SUNY
I WESTCHESTER
COMMUNITY
s COLLEGE

How to Order Official Transcripts

SUNY Westchester Community College official transcripts can be ordered through
Parchment.com. Current students can access this service through their MYWCC portals
by following steps 1-3 below, or both current and former students may access official

transcripts through our main website by skipping to step 4.

STEP 1:
Go to the MyWCC Portal - HTTPS://MYWCC.SUNYWCC.EDU - and, under “SIGN

IN”, put your USER ID and PASSWORD.

v Weicome to MyWCC

Signin or Activate New Account

Class Search - Credit Classes

Attention!

—_
.

Cleanng Browses Cache

Please clear the browser cache and reopen the browser before you login
Click on the above link for instructions on how to clear browser cache for
different browsers.

Admissions Application Undrgrd

= 7

Signin or Activate New Account

Attention!

Due to recent upgrade of the system, you miry experience siow (esponse of
i55ues caused by the browser cache frofn poor browsing
=] Clearing Browser Cache Signon or Activate New Account x g
User ID
Please clear the browser cache and reopen the e |
Click on the above link for instructions on how
different
Continue..
Forgot my ID..

Admissions Application Ul Search - Credit Classes

For questions related to MyWCC, ie User ID.
o password or portal issues; please contact 2
—— + Students: My wywee edu / 914- % 2
-t 606-5600 r- .
. p Helpde edu / 914-608- e
6665

L
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https://mywcc.sunywcc.edu/

STEP 2:

Click on the Parchment Tile.

,C Homepage

Change My Password Access your WCC Email My Work:
'.fm X a]
Westchester Community College Transcript Request CHaroldL D
_fl SUNY |o i
u WESTCHESTER
MMUNITY
wmm COLLEGE parChment 1

Viking Success Financial Aid Document Upload WCC Textbook

A lil

| 4

STEP 3:

Click on the Request Transcript tab.

Ill SUNY WESTCHESTER
fiMywcce
<{ My WCC Homepage Transcript Request
7 Choose an option from below Request your official transcripts enline now or check the status of your online transcript order.
«  Please select an option from left panel, the link will open in a new window.
1 Request Transcript -
{7 Transcript Order Status
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STEP 4:

Current and Former students can access Parchment directly by going to
www.sunywcc.edu/transcripts and clicking on the Parchment link.

& sunywcc.edu/admissions/registering-for-classes/transcripts/ e 3

|a’;’E’g¥CHESTER
' collear
mmm COLLEGE

Enrollment Verification Letter /NSC

Checking your Grades

Transcripts

- [ parchment
FERPA

Change of Major CLICK HERE|OR BELOW TO ORDER OFFICIAL TRANSCRIPTS

Registrar Q&A "
0

Contact Information parchment

75 Grasslands Road
Valhalla, NY 10595

Phone: 914-606-6810 How to Request Your Official Transcript Online (PDF)
Email: registrar@sunywcc.edu

Hours of Operation Three ways to obtain Official Transcripts

Monday, Tuesday, Friday: 9:00 a.m.
5:00 p.m.

Copies of official transcripts can be obtained in three ways:

STEP 5:

To begin your order, enter your email address where indicated.

Learner Account

SUNY Westchester Community College

75 Grasslands Rd, Valhalla, NY, 10595-1693, US

]
[ =
\ &/ -
e
Ordering your own credentials Ordering on behalf of
or academic records someone else

A MESSAGE FROM SUNY WESTCHESTER COMMUNITY COLLEGE

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 "Support” link below.

START HERE - ENTER YOUR EMAIL ADDRESS

* All items marked with a red asterisk are required

By signing up you agree to the Parchment terms of use and privacy policy.
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http://www.sunywcc.edu/transcripts

If you have already set up a Parchment account previously, you will be asked to
enter your password to log in. If you do not have a Parchment account, you will

be asked to create one now.

STEP 6:

Enter your enrollment information with SUNY Westchester Community College,
along with your SUNY WCC Student ID number (though not required, failure to
provide your student ID nhumber may result in order processing delays). If you
attended under another name, please indicate this when prompted below
before hitting the “continue” button.

Enrollment Information

oo I
DOEB

I SUNY Westchester Community College
_— would like you to provide the following information:

* Are you currently enrolled?

- Wag you r of attendance? % ‘YYear you graduated or left
our Student 10 N
* Please verify your name while atten

Finish creating my Parchment account without placing an order right now.
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STEP 7:
Click on the green “order” button.
Available Credentials CAMCEL %

The following credentials are available from SUNY Westchester
Community College. Start your order by selecting a credential listed
pelow (you can add more later)

TRANSLRPT Transcript
=== An academic transcript is & inventory of courses
—;E that a learner has taken and the grades that they
- earned in those courses during the academic year.

STEP 8:
You will now select your delivery destination.

You may use the search bar to search for your school in the Parchment System
(many schools, agencies and application services are listed in Parchment
already and their destination info will automatically populate).

