How to Order an Official Transcript through Tacoma Community College

1. Open Tacomacc.edu and select Costs & Admission on the top of the screen.

ACADEMICS & PROGRAMS  COSTS & ADMISSION TCCLIFE ABOUT CURRENT STUDENTS MORE ~ HOW CAN WE HELP YOU? @

N\

2. Then select Request Transcripts. This will open the Transcript Request Page. The top half of the page
specifically references Official Transcripts.

Transcript Request

A transcript is an academic record of student grades and achievements at Tacoma Community College. All
classes taken at TCC will appear on the transcript. Tacoma Community College has partnered with Parchment to
process electronic or printed orders for official transcripts. Current students, former students and alumni are able
to place an official transcript order any time.

Official Transcripts

Electronic and printed official transcript are $11.00 per transcript

Processing time is usually five business days

When ordering online, you can also upload additional forms that need to be included with your transcript.

Keep in mind Parchment accounts are not connected to your ctcLink login. Therefore, the majority of students will need to create an account.
By selecting New Learner Account and entering your personal information to Sign Up.

You do not need your Student ID Number to place a Transcript order. If you do not know your id number feel free to enter 11111111, we will
locate your record based on other personal information

Please keep in mind that official transcript request cannot be accepted by phone or email. Official transcripts can
also not be delivered by fax.

Order Online In person By Mail
Official transcripts can be ordered Transcripts can be ordered at the Cashier's Send your signed Transcript Request form
through Parchment. Parchment will accept Office in Building 14 by submitting the with payment (check or money order) to
electronic or printed transcript orders. New Transcript Request form. The Cashiers office  Tacoma Community College
users need to create an account prior to can only accept cash, check, money order, or ATTN: Cashier's Office (Bldg 14)
making a request. cashier's check for transcript 6501 S. 19th Street
payment, picture ID is required Tacoma, WA 98466
PARCHMENT ‘

‘ TRANSCRIPT REQUEST FORM (PDF) | TRANSCRIPT REQUEST FORM (PDF)

*Program Plan GPA is not on an unofficial or official transcript, the only way te calculate a GPA for a specific program is by hand calculation using the
catalog to select the coursework to combine for the GPA calculation.
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Order Online, In Person, Or By Mail is referring to the way in which you prefer to order your transcript,
not the way it is received. For example, if you want to order online but have the transcript mailed to you
or another school you can do so. Please be aware that the processing time for transcripts to be ready for
pick up or sent out is 5 business days.

Order Online: (Payment by Credit/Debit Card)

If you order online you will be taken to a website called Parchment. Please input a current email as a
confirmation code will be sent there to proceed. Please fill out all pages that follow this request. If you do
not recall your Student ID number you can put in a series of 1’s (111111111). This will let our staff know
that we will be searching under your other biographical information.

You will also be given the option to select if you wish to pick up your transcript from TCC, send to an

address, or if another institution also uses Parchment.com, an electronic copy can be sent.
Order Online

Official transcripts can be ordered

through Parchment. Parchment will accept
electronic or printed transcript orders. New
users need to create an account prior to
making a request.

PARCHMENT

A. (Step by Step Parchment Instructions. If you are using another ordering method skip to step 5).

Once you have opened Parchment make sure Ordering your own credentials or Academic Records is selected
with the green check mark. Then if it is your first time logging in, type in an email that you can receive a
confirmation code and shipping updates at and select Continue.

Tacoma Community College

EB5H S 19th St Tacoma, Wi, SB466-6100, US

credentials Ordering on behalf of
or academic records someone else

A MESS5AGE FROM TACOMA COMMUNMNITY COLLEGE

Students can order transcripts or replacement diplomias through this service.

Transcripts are £11 per transcript. Replacement Diplomas are 10 per diploma. If a student has earned
egrees and/or certificates, student is required to submit 3 reguest for each degres or

Parchmen

Junts are not connected to your ctcLink kogin. Therefore, the majority of students wi
need to create 3 Farchment Learner account.

The average processing time is currently 5 business days for tranzcripts and 14 business days for
diplomas. Transcript reguests that are put on hold will be cancelled after 20 days if they have not bean
rezolved.

Unofficial transcripts can be accessed for free. Please visit https:/ftacomacc.edufenrollmentservices and

search for transcripts for information on acc g unofficial transcripts.

If you are ordering your GED transcript. pl

fged com/life_after_ged/’

START HERE - ENTER YOUR EMAIL ADDRESS

Continue




B. The next page will ask you to confirm your personal information that our office will use to locate
your records. Please fill out every field with an asterisk (*) then select Create Account and Continue.

