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Overview
Beginning in July 2013, Kentucky high school students can electronically send their transcripts to participating
postsecondary members of the Parchment Exchange at no cost. The statewide adoption of electronic transcripts
will complete the online process and allow for paperless delivery of all materials necessary for college admissions.
This solution will reduce costs and save time for all parties. High school students and counselors benefit by having
a simplified request and delivery mechanism available 24-7. Colleges and universities benefit by having one
transcript format, less mail to process, and the potential to directly input transcript data to their student
information systems.

Kentucky education agencies are coordinating efforts to ensure that all state school districts, colleges and
universities adopt eTranscript. Standard use by all high schools and postsecondary schools means there can be only
one process, format and method of delivery to support, providing efficiency for everyone.

This document provides step-by-step instruction for preparing your schools and district for implementing eTranscript
functionality. It is the recommendation that all of these steps be followed, and that the options detailed in the
screenshots be selected and/or set up to ensure that the common Kentucky transcript is consistent for all high
schools in Kentucky.

Step 1: Infinite Campus eTranscript setup

1a: Setup Infinite Campus Tool Rights for eTranscript functions

Path: System Administration > User Security > User Group
Users must be setup with the appropriate Tool Rights before they can work with eTranscripts.

1. Search for Group eTranscript in case it has been added previously
2. Users who will release eTranscripts will most likely be at the school level
a. Select All Schools and All Calendars
b. Click Create a new User Group and name it eTranscript then click Create Group button

: Year |13-14 || School | Al Schools |+ | calendar | Al Calendars
Index || Search | Help
Search for a: This tool wil create a new user group.

Group El
etranscript User Group Name eTranscript

Advanced Search =»

Search Results: 1 » Create Group

@Create a new User Group

c. Add the Group Description: Needed to release eTranscript requests then click Save.

User Group: eTranscript

User Group | Tool Rights | [I|Calendar Rights | [ZM«

Save W Delete

‘Hame
eTranscript

Group Description

Associated Product

nrormation system




d. Select the Tool Rights tab.
Expand Transcripts > eTranscript
Place a check in the R column then click Save.

[ [0 [E] = Transcripts
[ El [ eTranscript

Right R W A D

elranscript = Allows the user full nights to view, request, etc. student eTranscript information MNIA NIA NIA
Users should also have at least R rights to Student Transcripts

Expand Student Information > General
Place a check in the R column then click Save.

] O O +-[fr Grades

E E E = Transcript

W ERERE = Credit Summary

O EEE Cy Azsessment

(Wl SR EE +|-f3 Behavior

Right R w A D

Transcript = Allows user to view the Allows the user to edit Allows users to Allows users to
details of the student’s existing entries on the add new transcript delete transcript
transcript student’s transcript entries entries

e. Add the User Group to the appropriate User accounts (list of group names varies by district)
i. Search for User by the person’s name
ii. Select User Groups tab
iii. Place a check by eTranscript then press Save

eTranscript
|:| FRAM

|:| Grades view onhy
|:| Locker

3. Users who can setup eTranscript options will most likely be at the district level
a. Select All Schools and All Calendars
b. Click Create a new User Group and name it eTranscript Setup then click Create Group button

Year | 13-14  |w| School | Al Schools |w | Calendar | Al Calendars

Index || Search | Help Create a new User Group

Thizs tool will create a new user group.
Search for a:

Group El
gtranscript User Group Name

Advanced Search ==

Search Results: [ - Create Group

ﬁtreate a new User Group

eTranscript Setup




c. Add the Group Description: Needed to configure eTranscript options then click Save.

M index | Search | Help | User Group: eTranscript Setup

Search for a: User Group | Tool Rights | [lcalendar R.igllis| [IMembership Summary |
| Group [=] & save ¥ Delete
| e
Advanced Search == eTranscript Setup
| Search Resufts: 0 | || Group Description

| ﬂECreate a new User Group

| Associated Product

Student Information System

d. Select the Tool Rights tab. Expand System Administration > Preferences > eTranscript
Place checks in the R W columns then click Save.

|:| |:| Elﬁ eTranscript

B ... gTranscript Options
Right “ R w A D
eTranscript Allows the user to Allows the user to edit MIA MIA,
Options view existing existing eTranscript
eTranscript report report options.
options.

