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Transcripts are considered official documents and are typically issued directly by the academic institution or its 
authorized representatives. They often bear the institution’s imprint and are enclosed in sealed envelopes to 

maintain their integrity and authenticity. In some cases, electronic transcripts may also be available, which are sent 
securely via email or through an online portal. 

Transcripts may take anywhere from 24-48 hours to be sent. Please contact Mrs. Kyte about the request before 
requesting. 

Þ For Current Seniors Applying to Colleges / Universities, Select Common App 
- This option should lead you to Common App Process. Please speak to Mrs. Kyte for assistance. 

Þ If you are applying to any other Colleges / Universities that don’t use Common App, Select Parchment 
Transcript. 

Below are the steps how everyone at Pensacola Catholic High School may request transcripts. 

Þ Go to pensacolachs.org/transcripts 
Screen should show as below  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
Click the “Transcript” button to be 
re-directed to the Parchment site.  
 

  

http://pensacolachs.org/


 Senior Parchment Transcript Request Instructions 
 

Step 1 

 

Þ Once brought here, enter your email address. If you have an 
account please simply log in to Parchment 
  

 

 

OR 

 

 

 

  

Þ If you don’t have an account please create one. 
Enter all required fields. 

 

Step 2 
Þ Answer these questions. If your name does not 

automatically populate in the 4th section, select 
“Other name variation or maiden name” 
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Step 3 
Þ Select 

        Transcripts 

Step 4 
Þ Here, you select the 

College/University you 
desire the transcript to go 
to. If you desire a copy, 
please select to send to a 
specific email. Or please 
contact Mrs. Kyte for 
further instruction. 

 

** Please be aware transcripts being 
sent to ACC/personal email will be 
unofficial transcripts.  
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Step 5 
Þ Confirm the order 

Details. 
 
Sign electronically 
at the bottom of  
the page. 
 
Check the consent 
box and hit continue. 
 
Confirm the order 
on the next page. 
 
 

         

Step 6 
Þ Complete the payment 

section and hit “Submit 
Payment” 

 

 

 

 

 

 

 

 

 

 

 


