
Ordering Official Transcripts 
 

We have partnered with Parchment to provide online transcript ordering for electronic and paper 

transcripts. 

STEPS to Ordering Transcripts 

 

STEP 1: Login to UCI DCE web account 
Login to your UC Irvine DCE online account on the UCI DCE website: https://ce.uci.edu/courses/secure/login  

STEP 2: Select “Order Official Transcript” option 
Under your MY ACCOUNT, select “Order Official Transcript” option 

 

STEP 3: Access Parchment Account 
To access the Parchment website, you will be directed to the “Order Official Transcript” information page. 

Review the information page and if you have: 1) Verified your grades 2) Verified the Recipient, click on the 

“Next” button.  
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Once you click the next button, a pop-up screen will appear to notify that you will be leaving the UCI DCE 

website. Please click “Continue to Parchment”.  

 

 

 



For First Time Users: Creating a New User Account on Parchment 
 

 

 



 

 

 

 



STEP 4: Ordering a Transcript on Parchment 
Once you login to Parchment, you will see the option to order your Transcript. Select “Order”.  

 

Set Delivery Destination  
You can choose to send your official transcript to the following destinations: 

• School/University/CAS  

• Another Individual 

• To yourself 

You can choose to send the transcript electronically or by mail (at an additional cost). 

SENDING TO SCHOOL/UNIVERSITY/CAS 

To send directly to a school/university/CAS, in the search box, enter the name of the institution/CAS. If there are 

not search results for the institution, please double-check with the institution if they receive electronic 

transcripts through Parchment. All institutions that accept electronic transcripts through Parchment will be 

listed in the search results.  

 

 



SENDING TO ANOTHER INDIVIDUAL 

To send your transcript directly to another individual, you will need to have their name and email address ready. 

To order, click on the “I’m sending to myself or another individual”: 

STEP 1: 

 

 

STEP 2: 

 



SENDING TO YOURSELF 

You may send an electronic or mailed transcript to yourself. Please remember that if you send a transcript to 

yourself electronically, you cannot forward it as an official document.  
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