
Order Transcript - Self 

1. Visit the Sac State's Parchment website (http://parchment.com/u/registration/4307674/institution)

2. Before you begin the ordering process, please review the processing timeline message below.

A MESSAGE FROM CALIFORNIA STATE UNIVERSITY, SACRAMENTO 

The processing timeline begins once you receive an email indicating ‘Order Complete.’ The Order Complete notification does NOT mean your order has been sent or 
is ready for pick-up. This email confirms that payment and your request have been submitted to the Registrar’s Office for processing. The processing time is 5 - 7 
business days. Please keep in mind this does NOT include mailing time. 

Pick Up Orders - You will be notified by email from the Office of the University Registrar when a pick up order is ready in the Student Services Center. 
The Office of the Registrar takes responsibility for handling transcript requests in a prompt and efficient manner. However, we are not responsible for mishandling by 
the U.S. Post Office or the receiving school or agency. 

Getting Your Transcript to its Destination as Quickly as Possible: 

Select Order ELECTRONIC for the fastest method of delivering your transcript. 

3. Enter a your preferred email address (it does not have to be a CSUS email)

https://www.csus.edu/student-life/records-transcripts/transcripts/
https://www.parchment.com/u/registration/4307674/institution


NOTE: You may encounter an error message if too much time passes while entering information. To resolve, close your 
browser and start a new session.

4. Complete the personal information and contact information sections. Then, choose a password.



Email Verification example below. Subject: Verify your email address 

Note: The account can be verified via email address link or verification code. 

5. You will be asked to confirm your account and sent an email for a code.



6. After account is verified on the browser, complete the Enrollment Information section 

Note: The student ID number field is not required but recommended. 

7. Available Credentials - Begin ordering the transcript



8. Set Delivery Destination – Confirm where to send the transcript. Search by school or send the to 
yourself/another individual 

9.  For this tutorial, we’ll order to myself 



9. Set Delivery Destination – the student can pick from three options: (1) Electronic, (2) Print & Mailed (3) Local 
Pickup 

(1) Electronic 

(2) Print & Mailed 



(3) Local Pickup 

The student will have the option to have someone else pick up their order if requested. 



10. Item Details: Confirming the delivery method and total cost ($11.00) 
• The delivery method will reflect the chosen option
• Select the Purpose and When Do you want this sent
• Electronically sign



11. Order Summary: Confirm all details of the order 



12. Input Payment Information 



13. Order Confirmation 

DONE! 
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