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Flow Chart for NCAA Requests

NCAA

• Student registers with NCAA

• Task is added (request transcript)

Parchment

• Student provides identifying info

• Student confirms their HS and submits request

Succeed

• Counselor sees document request

• Counselor fulfills request – transcript is sent to NCAA



1. Go to NCAA Eligibility Center



2. Log in to Account



3. Go to My Planner



4.  Check Task List



6.  Task Details



Task Details (continued)

Click on this text to trigger the next step



7. Parchment landing page

Students have the option of 
creating an account, which 
will save some time if they 
have future requests, or 
continuing without creating 
an account.



8. Fill in personal info

Only first name, last name, gender, and date of 
birth are required.  Everything else is optional.



Personal info (continued)



9. School info

Students do no have to 
check this box, but doing so 
will make it easier for the 
NCAA to request final 
transcripts.



10.  Confirmation for student



11. Succeed Home Page



12. Document Request page

Click on the name of the student to be taken to that 
student’s record.

You can also match a request to a student if there is a 
problem with that request (name does not match 
roster, etc.)



13.  Send Forms page



14. Review



15. Successful Submission