C. This will then ask you to retrieve your Confirmation Code sent to the email that you listed on the

first page. Please input the code and then select Submit.
Account Confirmation Cancel X

To create your account, we need to confirm a

valid email address

o
=

We just sent you a confirmation email.

Tao gain access to your account, please check desiraeandnathanwedding@outlook.com and enter the
provided registration code below.

- =3

Please check your spam folder if you don't see the email. Having trouble?
Re-send My Verification Email | Start Over | Parchment Support

% All items marked with a red asterisk are required.
D. The next page will ask for additional information from your time of attendance. If you don’t recall
your student ID you can put in a series of 1’s, and if you don’t recall your years of attendance please
put in your best ballpark guess. (please put the year layout in four digits, for example 2020). Then
select continue. (The first year may show as wrong until you input the second year.) Once you have
filled out this information check the box that you have finished creating your account and select Continue.

l Tacoma Community College
wauld like you to provide the following information:

*  Areyou currently enrolled?

@ No. not currently attending -

*  What was your first year of attendance? * Year you graduated or left
@ 2020 | @ 2022

Your Student ID Number Your last 4 55M

9 — | © -

*  Please verify your name while attending

@ Test Tes:

Other name variation or maiden name

DFinish creating my Parchment account withowt placing an order right now.

CONTINUE
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E. Select Order next to Transcript.

Available Credentials CANCEL X

The following credentials are available from Tacoma Community
College. Start your order by selecting a credential listed below (you can

add mare later)

DIPLOMA Replacement Diploma

A Diplomna is a certificate awarded by an Order
educational institution to show that someone has

successfully completed a course of study.

TRANSCRIFT Transcript

An academic transcript is a inventory of courses Order
that a learner has taken and the grades that they |

earned in those courses during the academic year.

F. If you are sending your transcripts to another school you can type in their name on the search line
for this page. If they show up as a listed option this means that the school has already determined
how they prefer to receive transcripts through Parchment. Select the school you want to send your
transcripts to and this will take you automatically to the next step. If your school doesn’t show up or
you want to choose how your transcripts are sent select I'm sending to myself or another individual
underneath the search box.

¢ BACK Set Delivery Destination CANCEL x

Your order will be sent from Tacoma Community College to the individual
and/or organization at the destination below.

Students can order transcripts or replacement diplomas through this service, A transcript is an
academic record of a student's coursework including grades and any credentials (degree, diplomas, or
certificates) awarded at Tacoma Community College. A diploma is a certificate presented to a student by
TCC for successfully completing a degree, diploma, or certificate. If transferring to a different institution,
maost reguire an official transcript not diploma.

Unofficial transcripts can be accessed for free. Please visit httpsi/tacomacc.edusenrollmentservices and
search for transcripts for information on accessing unofficial transcripts.

The average processing time is currently 5 business days for transcripts and 14 business days for
diplomas. Transcript requests that are put on hold will be cancelled after 90 days if they have not been
resolved.

If you are ordering your GED transcript. please visit https://ged.com/life_after_ged/

If you have questions regarding your order, please email enrolimentservices@tacomacc.edu

Pierce College

Q | where would you like to send the credential? m

OR

I & I'msending to myself ar another individua OI
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G. If you select I'm sending to myself or another individual you can then select Electronic,
Print & Mailed, or Local Pickup at the top of the page, then put in the corresponding delivery

information.

< BACK Set Delivery Destination

Your order will be sent from Tacoma Community College to the individual and/or organization at the
destination below. Select a delivery method for your order

s

E)

4

Local Pickup

n-Person Pickup

RECIPIENT INFORMATION

Continue

+ Back to search
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H. Next, confirm that your order location and method is correct. You can choose if you want the
transcripts sent as we receive the order, or if you would like us to wait until your degree is posted.
Additionally, please sign and check the consent box for us to release your records, and select Continue.

Transcript
TRANSCRIPT

& For:

FROM & Delivery Method: Electronic

Tacoma Community College

Tacoms, WA Credential Fee 510.00

T0
g S
- Item Total $10.00

* When do you want this sent?

|o Send Now -

[™ Would you like to add an attachment file? (optional) @

Please review the information below pertaining to the typ
to complete this order.

nsent that is required

Sign here with mouse or finger

X

Type full name a5 signed above

+  lconsentto the disclosure of the credentials and any provided
attachments to the delivery recipient, each as I've selected above, and for

the purpose identified by me above.

