
SEND YOUR DEXTER HIGH SCHOOL TRANSCRIPT TO COLLEGES VIA 
PARCHMENT.COM 

Sending your DHS transcript to a college/university or NCAA is efficient and easy!   

1.   Create your account—Go to www.parchment.com and click on CREATE ACCOUNT in the top left-hand 
corner of the screen. 

2.   Fill in your personal information 

3.   Confirm your e-mail—Go to your e-mail and enter the Verification Code that Parchment sent you or 
click on the link in the e-mail to advance to the next screen. 

4.   Add your current high school—Start by clicking on the “+” symbol to add Dexter High School to the 
schools you have attended.  There are 4 Dexter High Schools in the nation so be sure you select the 
one in Dexter, MI.  You’ll find the “+” symbol under the caption, “Order your credentials from over 9000 
organizations in our network…. 

5.   Find Dexter High School, MI—Click “Add” when you find it. Click “Advanced Search” to narrow the 
results and search by:  High Schools, Colleges, City, State or Country. 

6.   Add Enrollment Information—Complete the section.  If you’re going to be a senior for the 2017-18 
school year, your “Earliest Year” of high school was 2014 and your “Expected Grad Year” is 2018. 

7.   Order Your Transcripts—Remember when ordering transcripts:  You may place multiple orders, one 
for each school you’re applying to; you may also indicate whether you want to have your transcript 
sent immediately or held until after the semester ends and your grades are posted on your transcript.  
Click on ORDER and select the option to send your transcript to a school.  Enter the name of the school 
you want to send it to in the SEARCH box.  When you find the correct school, click SELECT. 

8.   Order Details—Confirm that you have the correct school and be sure to note if you want your order 
sent now or held until after the end of the semester when grades are posted.  All orders will show on 
the right side of the screen.  You may add another order or Save & Continue.  (There is no cost to 
current DHS students.) 

9.   Provide Consent—You (or your parent or legal guardian if you are a minor) must sign the screen to 
release your transcript from your high school.  Use the mouse to sign at the the X and type the name in 
the box below.  Save & Continue. 

*Please note:  You’ll be working in the “My Transcripts” tab.  You do NOT have to complete the “My 
Colleges” tab unless you want to.  Completing 100% of your profile is not required.  

**E-trancripts are free when sent within IL, IN, MI and OH.  Outside of that network, e-transcripts may 
cost $2.55. 
 


