
ORDERING YOUR OFFICIAL TRANSCRIPTS 
We have partnered with Parchment to provide online transcript ordering for electronic and paper 
transcripts. 

STEPS TO ORDERING TRANSCRIPTS 
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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/login 

STEP 2: SELECT “TRANSCRIPT/GRADE CARD” OPTION 

Under your MY ACCOUNT, select the “Transcript/Grade Cards” option to review your unofficial 
transcript.  

 

Verify your final grade has been posted then select “Order Official Transcript”. 

 

https://ce.uci.edu/login


 

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, select the “Order 
Official Transcript” button.  

 

When the pop-up notification appears, simply select the “Continue to Parchment” button to proceed to the 
Parchment website.  

 

  



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 no 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, select 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.  

 

 

 

CHOOSE TO SEND NOW OR HOLD FOR GRADES 

The option is defaulted to send your transcripts now but if you would like us to hold your request until 
your final grades are posted, please choose the option “Hold for Grades”.  

 

 



CHOOSE YOUR PREFERRED NAME OR LEGAL NAME ON TO APPEAR ON YOUR 
TRANSCRIPT 

Students have a choice to display their Preferred/Lived name or their Legal Name on their transcript. If 
no Preferred/Lived name is on file, your legal name will be printed on your transcript.  

To request a Preferred/Lived name on your UCI DCE record, please login to your UCI DCE online 
account and under your MY ACCOUNT options, select “Update Profile” and you will find the form to 
update your Preferred/Lived name.  

COMPLETE THE ORDER 

 

 

https://ce.uci.edu/login
https://powerforms.docusign.net/9d67ed8c-0c33-4ea4-bb5d-d3928b6f27e2?env=na3&acct=e6ec9e60-ae96-4165-bcb9-879b396ba51e&accountId=e6ec9e60-ae96-4165-bcb9-879b396ba51e
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