e. Add the User Group to the appropriate User accounts (list of group names varies by district)
i. Search for User by the person’s name
ii. Select User Groups tab
iii. Place a check by eTranscript Setup then press Save

1b. eTranscript Options

Path: System Administration > Preferences > eTranscript

1. Select the eTranscript Report Options as marked below for each High School in district. Checking the Include
Class Rank checkbox is recommended but optional. The class rank is based on weighted GPA.
2. Be sure to click the Save button to update the options.

eTranscript Options |

H Save
Note: SSN Use
GPA Types*®
Unweighted GPA nclude Class Rank Only the last four digits of the
Social Security Number will
SETEE AR appear on the Parchment KY
Mational Tests {National Code defined) Transcript; this number is used by

post-secondary schools for
matching students when loading
transcript data electronically.

D State Tests (State Code & Type defined)
("] District Tests

Graduation Failing to include SSN can cause
Diploma Date delays for students that can’t be
Diploma Type matched electronically.

Student Humber

StatelD |
SEN




1c. Map Credit Groups to PSEC Names
Path: Grading & Standards > Credit Groups

1. Select one of the proper credit groups from the Credit Group Tree.
2. Inthe Credit Group Detail, select the PESC Name that best correlates to the Credit Group.
3. Be sure to click the Save button to update the record.
4. Go to the next credit and repeat the previous steps until all High School Credit Groups have been confirmed.
[f credit Groups |
[ new Group [ save 3 Delete
Credit Group Detail
=[] HS CREDITS “Name
----- (] Elective Mathematics
""" (1 English Accept Credit Overflow
----- (] Health [
----- [C1 Humanities PESC Name

----- (£ Mathematics - :
Iath 1]
""" (1 Physical Educ athematics E\
(] Science o

: i EnglishLanguageLiterature
----- [ Social Studies PTIT——
_D World Languages 1 LifePhysicalSciences ‘ ‘
1d. Confirm Grading Tasks
Path: Grading & Standards > Grading Tasks

1. Select the grading task(s) that post to transcript (Ex: Semester, Trimester, Final, etc...).
2. Confirm the Posts to Transcript box is checked.
3. Be sure to click the Save button to update the record.

chﬁnghsh |

L save X Delete | ] New 1] New One-time Task

(GradingTasks |} Grading Task Detail

] Final Grade “Hame
1A Torm Drnnraca Semester
Number Seq Code Posts fo Transcript
L S IEERS Bl dGe v
_'| Trimester A m
[] Nine Weeks Grade S»Jtate e
it

Parent Grading Task

[

Comments

1e. Confirm Courses have Transcript checked

Path: Scheduling > Courses > Select a Course > Grading Tasks

1. Inspect that there is the Transcript checkbox is marked on each Course that should display on the eTranscript.
2. Confirm for all courses. If the desired courses display on your school printed transcript, this setting is correct.

Course | Sections | [#+Grading Tasks | @*standardsl [29c site Grading | Scheduling Rules | Fees| Build Constraints |
[ save  Delete
B Course Information
CourselD 2666 Course Master Linked
*Number *Name Standards-based  Active
3400 ALGEBRA | [l
Subject Type
State Code Department
270304 MATHEMATICS [+]
Schedule Load Priority Wax Students Terms  Schedules Periods  Sections to Buid
! 1 4 1 1 4
GPA Weight Bonus Points Transcript Required
1 0 [



1f. Confirm Courses have associated Credit Types

Path: Scheduling > Courses > Select a Course > Grading Tasks

1. Inspect that there is a value in the Credit Group and Credit Type fields in the Grading Task Editor box for the

Grading Tasks that should display on the eTranscript.

