VANDERBILT
Office of the
University Registrar

YES User Guide: Transcript Request

Students with an active YES account can request transcripts online. We recommend that
students verify the accuracy of their academic record via the AAl application in YES prior to
ordering a transcript.
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Accessing the Transcript Request Application

1. Loginto YES at yes.vanderbilt.edu.

2. On the student landing page, click Transcript Request.

f¥¥ Academic Record [ Personal Information BE Transfer Credit

&a Anchor Link §P Billing Portal e Brightspace

@© Course Eval Results &3 Degree Audit & Direct Deposit

[ DoreWays Ea Financial Aid @ Graduation

-] Message Center (0) Maobile YES . MyfppVU
 Student Accounts = Student Registration lﬁ Transcript Request

8 Writing Studio Appt.

Creating a Profile in the Parchment System

YES will automatically route you to the Parchment system for ordering a transcript. Before you can order
a transcript, you must set up a user profile.

1. Review the Terms of Use and Service agreement and click next.

o 'parchment COLLEGETOOLS ¥ SEND ATRANSCRIPT  SIGN UP SIGN IN

o—0—0—00090

Terms and Privacy

Terms of Use and Service Agreement

By signing up you agree to the Parchment terms of use and service agreement

() Yes, | agree to the terms of user and service agreement

(O No, I do not agree to these terms or service agreement
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2. Enter your email address and select continue.

\ ¥4 Vanderbilt University

West End Ave., Nashville, TN 3, US

VANDERBILT
UNIVERSITY

A MESSAGE FROM VANDERBILT UNIVERSITY

Welcome to Parchment. We're offering this service to make ordering transcripts easier for
you. It's also more efficient for your school, and will deliver your transcripts to the colleges
you choose in the format they prefer.

If you have any questions about Parchment, select the "help” link above.

START HERE - ENTER YOUR EMAIL ADDRESS

% [ | NN TH Em

% All items marked with a red asterisk are required

By signing up you agree to the Parchment terms of use and privacy policy.

3. Enter your personal information and select create account and continue.

ENTER YOUR PERSONAL INFORMATION

jack.p.ryan@vanderbilt.edu [

* m Middle Name *

% Month Of Birth 4% Day Of Birth % Year Of Birth

% Highest Level Of Education

ENTER YOUR CONTACT INFORMATION

% Cell Phone

United states of America

* Address 1

Address 2

* City 4% State/Province % Postal Code
CHOOSE A PASSWORD
% Password % Retype Password

* | All items marked with a red asterisk are required.
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4. Fill out your enrollment information and select continue.

Enrollment Information CANCEL X

NAME [E)
DOB

Some additional information related to your enrollment is required below.

Vanderbilt University

would like you to provide the following information:

% Are you currently enrolled?

% What was your first year of sttendance? # Expected Graduztion/Leave Year

Your Student ID Number * Your last4 55N Don't Have One?

iy your name while attending

Other name varistion or maiden name

Finish creating my Parchment account without placing an arder right now,

Sending a Transcript to an Organization
YES will automatically route you to the Parchment system to order a transcript.

1. To start a transcript request, select order.

C 8 parchment.com/uforder

®
-8
)o

[o_j parchment R am E LR

Available Credentials CANCEL X
The following credentials are available from Vanderbilt University. Start
V your order by selecting a credential listed below (you can add more
ater)

TRANSCRIPT Transcript
An academic transcript is a inventory of courses “
that a learner has taken and the grades that they
-~ earned in those courses during the academic year.
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2. Search for the organization in the text box.

c & parchment.com/u/order = &

Ej parchment DASHBOARD  ORDERS  PROFILE'w

<BACK Set Delivery Destination CANCEL X

Your order will be sent from Vanderbilt University to the individual and/or
organization at the destination below.

ﬁ Q, Where would you like to send the credential? m

OR

& I'msending to myself or another individual @

Note: If the organization does not populate, you may enter your own by selecting the blue button
below.
Ei parchment' DASHEOARD — ORDERS  PROFILEW

Set Delivery Destination CANCEL X

Your order will be sent from Vanderbilt University to the individual and/or
organization at the destination below.

AN
Washington, DC, US

eauty College:

Morthwest College -Tuslatn

River Parishes Community College
Go LA LS

£ See All Results

Moz finding what you're looking for?
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3. Depending upon the organization, different text boxes may appear. For example, AMCAS
requires an AAMC ID and a Transcript ID. LSAC requires an application number. Fill out each box
and select the correct transcript type from the drop down. Use the “Add An Attachment” button
to include additional documentation, if necessary.

<BA Item Details NCEL X

Transcript

TRANSCRIPT
& For

FROM & Delivery Method: Electronic
Vanderbilt University
e Nashville, TN

Nast
il Credential Fee: $0.00

TO
Law School Admission Council

Item Total: $0.00

* Purpose * Application ID

Admission

* Transcript Type

D Would you like to add an attachment file? (optional) @ Add An Attachment

Transcript Type

Vanderbilt has three different transcript templates—one for students who attended Vanderbilt
University Law School; one for students who attended the Vanderbilt University School of Medicine in
the Medical Doctor program; and one for students in all other schools/programs. Please select your
transcript type based on the school/program you attended at Vanderbilt.

