Guide to Setting up Parchment Account
1. Login to your school e-mail to find the e-mail from Paula
Gulbronson/Parchment. You will receive an email like the one shown in the image
below. Sometimes this can be found in your “Other” folder in your email account

Click either one of
these to complete
your parchment
account.

2. After you click on one of the links provided in the email sent to you, Parchment will
open up and bring you to a page as shown below. You will need to input information
for all sections in red.

Enter your
school email
For your password
enter your 8-digit
birthday

3. Scroll down and it will bring you to the next section which asks if you want to share
info. with colleges, select No for now as shown below. This can be updated later.

Select No
for now.
4. Scroll down to the FERPA section, mark that you do not waive your rights to access.

Select No
Do Not
waive rights

5. Scroll down to the next section, check all three boxes (parent permission, agree to
terms, etc.). Some may only have two boxes listed and that’s okay (check both).
After all boxes are checked, click on “Let’s Go!”

Check all
three
boxes

1
2
3

After all boxes are
checked, click here

6. You will be directed to your Dashboard but a box may pop up saying “Which
Colleges . . . ?” as shown below. Exit out of that box by clicking on the X in the top
right corner. This can be updated later.

Click on the
X to exit out

7. Now you are at your Dashboard. Please check to see that the Sierra High School
picture icon is there under your name and it says “Pending” under the icon. This is
where your transcript will show up after we approve them. If the icon is there, you
have been successful and are done. You can now go to Profile in the top right and
sign out.