2. Confirm for all courses. If the desired courses display on your school printed transcript, this setting is correct.

Course | Sections | [AtGrading Tasks | B"Shndards{ [ArComposit Grading | Scheduling Rules | Fees | Build Cc
[ save X Detete | ] Add

{53 Grading Task CredtGroup | Credt Type Score Group Credt | Term GPA |
| Mid-Term Progress Standard Scale
Semester HS CREDITS ARTS AND Standard Scale 0.500 1.000
HUMANITES

Step 2: District eTranscript Configuration of Assessments

NEW: KDE’s agreement with ACT allows displaying State administered ACT assessment scores on transcripts. These
test scores are available as ACT (KY_Official_Jr) beginning with the March 2013 scores. The ACT (KDE) Test Detail
contains a mixture State administered Junior scores and student purchased National scores. Thus ACT (KDE) should no
longer be marked as Displays in Transcript. If applicable, these steps can also be performed for locally loaded
assessments to appear on the Kentucky Transcript. However, districts should be cognizant of their agreements with ACT

as to what data can be provided to third parties before posting to transcripts.

2a. Confirm Assessment Setup

Path: Assessment > Test Setup

1. Select ACT (KY_Official_Jr) from the Tests listing. All other fields are locked on for this test detail.

a. Confirm Display in Transcripts is
checked. o

lacT
Parent Test

b. Confirm Scale Score is unchecked for

this level only. e Subject
. . ]KY_OfﬂciaI_.lr
c. Confirm PESC Test (eTranscript) has a B
value of ‘The ACT’. ' -

Assessment Type NCLB Test Type

d. Confirm PESC Sub-Test (eTranscript)
has a value of ‘Total’.

GEN: General Assessment ~
Standards Type

e. Checking Display in Portal is a district StartDate _ End Date
choice. 1
Test Type
() District Test
() State Test
State Code

@ National Test
Natiznal Code
ACT .

Select the score fields you want to use:
v Date I~ Scale Score | Raw Score

[ Percentie [ Percent
Academic Achievement Standard

-

[ hormal Curve Eguivalent I Result [ Invalid

Test Detail

** Parent Test cannot be edited because scores exist
for this test.

Year

- -

[ Display in Portal
[+ Display in Transcripts

D Scale Score D Result
PESC Test (eTranscript)

The ACT -
PESC Sub-Test (eTranscript)
Total -

[ Reason Code | Received Accommodation




2. Expand the ACT (KY_Official_Jr) test to reveal the sub-tests.
=1 @ & ACT (KDE)

[C1 & ACT Composite

¢-(C1] @ ACT Englizh

+- (0] @ ACT Mathematics

1 & ACT Reading

- [0 & ACT Science

3. Select ACT Composite from the subtests under ACT (KY_Official_Jr).
a. Confirm Display in Transcripts is checked.

b. Confirm Scale Score is checked.
c. Confirm PESC Test (eTranscript) has a value of ‘The ACT’.
d. Confirm PESC Sub-Test (eTranscript) has a value of ‘Composite’.
e. Checking Display in Portal is a district choice. It should match for all sub-tests of the same test.
Test Detail
*Hames
]ACT Composite
Parent Test ** Parent Test cannot be edited because scores exist
f _ o | for this test.
Code Subject
1 Composite X | ¥
Test Grade Level
-
Azzessment Type NCLB Test Type
GEMN: General Aszessment - -
Standards Type
Start Date  End Date
Test Type
() District Test
) State Test (| Display in Portal
State Code [V Display in Transcripts
) E Scale Score |:| Result
@ National Test PESC Test (eTranscript)
Mational Code The ACT et
Bk i PESC Sub-Test (eTranscript)
Composite -
Select the score fields vou want to use:
v Date I¥ Scale Score | Raw Score | Reason Code | Received Accommodation
[ Percentie | Percent ™ MNormal Curve Equivalent [ Result ™ Invalid
Academic Achievement Standard
-

4. Repeat Step 3 for each sub-test selecting the PESC Sub-Test that is most appropriate (see Table 1 for
recommendations). The post-secondary schools do not need the content test subscores so those settings
should be blank.

5. Repeat Steps 1 through 4 above for any other assessments that should populate on the transcript using your
best judgment to select the PESC name.