I. Lastly you will put in your payment information on this screen and select Submit
Payment. (If you have any trouble with the steps of on this site please utilize the support
tabs in blue at the bottom of the page).

Payment Information

er first and last name as it

I [:] |:\rst Name @ Last Name
% Credit Card Number
* Vionth hd + Exp Year v * CW

Order Total: $10.00

$10.00 will be charged to this card.

visa @2 oscevm

* Phone

Billing Address

l @ united States of America b

I @ Address1

|o City Iﬂ State/Province = Io Postal Code

*  All iterns marked with a red asterisk are required to submit this form.
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5. Order In Person: (Payment by cash, check, money order, or cashier's check for transcript payment, picture ID is required.
If you order in person you can print out the Transcript Request Form
https://www.tacomacc.edu/ attachments/academics-
programs/enrollmentservices/academicforms/transcript_request form.pdf and fill out at home to bring
in person, or you can come in person to the Cashier’s office in Bldg. 14 to get a copy of the form there. On
this form you may also select Send to an email, mail to an address, or pick up in person/authorize
someone else to pick up for you.  |nperson

Transcripts can be ordered at the Cashier's
QOffice in Building 14 by submitting the
Transcript Request form. The Cashiers office
can only accept cash, check, money order, or
cashier's check for transcript

payment, picture 1D is required.

TRANSCRIPT REQUEST FORM (PDF)

6. Order By Mail: (Payment by check or money order)

If you order by mail you will want to print then fill out the Transcript Request Form
https://www.tacomacc.edu/ attachments/academics-
programs/enrollmentservices/academicforms/transcript request form.pdf.The same
delivery/pickup options can be made. Then you will want to mail to:

Attn: Student Financial Services Tacoma Community College

6501 South 19*" St

Tacoma, WA, 98466

*Please be aware that mailing may take a little longer than 5 business days due to the postal delivery time.

7. If you have any additional questions please contact Enrollmentservices@tacomacc.edu
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https://www.tacomacc.edu/_attachments/academics-programs/enrollmentservices/academicforms/transcript_request_form.pdf
https://www.tacomacc.edu/_attachments/academics-programs/enrollmentservices/academicforms/transcript_request_form.pdf
https://www.tacomacc.edu/_attachments/academics-programs/enrollmentservices/academicforms/transcript_request_form.pdf
https://www.tacomacc.edu/_attachments/academics-programs/enrollmentservices/academicforms/transcript_request_form.pdf
mailto:Enrollmentservices@tacomacc.edu

TACOMA

coiec:  Iranscript Request Form 2

Rac'd Semt

ORDER ONLINE.

LB you can request transcrgis © Student Information (Please print clearly, do not use erasable ink)

IN PERSON. Payment = made at the
Cashier's Office in Bidg. 14

BY MAIL. Send your signed reguast with
payment jcheck or moneay oeder) 1o:

Cashier, Bidg 14

Tacoma Comevenity College SID
6501 S. 19th St

Tacoma, WA S8466

Please Note ...
* Your mguest will be processed by TCC
n approcmaisly fve business days
* ‘We do not accept email or telephone reguests
* Trarsoripts are never sent by FAX
* For spress mail requests, please provide
precay epress envelome
® Student or designated cepresentative
must show picture B to pack up trenscnpt

0 persm e O[dgfing Information

o Dutstandng debts to TOU must be zaid

before tramaipt requests ane processed Number of Officual
¢ Students can print ynofiicial transcripts Transarpts Ordend?

FREE from the STUDENT CENTER porta
* Trarsoripts for pick vp will be destroyed
after 30 business days

Wait to send umtil posted  Duarte Yo
O  Endof Quarter Grade

OOST: §11.00 pee Offcal Transcript

Unoffical trensoripts can Beprinted FREE from = 0 Yes =
s/ fwvew tacomace ody/ Send my ranscript 0O \,.:-
{orms/mryeservices aspc. You can aleo request your Complete Step No 4 [ Coshoate
wnotfical trarsaript fom the Enroliment Services
offce, Bidy 7 Iwll pack w0 O Yes
My ranscrpt ONe O Grade Cunge
Al Enroliment Services (Biig, 7). 1D required. O Othe
Third Party Requestor Designated parson 0 Yes
will pick up my O Ne
Signed Student Rsfeame anscree

fAw e~ 0 ar oyt
on file or attached ;
) Name of person desgrated

Student’s Sigratumne

© Send my transcript {indude complete mailieg address)

No. of

u copes

Divuoyiuses



