
   

 

 

   
Last edit date: 11/5/2024 

This document provides instructions for current and former students to order an official transcript or a 

replacement diploma. Current classes that are in-progress and not yet graded will not show on transcript. If a 

term has recently ended, wait until grades are posted to order a transcript. 

 

NOTE: Some holds prevent students from accessing transcripts or initiating a replacement diploma. View the 

“Holds” card on your RamPortal home page for Hold information. 
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NAVIGATION – Former Students (No longer taking courses or have graduated.) 

• Log in to “Parchment” to create an account.  

• All students who are no longer active (haven't completed a course in a semester or more or have 

graduated) MUST order via our partner service, Parchment. 

• First time Parchment users, continue to the “Set Up An Account” section. Those with an account set 

up, continue to the “Order Your Transcript”  or “Order A Replacement Diploma” section below.  

 

NAVIGATION – Current Students (Taking courses or have recently taken courses.) 

• Log into RamPortal – ramportal.wcupa.edu 

• The RamPortal Home Page Navigation.docx provides basic navigation instructions. 

• Locate the “Official Transcripts” card which should be locked on your RamPortal home page. 

• Click “Order Official Transcripts”. 

• This link will open the Parchment storefront in a new browser tab. 

https://www.wcupa.edu/academicEnterpriseSystems/student-system-modernization/documents/Manage%20Holds%20and%20Tasks%20in%20RamPortal%20Student.pdf
https://www.parchment.com/u/registration/1910727/institution
http://ramportal.wcupa.edu/
https://wcupa.sharepoint.com/:w:/s/AA/ES/ProcDocs/Ec0b5W-WEeVPk6GR8LvNbWEBKtXrFQYC3i9SRDMAjv2chA?e=F2FIP1


   

 

 

 

 

• Note: Students with certain holds on their account will be able to order a transcript, but it will not be 

processed until the record is reviewed by the appropriate office. You will see if an order is on hold 

within your Parchment account. 

• From RamPortal, the student will be redirected to the Parchment website. 

 

• First time Parchment users, continue to the “Set Up An Account” section below. Those with an account 

set up, continue to the “Order Your Transcript”  or “Order A Replacement Diploma” section below. 

 

SET UP AN ACCOUNT 
 

• The first time ordering a transcript or replacement diploma from Parchment, the student must set up 

an account. The student will be asked to verify information that is needed to validate identity. 

• The student will be asked to enter an email that will be used for the account. It is best to use a 

personal email that would still be active long after the student has finished their school career or 

changes schools. 



   

 

 

 

 

• Enter your personal identifying information for verification. 



   

 

 

 

 

• Once the identifying information has been entered, click the “Create Account & Continue” button. 



   

 

 

 

 

• A confirmation email will be sent so that Parchment can confirm your identity. 



   

 

 

 

• Add West Chester University to your profile. Regardless of your program, undergraduate, graduate, or 

both, West Chester University records will come from West Chester University – Registrar’s Office so 

either option is fine below. 

 



   

 

 

• Add West Chester University to your profile. Regardless of your program, undergraduate, graduate, or 

both, West Chester University records will come from West Chester University – Registrar’s Office so 

either option is fine below. 

 



   

 

 

 

 

 

• Once Parchment has verified your identity, they must verify that West Chester University has a record 

of you attending, so during this process, it is important to think of how West Chester University knows 

you. If you had a different name while attending, there will be a chance to enter here. 



   

 

 

 

• You have the option to stop here and just have your account set up for future orders. By checking the 

box, you can return later and order transcripts or a replacement diploma. 

 

• If you had a different name while attending, there will be a chance to enter here. 

 



   

 

 

• Once Parchment has all the information necessary to retrieve your records, click on the item that you 

are seeking. 

• Continue below to order your transcript or hop to the Order A Replacement Diploma instructions.  

 

 

ORDER YOUR TRANSCRIPT 

• Click the green “order” button next to Transcript.  



