Parchment Third Party Order (TPO)

Third Party Ordering allows third party requestors to order credentials for someone else, permitted they
receive consent from the individual, or are an In-Network partner.

TPO accounts should not be used to order your own credentials.

Creating a TPO Account

To create a TPO account, visit Parchment.com and select ‘Create Account’
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Turn Credentials Into Opportunities

8,000+ education institutions, businesses, and other organizations trust Parchment to help turn

credentials like transcripts, diplomas or certificates into opportunities.

ORDER, CLAIM, MANAGE & VERIFY ACADEMIC RECORDS

| Would Like To... i
5] Already have an account? m

Next, select ‘Third Parties or Verifiers’

Create Account

Which of these best describes you?

(+)

Learners or Parents Education Third Parties or Verifiers

Current students, alumni or parents.

Start your transcript order here. AdminiStratorS

Counselors, Registrars or other Academic Recq

Administrators should identify their market page,
CREATE ACCOUNT select the product of interest and then submitla

request to “Start the Conversation”.

FIND YOUR MARKET

Third party orders or verification companies
have a few options. Click to learn more.
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Scroll down the page and enter ‘University of Pittsburgh’ in the text box and click search

Get Started

Order academic credentials from thousands of Parchment Sending organizations (including high schools, GED,
HiSET, and more) with a Third Party account.

To place orders, start by searching for one organization that you need to order from - you can order from more

after that.
University of Pittsburgh m

Select the University of Pittsburgh Parchment Send from the results page:

Search Our Member Directory
University of Pittsburgh m

University of Pittsburgh
Pimsburgh, PA, US

Next, a prompt will ensure you want to order someone else’s credentials, and not your own. Third
Parties should select the highlighted option and fill in the required fields to create an account:

University Of Pittsburgh

4227 Fifth Avenue, Alumni Hall, Pittsburgh, PA, 15260

([ ]
| need to order I need to order
my own credentials someone else's credentials

(Authorization is required)




Placing a TPO

Once creating an account, or signing in with an existing third party account, enter the school from which
you need credential information, click search, and select the relevant Send account:

Ordering Learner Credentials

Search for sending school

Search for a school that has credentials you would like to order.

Q | university of pittsburgh

University of Pittsburgh - Office of Admissions and
Financial Aid

pittshuref 15
FIsourgt us

Note: a user can review orders already placed and its status by clicking on ‘My Orders’:

New Order My Orders

Order Placed Sep. 12,2019

Pending school processing

TRANSCRIPT
eTranscript- TPO FOR

FROM
TO

Order Total $31.20

Document 1D

Item Total $24.95



Enter the required (*) information for the student’s credentials being requested:

Note: Student ID Number is not required, but is helpful in locating the correct student

Please enter the learner's information below

* *
% Monthofbirth « | % Dayo v | %
+* OR I do not have a Social Security Number

ﬂ University of Pittsburgh

would like you to provide the following information:

% Is the learner currently enrolled? % Grad /Leave Year

* Select v

Learner's Student ID Number

©  Add another name variation or maiden name to help match any credentials | am ordering.

Select the type of document needed, i.e. electronic or paper transcript and/or electronic or paper
enrollment verification:

CERTIFICATE Enrollment Verification - Electronic - TPO

To maintain the academic integrity of the
enrollment verification as well as the student, if
this enrollment verification is printed, it will read
VOID-VOID-VOID as a background image. Orders
are gene ... View Full Description

TRANSCRIPT Paper Transcript - Mailed - TPO
Order an official paper copy of your transcript.
Orders are generally processed within a few
business days (Allow additional processing time
for high volume periods). NOTES: Transcripts will
... View Full Description

TRANSCRIPT Enrollment Verification - Mailed - TPO

** Only students who have attended the
University of Pittsburgh since Fall 2005 can order
an enrollment verification. Order a paper copy of
your enrollment verification. Orders are generally
proc ... View Full Description

TRANSCRIPT eTranscript - TPO

Order an official, secured and certified PDF of your
transcript. Orders are generally processed within a
few business davs (Allow additional processing




Once the document type is selected, the order destination will be displayed. Third party accounts have
a permanently listed email address or physical address based on the data used when creating the
account. Verify this is correct and click ‘Continue’. Below is an example of an electronic order:

RECIPIENT IMFORMATION

Recipient / Destination MNamsd

& PITT TPO test

Reciplent's Email

# Al jtemns marked with & red asterik ane reguired e submit this fonm

Review the order information. If something is incorrect, go ‘BACK’ and edit, or ‘CANCEL’

€ BACK Item Details CANCEL X

Enrollment Verification - Electronic - TPO

CERTIFICATE
& For:
Dare of Birth:
Last 4 55N:
[==] FROM & Delivery Method: Electronic
A University of Pittsburgh
mge Pittsburgh, PA
To Credential Fee 22405
[==]
nus BITT TPO testing
mge
Item Total £24.95

% Consent is reauired to order this credential. Pleace review the information healow



If the order information is correct, you must agree to the FERPA statement below the ‘Item Details’
section.

e A ‘Consent Form’ is not required, but preferred, for In-Network Partners

e A ‘Consent Form’ is required if you are not an In-Network party, i.e., a Parchment client using
the In-Network Platform
o You may use your company or organization’s consent form, provided the appropriate
sections are filled out and signed by the student
o You may use the Parchment provided consent form by clicking the ‘Download Consent
Form’ link. Please have the student complete the form and return it to you for upload.

We reserve the right to deny any request or contact the student for confirmation of authorization for
any third party order request.

Item Total §24.95

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

| certify that a FERPA compliant learner signature required under the Family Educational

Rights and Privacy Act (FERPA) (20 U.5.C. § 1232g; 34 CFR Part 99) authorizing the release

of the student records is on file with the receiving school [ organization,

&% Upload a consent file (MAX: 2ZME)

¢ Download Consent Form

DOC| DOCX | |PNG| |JPG||JPEG | | TXT | | PDF

Once these steps are complete, click on ‘Continue’ to review your order one more time (you may edit or
cancel during this step) before proceeding to checkout. If everything is correct, click ‘Continue’ again,
enter your payment information and submit payment.



Note: There is a known bug, where if an item is removed from the shopping cart, the order will error

out. You will receive a message in red (below) when attempting to checkout. If this occurs, you will
need to start the order over again. A fix is expected sometime in Q1 2020.

@

PARCHMENT SECURE PAYMENT GATEWAY

Parchment adheres to the highest level of PCl compliance and never stores your credit card information.

ﬂl An unknown error has occurred.

Payment Information

Enter first and last name as it appears on credit card

Enter credit card number without spaces or dashes Enter month & year credit card expires

Order Total: $24.95
$24.95 will be charged to this card.

visa 2 oscever




