
Creating a New Account in Parchment   
 
 

If a student has not been enrolled for 2 semesters AND has created a Parchment account related to their UB email 

address, an account related to a current email address, will need to be created.  

Instructions: 

1. Select:    Transcript Order page 

2. Select:    Parchment Exchange  

         

3. Select: Create Account 

 

4. Fill in ALL fields to create a new account. 

 

 
 

 

http://www.ubalt.edu/about-ub/offices-and-services/records-and-registration/transcript-request.cfm


Creating a New Account in Parchment   
 
         

You will receive the message that a prior account was set up through your schools website. 

5. Input the prior email address ( usually the old Ubalt email address) 

 

Select “YES” (Deactivate old account and create new one).  

 

Type in security check 

 

Click: De-Activate Old/Create New Account 

 

 

 

 

 

 

 