Table 1. Recommended ACT to PESC Alignments

Test Name Display in Scale Score PESC Test PESC Sub-Test
Parent Name Transcripts (eTranscript) (eTranscript)
ACT (KY_Official_Jr) Checked Unchecked | ACT: The ACT Total: Total
-KY_Official _Jr:ACT | ACT Composite Checked Checked ACT: The ACT CompositeScore:
Composite
-KY_Official_Jr:ACT | ACT English Checked Checked ACT: The ACT English: English
-:ACT English 1 Usage-Mechanics Unchecked* Unchecked n/a n/a
-:ACT English 2 Rhetorical Skills Unchecked* | Unchecked n/a n/a
-KY_Official_Jr:ACT | ACT Mathematics Checked Checked | ACT:The ACT| Math: Mathematics
-:ACT Mathematics | 1 Pre-Algebra-Elementary Unchecked* | Unchecked n/a n/a
Algebra
-:ACT Mathematics | 2 Intermediate Algebra- Unchecked* | Unchecked n/a n/a
Coordinate Geometry
-:ACT Mathematics | 3 Plane Geometry- Unchecked* | Unchecked n/a n/a
Trigonometry
-KY_Official_Jr:ACT | ACT Reading Checked Checked ACT: The ACT Reading: Reading
-:ACT Reading 1 Social Studies-Sciences Unchecked* Unchecked n/a n/a
-:ACT Reading 2 Arts-Literature Unchecked* Unchecked n/a n/a
-KY_Official_Jr:ACT | ACT Science Checked Checked ACT: The ACT Science: Science

*If your district wants to continue to display the subject subtests on your paper transcripts, this needs to be
checked. However, they will not show on eTranscript.




Step 2: Parchment Setup

2a: Parchment District Registration
Note: Most districts have completed this step as part of their initial setup.

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.

parchment

EXCHANGE

Welcome to Parchment Exchange

Welcome to the Kentucky eTranscript registration portal. The next several screens will guide you through registration in a
step-by-step process. The first step calls for completion of the district registration before the individual schools can register.

This service is available through collaboration with Infinite Campus and Parchment Exchange on behalf of the Kentucky
education agencies.

To begin your registration, please search for your District by name and/or city.

R ﬁ

City:
Search
District Name City
KY District Registration Lexington
If you cannot locate your district, please Contact Parchment at initiative conta

Copyright & Parchment Inc. All rights reserved. Support Privacy Polcy Terms OF Usa

Enter the district name and city and then select search to find your district; click on the district name to continue. You
will be guided through a series of screens to verify your district information, provide district contacts, provide school
contacts and select a preferred installation phase. At any point through the process you can choose to save and continue
through the set up process or save and exit to continue the set up process at a later time.

10


https://exchange.parchment.com/d/districtreg/KY2013

2b: Infinite Campus Export Roster Per School
Path: Ad Hoc Reporting > Data Export

NOTE: This step should be completed initially when the school is ready to being releasing transcripts and then
periodically to update the students in the eTranscript system.

1. Select the appropriate school year and calendar for the desired student rosters.

ear | 13-14 % | School | Louisville Male High School % | Calendar | 13-14 Louisvile Male High Sch | %

2. Navigate to Ad Hoc Reporting > Data Export

= .@ Ad Hoc Reporting
~F Filter Designer
E;[' Data Viewer
. Letter Designer
.@ Letter Builder

™ Data Export

3. Expand the State Published filter folder > Scroll to and select “student eTranscript Roster”
-] T State Published
%A person Invalid Adminigtrator and Teacher Emai
%A student Prek - Dizabiltiez with Con Summary i
%A student AP Course Code with No Difficutty Lev
%A student AP Difficutty No AP Course Code
0l student Assessment ACT
%A student Assessment PLAN for 11-12
SF  person Audit &1 Tool Rights
2l student Audit AFD

%A student Audit AFR S person EPSE Numbers Shared by Staff Membe
%A student Audit ATA %A student ESS - Active Student List

i2l student Audit Check Inf Check Out {3, student £S5 - WD Student List

{8l student Audit Children of District Employees E. student eTranscript Roster

%A student Audit Dropout Questionnaire SF  student FRAM Miz=ing Meal Eligibilty Records-L
%A student Audit EHO SF  student FRAM Miz=ing Meal Eligibilty Records-£

4. Export file as a CSV (See Selections Below)
Pick an Export Format
.;:::;. HTML list report

(@) Delimited values (CSW)
] Fixed width

() PDF report

Delimiter: Comma | %

Include column dizsplay header

Double quote data Only when it contains the delimiter | %

Export

5. Save the file for importing into Parchment in a location you will remember. If exporting multiple schools, using
the school name in the file name will make finding the file easier when uploading to Parchment.

