
How to Request Transcripts be Sent to a College (Schoolinks) 

*** Must be logged into Schoolinks to access live links throughout document*** 

• In this article, we will show students how transcripts are requested to be sent to a college 

• If you need help setting up an application, you can check out this overview with detailed steps 

Accessing Application Manager 

Hover over the Colleges icon and click College Applications. 

 

For initial or mid year transcripts 

Select the school that needs a transcript by clicking the pencil icon next to the school either under Incomplete or 

Completed & pending. 

(see screenshot on next page) 

http://support.schoolinks.com/en/articles/4513196-overview-of-college-application-manager-for-students
https://schoolinks-11e67345976e.intercom-attachments-7.com/i/o/567384610/204897ba59ab6af9b0805f8c/KFp8f3C1Sxjo90aqACzaPjyj3GqM4Nm_oYxI-sPpSSPn5xdmCXlzobwl5HkBExfwP5SQ18i1ADZ6wmly8iwm-J_UbhzDKL3fKMVbpL66u8RR8dj-7i87M9Wgr1pkg-IZhJfICQb8SsRY1z_d_xn5iiE


 

If it's a new application, you'll need to click on "Add application from list" in the top-left, fill in the details of the type of 

application, and click Save Application. Next, you'll see the application details page.  

Once on the application details page, you will notice that any required documents from counselors (like initial and 

midyear transcripts) are automatically requested. You do not have the ability to change these requirements, but if there's 

something you would like added to this list, you can reach out to your counselor in the Message Center.  

 

You can view the history and status of the requested documents by clicking Show History for more details. Once the 

transcript is sent and viewed by the college you will see a Doc ID available from Parchment: 

https://schoolinks-11e67345976e.intercom-attachments-7.com/i/o/567384620/9f12c712bb524e51b835aa50/wdQxp6-mCx8N6kp9rdFkpo-619d9uN-CNlPEp80ygHmi40kbijTWXRAZ6XLHaJhTAV-6N4z-71PHIuOmXkryufze5ZPjKQ3pi_VwoxXyK0t-9ylDUbCzLwCqTk22Gzo1MJVdPR-ZTJm9bXPhqh97afY
https://downloads.intercomcdn.com/i/o/380770617/cf80cfa3ee7f29d003ec0f12/counselor+documents1.png


 

For Final Transcript sending 

To get a final transcript sent to a school, you'll need to make an enrollment decision! Check this article about indicating 

an enrollment decision for more information. 

 

http://support.schoolinks.com/en/articles/4513217-how-to-indicate-enrollment-decision-as-a-student
http://support.schoolinks.com/en/articles/4513217-how-to-indicate-enrollment-decision-as-a-student
https://downloads.intercomcdn.com/i/o/440435559/8423553eabd740c770a38688/Screen+Shot+2021-12-28+at+12.50.56+PM.png

