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Hello and welcome to the Kentucky District Registration 
Portal! 

 

Click the following link to begin your registration process:   
https://exchange.parchment.com/d/districtreg/KY2013 
 
You will be taken to the following page where you will search for your district.  Enter either part of your district’s name, 
or the entire district name in the corresponding field and click Search.  You will see a list of names appear near the 
bottom of the screen.  Select the hyperlink to the district you will be registering. 

 

 

https://exchange.parchment.com/d/districtreg/KY2013
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Step 1:  Verify District Information. 

Fill out any fields you may have information for and select Save & Continue at the bottom of the page.  You may also 
select Save & Exit at any time during this process and return to the registration process where you left off. 
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Step 2:  Provide District Contacts. 

Fill out any fields you may have information for and select Save & Continue at the bottom of the page.   
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If your district information has been loaded already, the following page is what will be presented.  As with before, fill out 
any fields you may have information for and select Save & Continue at the bottom of the page.  Filling out as much 
information that you have is important as this will aid with the speed at which your implementation will take place. 
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Step 3:  School Contacts 

If your district has not been loaded with your schools, you will be presented with the screen below.  If this happens, 
select the add the schools hyperlink.   
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Fill out information for the school you will be adding.  Click Save & Continue, or click the Save & Add New School button 
if you need to add additional schools.  Repeat the process until all schools have been added. 
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If you did not see the screen at the beginning of Step 3, the following screen will be presented.  Fill out all information 
on the page and select Save & Continue. 
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The following screen will allow you to see a summary of the schools that have been added to the district.  If the 
information is correct, select Continue.  If you need to edit the schools choose the corresponding hyperlinks to edit.  If 
you need to add an additional school select the add the schools hyperlink and add additional schools. 
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Step 4:  Select Installation Phase 

Select the phase that you will be able to schedule your launch call.  The launch call is a one hour webinar that will teach 
your staff how to use Parchment.  Select Save & Continue.  We will contact you to set up a time to complete the launch 
within the specified dates of the phase you choose. 
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Step 5: Accept Parchment Exchange User Agreement 

Fill out the information of the person who will be accepting the agreement.  Make sure the Accept Agreement radio 
button is selected before selecting Submit Registration. 

 

 

 

 

 

 

 

 

 

 



11 
 

Step 6: Confirmation 

Congratulations, you have completed registration!  You may now select Parchment Exchange Home Page, or close out 
of your browser.  You will now be contacted about setting up the time for your launch call within the date range of the 
phase you have selected.   

If you have any questions, feel free to select the Contact Us form and submit a request to our support staff.  We will be 
happy to assist you. 

 

 

 

 

 

Thank you for choosing Parchment! 

 