6. Repeat steps 1-5 for each school.

11



2c: Parchment Roster Upload Per School
1. Upload Roster into Parchment.
A 5 minute video covering uploading your roster and distributing Registration Codes, Registration Codes: How
To, is available from Parchment: http://exchange.parchment.com/toolkit/
a. Logonto your Parchment Exchange account
b. Click Import Student Records in Quick Links

parchment >

EXCHANGE

Welcome to Parchment Exchange

nding and receiving transcripts and cn

s and charts on ths page wil il with analysss of the dala you generate

Items Needing Attention Quick Links

“

c. Import Student Roster will be displayed. Use settings below.

W 2 6 8 ™ @
parchment AL
CCURCEE O 1mpont Student Records

Import Student Roster

The fotowng fe wded n your Student Roster fie

Description of File

- Dats File Xk the beowse bution 10 koc ate fie
File Type ® Comma De =
File Include Headers: & vy
Upload Mode: @ ® import Mode

i. Describe the file as desired

ii. Browse to select the CSV file created in Step 1b by Ad Hoc Reporting
iii. Map the fields (example only includes the 5 required fields)
File Column Header Prev Example Record Next Mapped Column (* indicates required mapping)
First Name Ruby * Student First Name =
Last Name Roads Student Last Name [+]
Date of Birth 10/10/2003 * Date of Birth [=]
SSID # 1051234567 Student [=]
Cohort Year 2014 =
Back Continue
iv. Check for errors
Import Student Roster
“®
Preview
Here & a preview af the Roster Studeres lo be treated ar updated for Ruster Neme "Testing 2014 Erora” Blue tria ngles W|“ d|sp|ay
Kewp  Swdent DatwofBirh Gander StudentD Registered Student  Grad Year Erros
Bk in fields with errors. The
i A dr + okt Do Dt e errors column will explain
i 1171985 1002 2014 the error-
ack Upload File Again

12
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If necessary, correct errors then export the correct file to upload again.
v. If no errors, Click Import Roster
vi. View Upload History will display when the upload is completed

View Upload History

Jiew the dedails for roster filas you've uploaded. Be sure to mvite sud =ing registration codes

Date Adimin Data Fils Impart Mode Status/Log Records

ke npor
vii. Click the invite students link, to distribute student registration codes (see step 1d).
viii. Repeat this process for each school

2. ltis highly recommended to include student email addresses in your upload so you can email out registration
links to your students. If you do not have email addresses stored in Infinite Campus, you could edit the
extracted file to add email addresses before uploading. Parchment is willing to help (see 2f).

3. Itis okay to Import Student Roster multiple times throughout the year to add new students. Once students
complete the registration process, the roster import process will not affect their accounts.

2d: Distribute Student Registration Codes

NOTE: Use of registration codes simplifies the matching process, simplifies student account setup, allows tracking of
registrations, and enhances reporting functionality at the school. Use of registration codes is recommended
but not required.

Registration Code Communication Best Practices
Week 1 - Send out registration code email/letter to all students
Weeks 2, 3, and 4 - Send out registration code email/letters to seniors who have not registered
1 Week Before Major College Application Deadline - Send final registration code email/letters to all seniors
who have not registered

1. Pressthe Send button, then pick Invite Students or press the link on the upload history screen.

Student registration:

Registration status by class

Percent registered by class Registered Students Unregistered Students

Grad Year

Registration Code distribution

Send Registration Codes to unregistered students

Send Registration Codes by email to students who are not yet registered. Before sending you will be able to
I Email Hegistration Codes I c:oose \..;.‘hichnc\asses to send the Registration Codes to, and you will be able to customize the message in
the email itself.

Print Registration Codes for students who are not yet registered. Before printing you will be able to choose
I Print Hegistration Codes I \-.-hich cl.ass::s to print the Registration Codes for, and you will be able to customize the message in the
printout itself.

13



2. Email Registration Codes
a. If email addresses were provided in the roster, you can email out registration links.

b. Customize the email before sending
Email appearance Customize email

am In addition to sending transcripts, Parchment.com offers
a rc h m B n t‘ free features such as detalled college information and a
p community discussion area. You can choose whether or
net this is featured in the email you send to your
Dear Bradly Cooper students.

