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Parchment Ordering Instructions 

***The information displayed on your order will differ depending on the type of document you are ordering.*** 

 

1. Click on “Students with Active Buff Portal Login Here” or “Former Students Order Here “ 
 

 

 

  



2. Login to your Parchment account or create a new account 
 

- If you choose the Active Buff Portal option: you will be prompted to login with your WT Student 
Account. 

 
- If you choose the Former Students option: you must use an email address that is not your WT Student 

Email address. 

 

- If you are creating a new account: fill out the profile information and then select “Create Account & 
Continue”. 

  



3. Click which type of document is needed for WTAMU to send 

 

         



4. Select a delivery destination 
 

- You can use the search bar to find In-Network Receivers. These are institutions, organizations, and 
businesses that have partnered with Parchment. 

- To manually enter your destination mailing or email address, choose the option below the search bar. 

 

 



5. Fill out your order details 
 

- Select when you want your order processed, the purpose of your order, and add an attachment to your 
order if necessary. (You can place your order on hold until grades or degrees have been posted.) 

- You MUST provide your signature and type in your full name to certify the order.  
- Click the certification and authorization check box and then “Continue”. 

 



6. Review your order 
 

- If it looks correct, click “Continue” to proceed to the Payment Screen where you will complete your 
order. 

- You can also add more items to your order by selecting “Add another item for [your name]” 
 

 

 

  



Additional Information 

 

 Once your payment/order is placed, you will receive a confirmation email from Parchment and 
WTAMU will be notified of your order. 
 

 If there is a hold on your WTAMU Student Account, your order will be placed on hold and you will 
receive a Parchment email with instructions on how to get the hold cleared. 

 

 Approved orders will get processed within 7 Business Days. 
 

 You can track your order’s progress by logging into your Parchment account again at 
www.wtamu.edu/transcripts. Once logged in, select “Orders” at the top right-hand side of the screen.  
This will take you to “Order History” where the status of each order is shown. 

 

Please contact the WTAMU Registrar’s Office at 806-651-4911 or registrar@wtamu.edu for further assistance. 

 

 


