
Parchment Instructions on how the parent 
of a minor (under 18 years old) child may 
request records. 

 Students that are 18 years old or older must submit a request for records themselves with 
their own email address. 

 

 

 

 

 

 

 

 

 

 

 

 



1. Go to www.parchment.com and select Order Credentials. 

 

http://www.parchment.com/


2. Click here. 

 



3. Enter Forsyth County Schools Alumni and click on Forsyth County Schools Alumni to select. 

 



4. Select ordering your own credentials or academic records, then enter your email address, and click continue. 
 You will need to select this option to order on behalf of your child.   
 Do NOT select order on behalf of someone else. 

 



5. Enter your child’s personal information, enter your contact information, choose a password, check the box, and click continue. 
 

 



6. An email will be sent to you with a confirmation key. Log into your email to obtain your confirmation key, then enter the confirmation 
key and click submit. 

 



  



7. Select the Forsyth County School that your child last attended.   
 If your child attended an elementary or middle school select Other (I don’t see what I am looking for on this list), then enter the 

school’s name.   
Select no, not currently attending, enter your child’s first year of attendance in Forsyth County Schools and last year of attendance in 
Forsyth County Schools.  Verify your child’s name while attending.  Then click continue. 

 



8. Select the document you wish to order. 
 If the document you wish to order is not listed, select Other and email studentinformation@forsyth.K12.ga.us with your child’s 

name, date of birth, and the document you wish to request that is not listed after you have completed your Parchment order. 

 

mailto:studentinformation@forsyth.K12.ga.us


9. Select that you are sending to yourself or another individual or enter the school’s name in the search field of where you would like you 
documents sent. 

 Transcripts may not be accepted by a school unless they are sent directly to the school. 

 



10. Select electronic or select print and mailed, enter the recipient information, then click continue. 
 Transcripts may not be accepted by a school unless they are sent directly to the school. 

 

 



11. The parent or legal guardian must complete this consent section by signing, typing their name, clicking the check box, and clicking 
continue. 

 

 



 
12. Click continue. 

 



13. Enter your payment information and you will receive a receipt after you submit. 

 
 

Requests are processed in the order in which they are received within 5 business days (10 business days during peak times).  Each 
request is date and time stamped. 

 