To make it easier for you to request franscripts, 2z Apple Tree High SChool has parnered with @ Explain these features
Parchiment 1o proside secure onling ranserpl ordenng available 2477 Crealing an account i5 free and Do not explain thase features
only tekes a few steps. Get started now!

Register Your Free Account >>

If you sign up theough ths ek, 2z Apphe Tree High SChool will automatically be added to your account Add a custom message:
I the abowe bk does not work, copy and paste the bk balow inlo wour Browsar

hitps:/www parchment comd'cireg foode=GTFTRMEZKT SAYBIWTHDWC B2

If you have any questions, feel free to contact us or visit

Sinceraly

Guidance Stafl al 2z Apple Tree High SChodl

This amall will be sent from

regletration_codes@parchmant.com | =

Automatic ally attempt up %0 4 emails for unraglstersd

studen
ErnaE these 6 students now

i. Select whether or not to explain the free features of Parchment
ii. Add acustom message if desired
iii. Change the sending email address to a school account if desired

iv. If you check the box to automatically send, student will receive a reminder every 3 days until
registered or four messages have been sent.

c. Pressthe Email these # students now button

d. Note: When students register, they will be able to set their preferred email account for future
communications.

14



3. Print Registration Codes

a. If you prefer paper or do not have email addresses, you can print letters containing instructions and

each student’s registration code.

b. Before pressing the Print Registration Codes button, you can click any column header to sort the list

and check or uncheck students to include.
Chack All | Unchack Al
Checked Class year First Last = Registration Code

El Saniar Bradly | Coopear GTFTKMEZKTSAYSZWI THOWC B2

£ Senor k@h"’ Hamks CVEIKMEDYETAPBEQRBQZF NN

c. Customize the letters before printing
Handout appearance

zz Apple Tree High SChool Bradly Cooper

Bradly Cesper,

To make it easier for you to request transcripts, 2z Apple Tree High SChool has
partnered with Parchment to provide secure online transcript ordering available
Z4/7. Creating an account is free and only takes a few steps. Get started now!

Go to: parchment.com/register

Registration Code for Bradly Cooper
GTFTK | MEZK7 | 5AY8Z | WXV7H | DWCB2

Even if you will not be sending transcripts this year, there are still many i:er'e[t%s
to creating a Parchment.com account now:

* See your chances of getting into colleges

* See profiles of students who previously applied to colleges you are
interested in

* Get discovered by the colleges that are interested in you

If you have any guestions, feel free to contact us or visit Parchment Support
{http://support. parchment.com).

Sincerely,

Guidance Staff at zz Apple Tree High 5Chool

Email Date last emailed Send attempts

Mzzappletreabast com o
Iomi@zzappietreetest com o
Customize handout

In addition to sending transcripts, Parchmant.com offars
free features such as detalled coliege information and a
community discussion area. You can choose whether or
not this featured In the emall you send to your sutenis.

@ Explain these featuras
De not explain these features

Add a custom message:

Print handouts for these & students now

i. Select whether or not to explain free features of Parchment

ii. Add acustom message if desired

d. Press the Print handouts for these # students now button

e. Distribute the letters to your students

2e: Promote to Students

Request my | "'

1. Add the Request My Transcript button to your high school websites in multiple places. SEEEI

N

3. Get the word out to everyone!
a. Update Registrar voicemail message
b. Publish in student flyers/newsletters
c. Announce at faculty/staff meetings
d. Use social media

4. Account Executive who can help you:
Mark Asma
Email: masma@parchment.com
Phone: 480-719-1646 ext. 1092

15

Display the Parchment poster in your Guidance offices. See Parchment Toolkit for resources.


http://parchment.com/toolkit
mailto:masma@parchment.com

2f: Parchment Support Options

1. For transcript document processing, order status, account settings/preferences, technical support, and How-to

guestions use Self-Help Portal or Phone Support
a. 24/7 Self-Help Support Portal (administrators and students)
i. Logonto your account at Exchange.Parchment.com

ii. Click Support

iii. Search for articles and download resources

iv.

