
Step 1:
transcripts.byu.edu
Students will start on our website, transcripts.byu.edu. Once there, students will click on the blue button to order a 
transcript.

http://transcripts.byu.edu


Step 2: Sign In



Step 3: 
Review Record & Order
Once logged into CAS, students are directed to our splash page, where students are asked to review their record summary (RECSUM) to make sure all their grades are 
reflected and accurate. Then they can select “Order Now,” directing them to our third party ordering system, Parchment. 
If a student has an account hold, they will instead see a hold notification (middle picture), which would prevent them from ordering a transcript. If a student has an old 
record that hasn’t been digitized, they will see the notification on the right. Students also cannot proceed if they don’t have any grades on their record.



Step 4.1: 
Creating a New 
Learner Account

If a student is logging into the new Parchment system for 
the first time, they will need to create a new learner 
account. This is a one-time creation and students will not 
see it for future orders. Students will enter in an email 
address and click continue.



Step 4.2: 
Enter Student 
Information - Part 1

They will see this first page of the account creation to 
enter in some personal information, Name, Date of Birth, 
phone, address and will create a password. When all 
the fields have been filled and are green, the student 
will click create account & continue. 



Step 4.3: 
Enter Student 
Information – Part 2

The student will then enter in their attendance information and 
click continue when all fields have been filled. 



Step 5:
Ordering Screen
Once the learner’s account has been created, the student will be 
directed to the ordering screen of available transcript options. 
This is where students will be directed automatically if it’s not their 
first time logging in. All transcript types ordered online (except for 
eTranscripts) have a separate shipping fee. Instructions for 
notarized and apostille transcripts can be found in the descriptions.

Transcript Types
eTranscript = $6.00

Paper Transcript - Mailed = $7.00

Notary - Mailed = $12.00

Apostille - Mailed = $12.00

Mail Delivery Fees
Standard= $2.50

International= $5.40

FedEx Domestic= $32.00

FedEx International= $58.00



Step 6: 
Where to Send
After students select which type of 
transcript they’d like to order, they will 
enter a delivery destination. 

They can either search for an institution 
within the Parchment Network (using 
the search bar), or they can enter the 
address (email or mail) manually by 
selecting “I’m sending to myself or 
another individual.”

 “I’m sending to myself 
or another individual” for 
paper transcripts. Note 
the option to select 
expedited shipping at the 
bottom.



Step 7:
Review Order

Students will then see an “Item Details” page containing 
the product and pricing information for the transcript and 
destination they requested. If the student selected a 
transcript that requires shipping, the shipping cost will be 
included here.

Students can also upload an attachment to their transcript, 
if needed, on this page.



Step 8: 
Add More or
Go to Payment



Step 9:
Payment 
Information 
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