your transcript at any time under the Orders tab in your Parchment
account. When your order is fulfilled, you will receive an email.

If you have questions while ordering your transcript, please call Apex Learning Virtual School
Student Services at 855-550-2547.
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