Please Note: If you completed multiple careers at Vanderbilt that included either Law School or the
Medical Doctor program, you will need to order separate transcripts for each career.

* Transcript Type

l @ All Other Schools/Programs -

Clear Selection

tic Doctor of Medicine

Law School

All Other Schools/Programs
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4.

Enter your signature in the signature box, check mark the authorization below, and select

continue.

Please review the information below pertaining to the type of consent that is required
to complete this order.

‘ i : Clear Signat
Sign here with mouse or finger e

X

Type full name as signed above

|o John Adam Smith

+ @ | certify under penalty of law that | am the individual identified above and
am authorized to take this action.

* | All items marked with a red asterisk are required to submit this form.

<BACK Order Summary CANCEL X

@ Your order has not been placed yet. Please review and complete the order below

Here's your order summary

Collapse All
FOR | & === - 8 © soo0 ~
ITEM Transcript SO $0.00 {ij
FROM  Vanderbilt University
T0
© Add another item for
Total Credential Fees $0.00

Order Total $0.00

COMPLETE ORDER

5. Your order summary will appear. You must select COMPLETE ORDER to process the request.
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6. Once the order has been placed, you will be taken to the Order Confirmation screen.

Order Confirmation # Print Receipt
Thank you for your order Your order has been placed.
¢ se A

FOR & @ s000 A

ITEM Transcript &0 $0.00

FROM Vanderbilt University

TO

DID TWOISLK)
Order Date: AN 14, 2022 Total Credential Fees $0.00
Placed By:

Order Total $0.00

What happens next?

Parchment has processed your order and it's awaiting fulfillment. The sending organization(s) you ordered from
will now verify, approve and finish fulfilling this order.

You can view order details and status in M?
DR Place Another Order Continue To Your Account

7. Parchment will send an email once the transcript has been viewed.

From: Parchment <noreply@ parchment.com=>
Sent: Friday, January 14, 2022 3:50 PM

To:N . u
Subject: Credential has been previewed

lo_j parchment

@ Your Document Has Been Received

Dear 1,

We are pleased to let you know that your requested document
(TWOIBLK]) from Vanderbilt University has been received and
viewed by Fiaiew B = = on
01/14/2022 09:49 PM UTC.

For full details about this order, including the email address that it
was sent to, sign in to your Parchment account.

Thank you for using Parchment!
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Sending a Transcript to an Individual

YES will automatically route you to the Parchment system to order a transcript.

1. Click on I’'m sending to myself or another individual and select the correct option from the drop

down.

<BAC} Set Delivery Destination

Your order will be sent from Vanderbilt University to the individual and/or
organization at the destination below

Law School Admission Council

e to send the credential?

Q | Where would you

CANCEL X
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2. Choose the delivery method and fill out the fields below.

below. Select a delivery method for your order

1 5

Electronic Print & Mailed Local Pickup

By E Printed On Paper & Mailed In-Person Pickup

RECIPIENT INFORMATION

@ John Adam Smith
@ john.smith@vanderbilt.edu

@ john.smith@vanderbilt.edu

<BACK Set Delivery Destination CANCEL X

Your order will be sent from Vanderbilt University to the individual and/or organization at the destination

3. Select an item from the Purpose drop down menu and Transcript Type (see Transcript Type
section, above) drop-down menu. Use the “Add An Attachment” button to include additional

documentation.

<BACK Item Details CANCEL X

Transcript

TRANSCRIPT

& For: mm =

Fado ot

EROM & Delivery Method: Electronic

Vanderbilt University
Nashville, TN Credential Fee: $0.00

Item Total: $0.00

* Purpose #* Transcript Type

Admission

B would you like to add an attachment file? (optional) @ Add An Attachment
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4. Enter your signature in the signature box, check mark the authorization below, and select
continue.

Please review the information below pertaining to the type of consent that is required
to complete this order.

. . cl Si t
Sign here with mouse or finger g bt

X

Type full name as signed above

@ John Adam Smith;

+ @ |certify under penalty of law that | am the individual identified above and

am authorized to take this action.

* | All items marked with a red asterisk are required to submit this form

5. Your order summary will appear. You must select COMPLETE ORDER to process the request.

<BACK Order Summary CANCELX

@ Your order has not been placed yet. Please review and complete the order below

Here's your order summary

Collapse All
FOR | & === W R @ so00 ~
ITEM Transcript SO $0.00 i
FROM Vanderbilt University
TO
© Add another item for
Total Credential Fees 50.00

Order Total $0.00

COMPLETE ORDER
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6. Once the order has been placed, you will be taken to the Order Confirmation screen.

