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Creating a New Parchment Account

Students do not need a MyCharterOak student portal account in order to create a Parchment account. If
you do have a MyCharterOak login follow the directions under “Creating a New Parchment Account
(Single Sign On)” for the added benefit of being able to login to Parchment automatically when you are
logged into MyCharterOak.

If you previously have a Parchment account through a different institution you can add Charter Oak
State College to your account by following the “Adding Charter Oak to an Existing Parchment Account”

Steps to Create a New Parchment Account:

Visit the MyCharterOak student portal here: https://my.charteroak.edu/ICS/.

On the left sidebar, find and select the “Transcripts” link. If you do not see the left sidebar, click the
arrow on the bottom left to open the sidebar and find the link.

You are here: Home = Home Page

Charter Oak State College

Home Page

Logging into MyCharterOak
Course Registration
Visiting Students

Contact Information

Transcripts

On the page that loads, find the “Official Transcript: Without ACORN Account” header, and select the
link below that reads, “Parchment Storefront Link”.

Official Transcript: With MyCharterQak Login

Please log in at the top of the page to use this portlet. If you ARE logged in, then you are not authorized to use this portlet -
itis only available to users in certain roles within the portal

Official Transcript: Without MyCharterOak Login

Parchment Storefront Link

You will be directed to the main page of our Parchment Storefront. Enter your email address and hit
continue. We suggest that you use a personal email address that you will not lose access to.


https://my.charteroak.edu/ICS/

Learner Account

Etea Charter Oak State College

GE
I ' 55 Paul Manafort Dr, New Britain, CT, D605 us

Ordering your own credentials

Ordering on behalf of
or academic records

someone else

A MESSAGE FROM CHARTER OAK STATE COLLEGE

Welcome to Parchment. We're offering this service to make ordering transcripts easier for
you. It's also more efficient for your school, and will deliver your transcripts to the colleges
you choose in the format they prefer.

If you have any questions about Parchment, select the "help" link above.

START HERE - ENTER YOUR EMAIL ADDRESS

* Email

*| All items marked with a red asterisk are required

If you already have an account, Parchment will have you login to your account. New users will be

directed to enter their biographical information. Enter your information and hit “Create an Account and
Continue”



Next, you will be asked to fill out your enrollment information for Charter Oak State College. Complete
the required information and hit “Continue.” You can continue with or without making a transcript
order.

NAME #
DOB

Some additional information related to your enrollment is required below.

CharterOak

gantae) Charter Oak State College

would like you to provide the following information:

* Are you currently enrolled?

* What was your first year of attendance? % Year you graduated or left
Your Student ID Number % Your last 4 55N Don't Have One?
o

* Please verify your name while attending

@ Other name variation or maiden name

Finish creating my Parchment account without placing an order right now.



Now that you have created your account and you have completed your enroliment information page for
Charter Oak, you will see Charter Oak on your “Dashboard” where you can add other institutions that
you attended and start transcript orders.

Ei parchment DASHBOARD

PROFILE =

Your Schools / Organizations:

You can now get your credentials! Here is what is waiting for you at this organization.

Order Your
Transcript




Creating a New Parchment Account (Single Sign On)

Students do not need a MyCharterOak student portal account in order to create a Parchment account. If
you do not have a MyCharterOak login follow the directions under “Creating a New Parchment
Account.”

If you previously have a Parchment account through a different institution you can add Charter Oak
State College to your account by following the “Adding Charter Oak to an Existing Parchment Account”
directions.

Steps to Create a New Parchment Account with Single Sign On:

Visit the MyCharterOak student portal here: https://my.charteroak.edu/ICS/.

On the left sidebar, find and select the “Transcripts” link. If you do not see the left sidebar, click the
arrow on the bottom left to open the sidebar and find the link.

You are here: Home = Home Page

Charter Oak State College

Home Page

Logging into MyCharterOak
Course Registration
Visiting Students

Contact Information

Transcripts

On the page that loads, find the “Electronic Transcript — With ACORN Account” header, and select the
link below that reads, “Click to log into Parchment”.

