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The name stored in your Parchment profile will be displayed on screens when ordering official

How to Update Your Name in the Parchment Profile

transcripts and will be included in email notifications to recipients of electronic transcripts. The
name used in notifications will reflect your profile at the time your order is fulfilled.

Instructions:
1. From R'Web, click on e
“Transcripts and .

Verifications”

Transcripts & Verifications

TRANSCRIPTS AND VERIFICATIONS

2’ From the menu that E?quiStOTEI.aJ Trgnsci\pt‘ a:v»d Triélf IFsVStatus ey'\f\ca}\on»
appears, click “Request T
Ofﬁc'al Transcrl pt l_Em:ongnt \:e['\df'\rcatv'\gnrsntatgs.h ot ) . ‘L/Jn”off'\c'\"aj Tranlscr'u‘nft .

El: parchment DASHBOARD
. : . Account Settings

3. From the order screen, click Avallable Credentials
“Profile” and then “Account sign out
Settings" at the top tht The following credentials are available from University of

California Riverside. Start your arder by selecting a credential
corner. listed below (you can add more later)
Your Information .
*Required Field
. First Name *

4. Under “Your Information”, ot
enter your name as you Middle Name
would like it to appear to

.. . Last Name *
your recipients. Then click :
Highlander

“Save Settings”.

SAVE SETTINGS

TIP: If you want to check how your name will appear, you can have an electronic
transcript delivered to yourself before sending one to another party.



