HOW TO ORDER A REPLACEMENT DIPLOMA

1 sterone

Navigate to the Parchment odering site. The first thing you will need to decide is if you
are “Ordering your own credentials” or are you “Ordering on behalf of someone else”?
Click on your option.

Mew Learner Account
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2 STEP TWO

We are going to select “Ordering my own credentials or academic records”. Note: later
in the instructions, we will discuss Ordering on Behalf of someone else. You will be
prompted to log-in (if you already have a Parchment account) or Create a New Account.
For the purpose of these instructions, we are going to create a new account.

Enter your Email Address and click Continue.

s»22: Rhode Island College
600 Mount Ploasant Awenus. Prosidence, fi, 02508, LS

A MESSAGE FROM RHODE ISLAND COLLEGE

Welcome to Parchment. We're offering this service to make ordering transcripts easier for you. It's also

more eff t for your school, and will deliver your transcripts to the colleges you choose in the format

hiy

1 youl have any quéestions About Panthiment, please contail Suppan.

START HERE - ENTER YOUR EMAIL ADDRESS

# Al items marked with a red asterisk are required
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https://www.parchment.com/u/registration/33996/account

3 STEP THREE

You will now be prompted to Enter Your Personal Information, then Create a Password,
and click Continue.
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ENTER YOUR PERSONAL INFORMATION

ENTER YOUR CONTACT INFORMATION

#Cell Phone

& United States of America

CHOOSE A PASSWORD

| P— I E—
CREATE ACCOUNT & CONTINI

dy  STEPFOUR

When creating a new account, you will need to validate your email address. Parchment
will send a confirmation email to the email address used to create the account in Step

Two.

Account Confirmation ar x

your a

valid email address

0

We just sent you a confirmation email.

yarheo.com and enter the provided
[
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You should receive a confirmation email from Parchment with two options for validation:
[1] click the link in the email, or [2] enter the confirmation code on the confirmation
screen.
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Eribér Your Verification Code:

valid email address
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We just sent you a confirmation email.

@yahoo.com and enter the provided regist

We are going to enter the [ rasmc — i

Confirmation Code and click
Submit.

@ sTEPSIX
You will now be taken to the Enrollment Information page, fill in the required fields and
click Continue. Note: if you do not know your first year of attendance, please make the
best attempt at guesstimating. If you do not have your Student ID number, please enter
the last 4 digits of your Social Security Number in the appropriate box.

H Rhode Island College
* Arg you currently enralled?
o Your first year of attendance

Your Student ID Number * Yiour last 4 35N
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¥  STEP SEVEN

On the Available Credentials page, click the green “Order” button next to Replacement
Diploma.

Available Credentials

The fallowing credentials are available from Rhode Island College. Star
y r order by select ng a credential listed below [you can add more
ater

Official Transcript

8 serEGHT

On the Set Delivery Destination screen, you are going to choose where you would like to
send the replacement to, which most often is to yourself, so we are going to select “I am
sending this order to myself”.

Set Delivery Destination

Your order will be sent from Rhode Island College 1o the individual and/or
organization at the destination below.
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© st NINE

All replacement diploma orders are printed and mailed via US Mail, we do not offer an
eDiploma option at this time. Please allow 2-4 weeks for processing and shipment. The
next screen will be prefilled with the name and address used to create the account. This
is where the replacement diploma will be mailed.

Set Delivery Destination

om Rhode Island College to the indridual andfor grganizat at the destinabion
ey ethod for your of de

—9

RECIPFIENT INFORMATION

@ Nicole

@ United States of America

@9 Dr

I © Rhode Island

Validate your address, and click Continue.
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10O STEPTEN

On the ltem Details screen, you will see where the replacement diploma is coming from,
the destination address and the credentialing fee, which will be paid on the next screen.
Verify all information is correct and click Continue.

Item Details

Replacement Diploma
CHPLOMA
- Nicole
FROM L ery Method: Paper
Rhode |sland College
Providence, R
Credential Fee; $0.00
TO
= Nicole
= Dr
Ri, US
Item Total: 50.00

* All iterns marked with a red asterisk are required 1o submit this fonm,

11  stepELEVEN

Review your order on the Order Summary page. If you need to make edits you can click
the pencil [1] icon. If you wish to delete your order, select the trash can [2] icon, and if
you would like to add another request to your order, select the +Add [3] option. Once
you have reviewed your order for accuracy, click Complete Order.

Order Summary

FOR i Nitole @ s -

R & -0

$0.00

Order Total $0.00

COMPLETE ORDER
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12  STEP TWELVE
Your last screen will be the Order Confirmation page. Take note of the DID # should you
need to track your order. You can also track your orders from the Dashboard of your
Parchment account.

Order Confirmation

FOR - . Nicole 9 oo

rder Date: APR 25, 2024 Total € dential Fees $0,

Order Total $0.00

What happens next?

o Parchment has processed your order and it's awaiting fulfillment. The sending organdzat ¥ Jered |

LS SO S enC sum sther Ord Continue To Your Account
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ORDERING ON BEHALF OF SOMEONE ELSE

If you are ordering an academic record on behalf of someone else, you will select that
option in Step One, and be presented with the below screen. It's important to note that
when ordering on behalf of someone else, you will need to have the learner’s
information available.

Be
]
g

I5 & Third Party Account right for you?

art s on behald of
sameone ehie. Ty y. DS ar verification come 4

Additional requirements for ordering on behalf of someone else,

£ ©
-l
Individual {Learner) Information Learner Consent

i

You will be prompted to enter your organization’s information and create an account.

YOUR ORGANIZATION INFORMATION

ORGANIZATION CONTACT INFORMATION

# Cell Phone

& United States of America

ACCOUNT INFORMATION

You will then follow Steps 4-13.
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