Submit a ticket for support

[=) parchment

Leader in elranscript Exchange

Welcome Leah | Sign ow

Home SelfHelp My Support

Help Topics
Registration & Login
+ High School Transcripts
+ College Transcrigts
My Colliapes
Preferences
Profile
Paronts
Soecunty, Privacy & Policies
Troubleshooting
+: High School Administrators
+ ColegaiUniversity
Agrmngtrators

+ Internal Use Onty

Known Issues

Member Support

Type keyword(s) here

Advanced Search

Knowledge Base ,..& Downloads & Documentation

Click here to browse the '___[ Click here to access Downloads,

Knowledge Base for answers to ~ User Guides, Release Notes, and

your questions. Video Tutorials to help along the
way.

wssss Submit a Ticket

/" Click here to submit a support
request to our team.

Ordering Official Coliege Transcripts 12277

rdering Hi ool Tran: ts 7580
Track Your College Transcript 7180
Reguests
Where is My Electronic Transcript? 4870
Transcript Resond Policy 3334

How Do | Sign In to Member Support 3237
to Access My Support Tickets and other

Support Features?

Tha School I'm Applying to Never
Recelved my Electronic Transcript

399

to Account i
Why Is the Recipient Seeing » Blank PDF?
Alpha - Resefting Cancelled Orders
CR - Submitted Issue to Billin artment
Student Account Registration - College
Transcripts
Track Your High School T R

How to Send Transcripts to Parchmant
Exchange Using Mac OS5 X

b. Live Phone Support
i. 1-888-662-0874
ii. 9AM —6PM EDT

iii. Administrator Support Only, Please No Student Calls

2. For training school administrators on Parchment Exchange, marketing and communication to students, market

strategies, and all contractual questions contact Kentucky’s Account Executive.

a. Mark Asma

Email: masma@parchment.com

Phone: 480-719-1646 ext. 1092
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Step 5: Handling a transcript request

You've set everything up. Let’s start approving and releasing transcripts.

A 5 minute video on Processing & Reporting is available from Parchment: http://exchange.parchment.com/toolkit/

Keep in mind that the video is not specifically for the Kentucky process. We do not use the Docufide printer client to
release transcripts (see step 5b).

5a. Parchment Process

1. Look for pending requests in Parchment.
a. Logonto your Parchment Exchange account
b. Under Quick Links, check the Approve Transcript Requests (#) link. If
you have pending requests, the number will display in parentheses at the

end of the link. Clicking the link will take you to your To Do List.
2. Fromyour To Do List

Quick Links

_»

parchment =LA B ol

o
EXCHANMGE
To Do Lisd (3)

Approve Transcript Requests

a. Your requests are organized under 5 tabs: Current Requests, Next Grading Period Requests,
Requests On Hold, Batch Requests, and All Requests.

b. You may click on the student’s name to drill down to more detailed information.
c. Actions — click the radial button for the appropriate action
i. Approve
1. After marking requests as approved, press the Submit button.
2. Process Transcript Requests will open (see step 3).

ii. Hold —a request can hold for up to 30 days. The request will be cancelled automatically after
30 days unless some Action has been taken.
1. Student Hold
2. Hold for Grades (next grading period)

moves to the Next Grading Period Requests tab
3. Other

a. Use the textbox to explain
i. Why the request is on hold
ii. Steps the student needs to take to get the request off of hold
b. The student will receive an email containing the information from the textbox.
iii. Prepare Locally — use when the transcript cannot be sent electronically and will be printed and
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mailed at the school

3. Process Transcript Requests.
a. To print a checklist, click the Print List button

b. Go to Infinite Campus to release the transcripts (see step 4b). We are not using the Docufide printer

process described in the training video.