Official Transcript: With MyCharterOak Login

Parchment Single Sign-On

Click to log into Parchment


https://my.charteroak.edu/ICS/

The first time you access the single sign on link you will be brought to the following page which will ask
you to enter your email address you would like to use for your account. Make sure to choose an email

you will not lose access to.

[« j parchment

Update Account Information
* Email
|e
% First name

Jane

* Last name

Doe

Next, you will be directed to enter your biographical information. Although you will be able to login
through MyCharterOak without a password you will create a password and you will be able to login from
the Parchment storefront at any time with your email and password, regardless if you have access to
MyCharterOak.

On the following page you will be asked to fill out your enroliment information for Charter Oak State
College. Complete the required information and hit “Continue.” You can continue with or without
making a transcript order.

NAME [E]
pos

Some additional information related to your enrollment is required below.

Charter Oak State College

would like you to provide the following information

* Are you currently enrolled?
* What was your first year of attendance? * Yearyou graduated or left

Your Student ID Number * Your last4 SSN Don't Have One?

+ Please verify your name while attending

@ Other name variation or maiden name

* *

Finish creating my Parchment account without placing an order right now.



Now that you have created your account and you have completed your enroliment information page for
Charter Oak, you will see Charter Oak on your “Dashboard” where you can add other institutions that
you attended and start transcript orders.

Ei parchment DASHBOARD | ORDERS  PROFILE ¥

oy I

Your Schools / Organizations:

e Charter Oak State College

ATE COLLEGE|

You can now get your credentials! Here is what is waiting for you at this organization.

Order Your
Transcript




Adding Charter Oak to an Existing Parchment Account

If you already have a Parchment account created, you can add Charter Oak State College from your
Dashboard.

EI parchment DASHBOARD ORDERS PROFILE *
On the bottom of the Dashboard screen click “Add Another School or Organization You Attended”
© Add Another School or Organization You Attended

In the search box enter Charter Oak State College and hit “Add”

1. Search 2. Enroliment Info

Add Your School or Organization

Run a search below to add the school you attended to your account. After adding your school, you can begin ordering transcripts.

Charter Oak State S

Advanced Search ~
School/Organization Location Type

Charter Oak State College New Britain, CT, US College /Undergraduate

On the next screen enter your enrollment information for Charter Oak State College. If you do not have
a Social Security Number select “Don’t Have One.” Then, hit “Continue” to add Charter Oak State college
to your Dashboard. You will then be able to place an order through your Dashboard for your transcript.



NAME ]
DOB

Some additional information related to your enrollment is required below.

CharterOak

SaREt! Charter Oak State College

would like you to provide the following information:

* Are you currently enrolled?

* What was your first year of attendance? % Year you graduated or left
o o
Your Student ID Mumber % Your last 4 55N Don't Have One?

* Please verify your name while attending

Other name variation or maiden name

* | All items marked with a red asterisk are required.



Ordering a Transcript

If you logged on to Parchment from the Charter Oak State College Parchment Storefront you will be
shown the screen below. Click “Order” to begin your transcript order. You can also start an order from
your “Dashboard” which you can access from the top menu selection bar. The Dashboard will allow you
to start an order from any college or university you have linked to your Parchment account.

Available Credentials CANCEL X

The following credentials are available from Charter Oak State College.
Start your order by selecting a credential listed below (you can add
more later)

TRANSCRIPT Transcript
An academic transcript is a inventory of courses m
that a learner has taken and the grades that they
Faie T @ earned in those courses during the academic year.

Once you have begun you order you will be brought to the “Set Delivery Destination Screen.” From this
screen you can search for a college, university or select organizations in the top search bar. If you do not
see your delivery destination located in the search results you can select “I’'m sending to myself or
another individual.”

<BACK Set Delivery Destination CANCEL %

Your order will be sent from Charter Oak State College to the individual
and/or organization at the destination below.

