
Current students: 
 
Current students should follow the instructions for ordering transcripts through 
their Banner Web account. 
 
Access your Banner Web account: https://bannerweb.wcsu.edu 

Click the secure login link:  
Log into your account using your network username and password 

 
 
Click the Student Services link or More link: 

 

 
Click the Order Transcript link 

 
You will be notified that you will be leaving Banner Web and being redirected to the 
University’s partner Parchment. Inc.  
 
NOTE: Students with financial holds must contact the Cashier’s Office before they 
can submit transcript request.  The Cashier’s Office can be reached 
at cashiers@wcsu.edu. 
 

 
Click on Access for Transcript Ordering Site. 
 
Once in the Transcript Ordering portal, you may enter the name of an institution 
that is already a registered user with Parchment by entering the institution in the 
field provided.  Transcripts will be sent electronically to the institution you select.

 
 

https://bannerweb.wcsu.edu/
mailto:cashiers@wcsu.edu


Students may also enter the information by clicking the Send to Yourself, Another 
Individual or Third Party Link found just below the search box. 

 
Students using this option will be given the opportunity to send transcripts three 
ways: 

 
Enter the information required and click the Continue button. 
 
You are given the opportunity while completing the transcript request form to ask 
that your transcripts be held until the grades for the current term are posted.  It also 
provides you with the opportunity to ask that your transcripts be held until degrees 
have been posted.   Please understand that if you request that transcripts be held 
until degrees are posted, it will not be printed until all the degrees for that term 
have been posted.   
 
You will be directed to your Shopping Cart.  You can remove the request if it is not 
correct, Continue Shopping to request additional transcripts or Checkout to submit 
your order. 
 
 

If you agree to the conditions, check the I Accept box  and then the Next 
Button .  
 
You will have the opportunity to review your order.   



 

If you have completed your request, click Confirm , otherwise you may click 

the Back button to change or add to your order.   
 
 