5b. Release Transcripts from Infinite Campus

Path: Transcripts > eTranscripts

Index | Search | Help

[#] System Administrator
= #) Student information
®ES4 Instruction

eTranscript Student Search

Please enter search criteria to find and display students
with eTranscript records. The search results will onty
include students enrclied in the school selected from the

@, Census School dropdown list in the Campus toolbar who have
= 3 Benavior eTranscript records that meet the search criteria
HG Health

# 1% Attendance

+ Scheduling Student Information

M Fees Student Number
#I[F Grading & Standards
M ] Medicaid Last Name
1 (3] Programs First Name
lid Ad Hoc Reporting
Bl ] Transenprs 5N
[ eTranscript Grade
3 easte =
= e
® ] Assessment Birth Dats
= 5 system Administration Gender B
#[C] FRAM .
1] Messenger atel
] Surveys Ferson D

(2] K State Reporting
M (] Data Integrity Tools
[F Account Settings

[ AccessLog
@ Campus Community Status =]
(2 Log ot Incuge Archived Records ]

Request Information

1. Click Search.
a. Display shows all prior requests. If the Download File column is populated, the file has been released.

Requests |
[] New Requests 3 Delete () Hold & Remove Hold [2 Manual Release B2, Electronic Release [ Archive 5] Downioad Batthle

well ag archive released records.

The eTranscript Requests tool is used to process student eTranscript Requests. Processes inciude the ability to add, release, and remove requestsy

\ Student & Grade Student Number Request Date | Reguested By Origin Status Status Date Status By | Download File
[ 12 = 0911012013 Adkins, Sharon Staff Hepasor DIWZNG  Adking, Sharon — %
Electronic =
[ 12 —_— 1011512013 Krisher, Leah Staff hekast 101152013 Krisher, Leah e —
Electronic
[ — 12 — 101472013 Adkins, Sharon Staff Released 101472013 Adkins, Sharon —_— —=
Electronic
[ 12 —— 0910/2013 Adkins, Sharon Staff g 08/10/2013 Adkins, Sharon S
Electronic
o — 12 ——y 091712013 Krisher, Leah Staff Bepeo 09172013 Krisher, Leah e
Electronic
] — 12 — 0911012013 Adkins, Sharon  Staff hekastd: DIINZN3 Agkins, Sharon —
Electronic
[ -1z — 0972312012 Adkins, Sharon __ Staff Repssod DHZZNI  Adkins, Sharon — 3 b

b. If the student’s file has not been released, click New Requests.
i. Select student(s) from All Students listing on left.
ii. Press the right arrow key to move the names to Selected Students.
iii. Pressthe Save Requests button.
iv. The student(s) name now shows in eTranscripts Requests listing on the Requests tab.
Note: The listing is sorted by First Name.
c. Mark the checkbox in front of student(s) names to be released.
d. Pressthe Electronic Release button at the top of the Requests tab.
2. ONLY RELEASE TRANSCRIPTS THAT HAVE BEEN REQUESTED IN PARCHMENT. They will be rejected otherwise.
3. You can archive released files to increase workspace.
i. Select the requests to archive by marking the checkboxes.
ii. Pressthe Archive button.
iii. To view Archived requests, mark the Include Archived Records checkbox before pressing Search.

18



5c. Student/Institution receive transcript
1. Student will be notified by email that the transcript has been sent. The student may view the transcript that
was sent by logging into Parchment.
2. Institutions that receive electronic transcripts are notified.
3. For you to see the transcript
a. Goto the reports tab in Parchment

parchment’

EXCHANGE

sl Regquasts (0) I Studants Wab Uiplaad m

Documents Sent

150 Fry COMDEENON O the Nekls Beow B0 S0arch ol @ parleulae shodend Gocument iype, Of

“, AN Of godamants
To recpss] AR ES5H for & SN EPeek Bl Uiew orly SIETIS T8 BT BANSE I sl @ B A S} PR e o
Shuden! Firsl Kame Dt Requesied J B :
Studen! Last Mame Dt Approed bt [ =
e Dot Dedrverea 3w |
ins o e 18IS X
iags Of = Do T Type L
Ysy OOl SI0ETHE T DS B Dl neCpad-S1S Willoul ASScc i) #5505 PRuersss
e an Feah
L5 vy LETH i SR S rHleiia § CCRLTE Padecin) | ol ihe Tesuls
CHD Hudent e Clazy O Dats Racaiver
Docunant Tips Doscumaen Date Approves Documant Staius
Indormnaticn Rarguesteo Diatw
Daliversd

b. Search by student

c. Once the report populates the DID # will be a link for 90 days after sending the transcript
d. Click on the DID link, an image of the transcript that was sent through will open
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