Set Delivery Destination CANCEL X

‘four order will be sent from SUNY Westchester Community College to the
individual and/or organization at the destination below.

Official transcripzs are transcripts that are sent to other parties such as colleges, prospective employers

or government agencies. Transcripts contain a record of all courses, grades and degres

SUNY Westchester Community College. Most institutions will not accept a FDF transcrip

student fi

and then forwarded on to the receiving party from the student’s email, they are considered

unafficial. If you need an official transcript for yourself. pleaze order a hard copy by mail ar for pickup.

‘ Q, | Where would you like to send the credential?

OR
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<BACK Set Delivery Destination CANCEL %

Your order will be sent from SUNY Westchester Community College to the
individual andfor organization at the destination below.

Official transcripts are transcripts that are sent to other parties such as colleges, prospective employers

zived at

or governmeant agancies. Transcripts contain 3 record of all courses, grades and degrees
SUNY Westchester Community College. Most institutions will not accept a POF transcript sent to the
student first and then forwarded on to the receiving party from the student's email, they are considered
unofficial. If you need an official transcript for yourself, please order 2 hard copy by mail or for pickup.

~_ > | a| sunvsingnamton m

& TYFE:
ngharmton - Undergraduate Callege / University
¥ ADDRESS:

PO Box G001
Binghameon, NY 13502

L NY, US

SUNY at Binghamton - GRADUATI
ADMISSIONS

SUNY Eri

Community College

& See All Results

Mot finding what you're looking for?

SHOWING 14 0F 10

-B:: -

You also have the option of manually entering the recipient if you cannot find
it in the search results, or if you are sending the transcript to a specific
individual.

<BACK Set Delivery Destination

Your order will be sent from SUNY Westchester Community College to the
individual and/or organization at the destination below.
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::IMPORTANT::

Please be aware that while there is an option to enter your own personal email
address as the recipient, most schools/institutions/agencies WILL NOT ACCEPT
official transcripts forwarded from personal email addresses. If you choose to
use this option, and your transcript is not accepted as official, you will not be
refunded, and you will be instructed to order and pay for another official
transcript. To ensure your transcript will be considered official, order your
transcript to be sent DIRECTLY to the School/Agency/Institution. If you would
like to keep a personal copy of your official transcript for future use, please
order a hard copy for mail or pickup.

STEP 9:

Once you have selected your recipient, you will select some details regarding
your order preferences. Answer all questions with a red asterisk.

* Transcript being sent to a SUNY Univ or College.

Yes

# Purpose Hold for HSE/GED Application?

Admission

* When do you want this sent?

Send Now

::IMPORTANT::

“Hold for HSE/GED application” is meant ONLY for students currently enrolled
in SUNY WCC’s 24 credit GED program who are ready to apply for their GED
through the New York State Education Department. If this does not apply to
you, do not select “yes” for this option. Selecting “yes” will delay the
processing of your transcript order.
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If you have an attachment that needs to accompany your transcript (i.e.

Application service matching form, Professional License Application etc.),
please attach where indicated.

Send Mow

B Would you like to 3dd an attachment file? (optional} @ Add An Attachment ‘ _

Please review the infnrmatinn helow nerfaining tn the tune of consent that is rennined

Lastly, you will need to sign where indicated to certify that you are the
individual authorized to place the order for this transcript.

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

Sign here with mouse or finger Hiear signature

X
Type full name as signed abave

* | certify under penalty of law that | am the individual identified above and
am authorized to take this action.
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STEP 10:

On the order summary page, make a final check that all your order information
is correct. If you want to place additional transcript orders before you make

payment, you can do so on this page. Click the “continue” button.

<BACK Order Summary CANCELX

@ ‘Your order has not been placed yet. Flease revisw and complete the erder balow

Here's your arder summary I

ollapse A
for SN @ swnw ~
ITEM Transcript A0 1000 &
FROM SUMY VWestchester Community Collage
TO SUMNY - Bingharmton, Bingharmton, NY

© Add another item for Amanda Bmedni

Totzl Credential Fees 10000

Order Total $10.00

Payment will b= collected through Parchment's secure payment gatewsy upon order
@ completion. Farchment adheres the highest level of POl compliance and never stores
your credit card information. You will redirect to 2 secure payment screen.
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STEP 11:
The last step is to enter your payment information for processing.

PARCHMEMT SECURE PAYMENT GATEWAY
Parchment adheres to the highest level of PCl compliance and never stores your credit card

infarmation.

Payment Information

% Exp Month * Exp Year * OV

wn @0 o G OeTESO®

Billing Address 9

United 5tates of America

+ I

e | New York k|

e B iememme e mlomd snmbe ] i e L i im s 4 pmimimd mm et i o i i S e

Once payment is submitted successfully, you will receive transcript order
status updates to the email address you used to create your parchment
account. Please check your email frequently in case there are any issues with
the order that need to be addressed during processing.
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