
 
STUDENT 
Request Official Transcript 
 
Students with access to MyPSC 
Current students, recent graduates, and employees with access to MyPSC can request transcripts through the 
Parchment app. Visit our website for more information about requesting transcripts, diplomas, or digital 
badges/certificates: https://www.pensacolastate.edu/transcripts/.   
 

1. Open the Parchment app from your MyPSC apps.  

 

 

 

 

2. Agree to the Terms and Privacy to use Parchment services or if you already created your account go to step 6. 
Click Next. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

https://www.pensacolastate.edu/transcripts/


 
3. Confirm your email address to set up your account in Parchment. Once you create a Learner Account, you can 

always access Parchment, even if you lose access to MyPSC. If you want to use your email instead of your PSC 
email, you will need to verify your email address by inputting the verification code emailed to you. Click 
Continue. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Fill in or verify all contact information and create a password for your Parchment account. 

 

 

 

 

 

 

 

 

 

 



 

5. Enter your Enrollment Information, including other name variations or maiden name. Click the Continue button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pirate Graduate 

Pirate Graduate 



 

6. Choose the type of credential you would like to order: 
 

• Transcript for Electronic and Mail Delivery: Including an inventory of courses taken and grades 
earned during an academic year delivered electronically or physically. 

• Transcript for Local Pick-Up: Including an inventory of courses taken and grades earned during an 
academic year delivered that requires pick-up. 

• Replacement Diploma: A Diploma is a certificate awarded by an educational institution to show that 
someone has successfully completed a course of study. 

 

 

 

 

 

 

 

 

 

 

 

 

7. Set the Delivery Destination or where you would like your transcript sent. Use the search box to pull up 
institutions in the Parchment database or click the blue link I’m sending to myself or another individual.  

• If you select an institution with a verified delivery destination, you will be directed to step 7 to 
confirm the order details. 

• If you select an institution without a verified delivery destination, Parchment will request the details 
as shown in step 6. 

 

 

 

 

 

 

 

 

 



8. Choose Electronic or Print & Mailed. Fill in the recipient information or confirm your information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

9. Enter payment details. 
10. Confirm the details by reviewing the mailing address or email address, delivery method, and fee(s). Choose a 

purpose from the dropdown menu and select when you want it sent, such as hold when degree or grades have 
been posted. Provide any attachments necessary, your signature, check the certification box and click Continue. 
 
Notes: If requesting delivery via FedEx, there are additional fees. With processing time, FedEx delivery can take 
1-3 days.  

 

 

 

 

 

 

 

 



11. Verify your order Summary and click Complete Order. An Order Confirmation screen will appear, and you can 
place another order, continue to your account or log out. If you need to start over at any point in the process, 
click CANCEL. 

 
Notes: Pensacola State’s records department will then process your request. For students that attended before 
1979, requests will take longer processing times to retrieve from microfiche or reel-to-reel. 

 

 

 

 



Alumni Without Access to MyPSC 
Visit our website for more information about requesting transcripts, diplomas, or digital badges/certificates: 
https://www.pensacolastate.edu/transcripts/. 
 

1. From the PSC Parchment site, type in your email address. If you have used Parchment services before, input 
your password next. Log in and skip to step 5. If this is your first-time using Parchment, create your Learner 
Account with your Personal Information, Contact Information, and a password (as shown on the next page). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.pensacolastate.edu/transcripts/
https://www.parchment.com/u/registration/34571/institution


 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2. Parchment will verify your email address. Follow the instructions to complete the verification. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Agree to the Terms and Privacy to use Parchment services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
4.  Verify and input your Enrollment Information. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



5. Select the credential(s) you want by clicking Order.  
 

• Transcript for Electronic and Mail Delivery: Including an inventory of courses taken and grades 
earned during an academic year delivered electronically or physically. 

• Transcript for Local Pick-Up: Including an inventory of courses taken and grades earned during an 
academic year delivered that requires pick-up. 

• Replacement Diploma: A Diploma is a certificate awarded by an educational institution to show that 
someone has successfully completed a course of study. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



6. Set the Delivery Destination or where you would like your transcript sent. Use the search box to pull up 
institutions in the Parchment database or click the blue link I’m sending to myself or another individual.  

• If you select an institution with a verified delivery destination, you will be directed to step 7 to 
confirm the order details. 

• If you select an institution without a verified delivery destination, Parchment will request the details 
as shown in step 8. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

7. Choose Electronic or Print & Mailed. Fill in the recipient information or confirm your information. Click Continue. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



8. Confirm the pickup details for Local Pickup. Click Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. Enter payment details. 
10. Confirm the details by reviewing the mailing address or email address, delivery method, and fee(s). Choose a 

purpose from the dropdown menu and select when you want it sent. Provide any attachments necessary, your 
signature, check the certification box and click Continue. 
  
Note: If requesting delivery via FedEx, there are additional fees. With processing time, FedEx delivery can take 1-
3 days. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Verify your order Summary and click Complete Order. An Order Confirmation screen will appear, and you can 
place another order, continue to your account or log out. If you need to start over at any point in the process, 
click CANCEL.  
 

Notes: Pensacola State’s records department will then process your request. For students that attended before 
1979, requests will take longer processing times to retrieve from microfiche or reel-to-reel. 