Order Confirmation

Thank you for your order Your order has been placed.

Order Total

What happens next?

will now verify, approve and finish fulfilling this order.

FOR & (1]
ITEM Transcript e~\ o
FROM Vanderbilt University
TO
DID TWOIBLK]
Order Date: AN 14, 2022 Total Credential Fees
Placed By:

¥ Print Receipt
$0.00 A

$0.00

$0.00
$0.00

o Parchment has processed your order and it's awaiting fulfillment. The sending organization(s) you ordered from

You can view order details and status in M
ORDERE. Place Another Order Continue To Your Account

7. Parchment will send an email once the transcript has been viewed.

From: Parchment <noreply@ parchment.comz>
Sent: Friday, January 14, 2022 3:50 PM

To:n NN EEE =
Subject: Credential has been previewed

Dear 1,

viewed by = =
01/14/2022 09:49 PM UTC.

Thank you for using Parchment!

lo j parchment

Cé Your Document Has Been Received

We are pleased to let you know that your requested document
(TWOIBLK]) from Vanderbilt University has been received and

For full details about this order, including the email address that it

was sent to, sign in to your Parchment account.
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Checking Order Status

1.

2.

From the order confirmation screen, select My Orders.

Thank you for your orde

FOR &

ITEM

FROM ty
10

DID TWOIBLK]

What happens next?

will now verify, approve and finish fulfilling this order.

P

Order Confirmation

Your order has been placed

Total Credential Fees

Order Total

@ Parchment has processed your order and it's awaiting fulfillment. The sending organization(s

@ s000 A

$0.00

5) you ordered from

ew order details and status in MY
g Place Another Order Continue To Your Account

From the dashboard, select the Orders header to view order history.

[o i parchment

HB ORDERS PROFILE ¥
—
Order History
Need to place a new order IR R O
Create new orders from the credential tiles on
Track Orders
Document ID Status Recipient Price Track
TWOIBLK] Order submitted to Vanderbilt University Melissa Mukshal $0.00 -
. wim D
Where's my transcript? e > n > o
b : Parchment Recipient
sbmitted to Vand. i
Your transcript was ordered on January 14, 2022, Document Type: Transcript Recipient
Vanderbilt University needs to review and approve it
before it can be sent. Delivery Type: Electronic
TWOYXZ40 Download confirmed Vanderbilt University Registrar $0.00 »

13 |Page



\/

VANDERBILT
Office of the
University Registrar

Parchment Support

If you need assistance with your official transcript order, the best first step is to log into your
Parchment account, then visit the Parchment Help Center. There, you can find answers to
frequently asked questions, articles to support your needs, submit a web case for support or
contact a Learner Support Representative for assistance. The Support Team is available
Monday-Friday, 8 a.m. — 8 p.m. Eastern Time.

Unofficial Transcripts

Students can print an unofficial copy of their transcript in their Academic Record in the YES suite of
applications.

1. Loginto YES (Your Enrollment Services) yes.vanderbilt.edu.
2. Onthe student landing page, click Academic Record.

| m Academic Record | E Personal Information . Transfer Credit

43 Anchor Link 5P Billing Portal @ﬂigmpaj

©) Course Eval Results @ Symptom Assessment [ Degree Audit

& Direct Deposit || DoreWays EJ Einancial Aid

5 Graduation . Immersion Vanderbilt |} Message Center (12)
Mobile YES ‘Student Accounts &= Student Regisiration
ﬁ Transcript Request 8 writing Studio Appt. Online Module Program

3. Select Unofficial Transcript in the top right corner.

, LN /7] D1
i'{ A ) ,-; a , » . DR,
[ » 7

Immersion Vanderbilt External

B

Undergraduate
2021 Fall - 2024 Fall

~

B Unofficial Transcript

Adviser(s): Kimberley McKinson(Anthropology), Lawrence W. Stacey

GPA: 3.698 Earned Hours: 100.00 Quality Points: 288.50 Quality Hours: 78.00

Bachelor of Arts

Expected Grad Term: 2025 spring
School: College of Arts and Science
Major(s): Anthropology, Sociology
Classifieation:  Senior

Expand All Terms
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4. The unofficial transcript will open in a new window.

Page 1of 2
UNOFFICIAL DOCUMENT ISSUED TO STUDENT — NOT OFFICIAL
Name H [ ]
Student #
Birth Date
2019 Spring

CHEM 1602 General Chemistry 3.00

CHEM 16021 General Chemistry Lab 1.00

cs 1103 Intro Prog for Eng & Sci 3.00

Academic Programis) MATH 1301 Accal Single-Var Calc Il 4.00

PHYS 1601 General Physics | 3.00

1.00

. . PHYS 1601L  General Physics Lab |
Engineering Schl Undergraduate
Biomedical Enginearing Major e T W

Please contact the YES Help Line at yes@vanderbilt.edu or 615-343-4306 if you have
questions or need additional assistance.
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