
 

Transcript and Replacement Diploma Request Process for WCU students who 
attended during 1985 or after 

 

 All students who attended in 1985 or later should make requests by logging into myWCU. 

o There has been no change in this process. These students must login to myWCU to 

request transcripts.  

o Students will now also be able to request a replacement diploma through the 

Parchment storefront. 

To request a transcript or replacement diploma, log into myWCU.  Click on “order a Replacement Paper 
Diploma,” found under  “Useful Links” in the “Academic  Information” section of the home page. 
 
 
 
 
 
 
 
 

 
 

 

Students with holds on their accounts will not be able to access this feature 

until their holds are removed. 



Students will be directed to the Main Storefront page. 

 

 
 
 
 
 
 
 
 
 
 

Students who have not 

previously signed a 

consent form will 

automatically be taken 

to the Consent/FERPA 

signature page in step 4 

of the order process.  

Click here to see options 

and start the process to 

place an order. 



 

Ordering Page   

 

If students select: 

 Mail transcripts: Students will be directed to a page to enter their mailing name, address, 

purpose for transcript, and quantity. 

 Pick-up transcripts: Students will be directed to a page to include the recipient name (person 

picking up the transcript), the purpose for the transcript, and the quantity. 

 Replacement diploma: Students will be directed to a page to include their mailing name and 

address, and diploma information. 

Click on the blue product 

name to open the “Order 

Details” page, and enter 

order information. 



 

 

To order additional 

items, click “Add 

Another Item.   After you have added 

all the items you want 

to order, click on 

“Continue.” 

 



 
 

 
 
 
 
 
 

Clicking on this icon will take requestors back to the 

Order Options page where you may add another 

product if you did not do it on the last screen. 

Clicking here will allow 

you to remove a product 

from the order. 



 
Students (first time requestors) who have not previously signed the FERPA consent page will now be 
directed to do so: 
 
 

 
 

 

 

Use the mouse to sign 

the form in the box 

provided, then click 

“accept and continue.” 



Signature Verification page 

 

 
 
 
 
 
 
Returning users will be directed to screen below instead of the consent page: 
 

 
 
 
 
 
 
 
 



Payment Page - Enter payment information

 

 

 

 

 

 



After confirming the billing address, students will confirm the document request 

information and shipping address. 

 

 

 

FAQ and other notes 
 How will my credit card be charged? 

o Upon submitting an order a hold will be placed on your card in the order amount. This is 

Parchment’s way of confirming that payment can be received. 

o The charge will not be processed until the order is processed by WCU.  



 Students with holds on their accounts will be automatically prevented from entering 

Parchment’s site through myWCU. 

 

 How do I indicate a different or changed name? 

o When creating a new account, the student should include their previous name in the 

“previous name” field. (This field will only be visible to Legacy/Self-Registered students.) 

 
 

 


