
 

1. Click the “Order Transcript” button under the Order & Status dropdown at 
www.parchment.com. 

 

2. Enter HPU in the search and select Hawaii Pacific University. 

http://www.parchment.com/


 

3. Make sure “ordering your own credentials or academic records is selected”. 
Then enter your e-mail address. Please do not use your HPU e-mail address. 

 



 

4. Enter your information in the fields provided.  

  



 

5. Verify your account using the e-mailed link or code. 

 

6. Enter in your enrollment information. Your student ID number is not required. Please 
note that if you were enrolled under another name, please be sure to select “Other 
name variation or maiden name”. 



 

7. After your account has been created, click the “Order” button. 

 

8. When asked to set the delivery destination, you can use the search or select “I’m 
sending to myself or another individual”. If your destination does not appear when 
using the search, you need to select “I’m sending to myself or another individual”. 



 

9. If you select “I am sending this order to myself”, the order will set your information 
from your Parchment account as the recipient. If you select “I am sending this order 
to another individual”, you will be taken to a screen to enter your recipient’s 
information. 

 

10. If you selected “I am sending this order to another individual”, you will be taken to 
this screen where you can select the type of transcript and enter in the recipient’s 
information. If you selected “I am sending to myself”, you can select what type of 
transcript and the delivery information should auto-fill.  



 

11. Select your Purpose. For “When do you want this sent?”, please select one of the 
three options. “Send Now” processes the order immediately. “Hold for Grades” will 
put your order on hold until final grades for the current term are released. “Hold for 
Degree” will put your order on hold until your degree has been awarded for the 
current term. You can add attachments to be included with your transcript. Sign 
with either your mouse or finger to provide consent to disclose your credentials.  



 

12. You will be given a summary of your order. On the following screens (not shown), you 
will need to validate your billing information and provide payment.  

 

13. You can view the status of your orders by going to the orders button located at the 
top right of your dashboard. 