Q, | Where would you like to send the credential? m

OR

& I'm sending to myself or another individual @



To select a delivery destination from the search bar click on the organization’s name. By selecting an
organization from the search bar your transcript delivery method (electronic, mailed) will automatically
toggle to their prefered method, most likely an electronic transcript. If you wish to send it through a
different method you will have to select the “I am sending this order to another individual” which will
allow you to select electronic or mailed.

Q  Eastern Connect] Search

Eastern Connecticut State University
Admissions

If selecting “I'm sending to myself or another individual” a menu opens. You can select “I am sending
this order to myself” or “I am sending this order to another individual”
Set Delivery Destination CANCEL X

Your order will be sent from Charter Oak State College to the individual
and/or organization at the destination below.

Q | Where would you like to send the credential? m

OR

& I'm sending to myself or another individual @

am sending this order to myself

am sending this order to another individual

When sending your transcript to yourself or another individual you can either select an electronic
transcript or a mailed transcript. Under mailed you will have the option to select rush delivery through
FedEx. FedEx shipping is an added fee paid at the end of the order. You cannot FedEx to a PO Box.



Set Delivery Destination CANCEL X

Your order will be sent from Charter Oak State College to the individual and/or organization at the
destination below. Select a delivery method for your order

e?.\ Nz

Electronic Print & Mailed

Delivered By Email Printed On Paper & Mailed

Once you have either selected your delivery destination through the search bar or have entered your
custom delivery destination, you will be brought to the “Item Details” screen. On this screen you can
review the delivery destination and delivery method. Next, select if you would like the transcript order
processed now (default) or if you want the request held for degree. Select the purpose for your order
and if you have any attachments you can add them to be sent with your transcript.

<BACK Item Details CANCEL X

Transcript

< o [

TRANSCRIPT

Fado Bt (@)

FROM & Delivery Method: Electronic
rElhar‘[Ber_ Oak S&tTate College
tain, .

sEntam Credential Fee: $0.00
TO
Eastern Connecticut State
University Admissions

Item Total: $0.00
* When do you want this sent? Purpose
Send Now Admission
B would you like to add an attachment file? (optional) @ Add An Attachment

Before continuing with the order you must complete the certification steps below.



Please review the information below pertaining to the type of consent that is required
to complete this order.

- a - Clear Signature
Sign here with mouse or finger &

X

Type full name as signed above

« First Name Middle Name . Last Name

* | certify under penalty of law that | am the individual identified above and

am authorized to take this action.

* | All items marked with a red asterisk are required to submit this form.

Click “Continue” on the bottom of the screen once all red asterisk items are completed. You will be
brought to the “Order Summary” window. From this window you can either add another transcript

to be sent, or you can select “Complete Order.”

<BACK Order Summary CANCEL %

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

Here's your order summary

Collapse All
o < 0 s -
ITEM Transcript Y g £0.00 [
FROM Charter Oak State College
TO Jane Doe
© Add another item for_
Total Credential Fees $0.00

Order Total $0.00

COMPLETE ORDER



Once submitted you will receive a confirmation screen letting you know your order has been placed
and you will receive a confirmation email. You can view your order status under “Orders.”

Eiparchment DASHBOARD || ORDERs | PROFILEw

QOrder History

Need to place a new order

Create new orders from the credential tiles on

Track Orders
Document ID Status Recipient Price Track
TWAM3Z]M Download confirmed _ $0.00 hd
: S i
Where's my transcript? =2 > n >
Charter Oak State Parchment Recipient
Download confirmed College

Your transcript has been received and downloaded. Document Type: Transcript Recipient
Delivery Type: Electronic
TWATN]2H Canceled Manchester Community College - Admissions $0.00 v
Where's my transcript?
Your order was canceled on April 8, 2022, Recipient

Decument Type: Transcript
Manchester Community College -

Delivery Type: Electronic Admissions