   

 

 

 

• You must let Parchment know where to send the item and it is best to be specific by asking to send 

directly rather than search Parchment’s address book. WCU does not access, edit, or oversee the 

Parchment address book.  



   

 

 

 

• If you are sending your transcript to an address that is not your own, click on “I am sending this order 

to another individual” even if it is a general department address. 

 



   

 

 

• Enter the address of the recipient of your transcript or replacement diploma. Accuracy is of the utmost 

importance for delivery. You must enter it exactly twice, however, make sure it is the destination that 

you want. 

• The default for transcripts is electronic. If you or your recipient are unable to receive the electronic 

version, then make sure to click on the Print & Mailed button to provide a postal address. 

 

• Click Continue to verify your order. 

• Verify your order and check all the details of where the transcript is coming from and where it is going. 

• If a document must be sent with the transcript, it can be uploaded here as an attachment. Click from 

the “Purpose” dropdown, make your selection, then click “Add Attachment” and choose a file type.  



   

 

 

 

• Sign your order in the box provided, type your full name and click the consent box below the name 

fields.  

 

• Click on continue to pay for the order. 



   

 

 

 

• Next, set up your payment. Review the information on the “Order Summary” and click “Continue” 

 

• Almost done! 



   

 

 

 

• Confirmation of your order will come to the email in your Parchment Profile. 



   

 

 

 

• If you order an Electronic Transcript, you will receive a message when the transcript is received and 

viewed. 



   

 

 

 

ORDER A REPLACEMENT DIPLOMA 

• Students with no conferred degree on file will have their orders cancelled. Please validate your degree 

information in your RamPortal before proceeding!  

• To validate your degree information: 

• Locate the Academic History card on your RamPortal home page. 

• Click “View Unofficial Transcript”. 

 



   

 

 

• Choose the Transcript Level and Transcript Type (Unofficial Web Transcript) from the drop-down menus. 

Dual degree students – be sure to confirm all degrees being awarded. 

 

• Locate the “Degree Awarded” tab on the top of the page, then the “Degree Awarded” section below to 

confirm that the degree being sought was awarded. 

 

• For Dual degree students to search for additional degree, click the Transcript Level menu and choose 

the additional programs.  



   

 

 

• Once all degrees have been confirmed, return to the RamPortal home page by clicking the Home | 

RamPortal on the top left corner of the page. 

 

• Locate the “Official Transcripts” card which should be locked on your RamPortal home page. 

• Click “Order Official Transcripts” (although you will be ordering a replacement diploma).  

 

• Click the green “order” button next to Replacement Diploma. 

.  

• You must let Parchment know where to send the replacement diploma and it is best to be specific by 

manually filling in an address rather than searching Parchment’s address book. 

• Important note: Graduate schools and employers need to validate your degree by your official 

transcript. Paper diplomas are not considered official documentation. 



   

 

 

 

• If you are sending your replacement diploma to an address that is not your own, click on “I am sending 

this order to another individual” even if it is a general department address. 

 



   

 

 

• Enter the address of the recipient of your replacement diploma. Accuracy is of the utmost importance 

for delivery.  

• Phone numbers are required for international orders! 

 

• Confirm the address in the “To” field (blacked out below). 

• Choose the Degree Type, enter your Major and Graduation Year. 

• If you have multiple degrees at different levels (undergraduate, certificate, masters, doctoral), you 

must submit a separate order for each requested replacement.  



   

 

 

 

• Next, scroll down to review the information and sign with mouse or finger.  

• Type your full name as it was signed, click the consent box and click “Continue”.  



   

 

 

 

• Review the order details and click “Continue” if accurate or click “< Back” in the upper left corner to 

revise your order information. 



   

 

 

 

• Finally, continue to the payment information page.  

• Enter your credit card information and phone number, then click “Submit Payment”.  

• Your card will not be charged until the order is processed. It can take up to two weeks to process. 

• It takes 6-8 weeks to receive your replacement diploma once processed. This cannot be expedited.  



   

 

 

 

 

• You should then receive confirmation that your order is complete! 
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