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1. Academic Credential Order Process 

 

Figure 1: Academic credential order process 

Note: If you are applying for multiple applications in GDA3 during the same application period, you 

will need to order your academic credentials from Parchment once only. GDA3 will update your 

academic credentials received from Parchment to all your applications in GDA3. 
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1.1. Find School Attended 

1. Go to the Parchment order page. 

 

2. Click on the green “Order Now” button. 

 
 

3. In the “Find an institution” field, enter the name of the school you want your document 

from.  

i.e. The school you attended. 

 
 

4. If your school is not listed, contact Member Support to confirm your school does not use 

Parchment to send documents. Otherwise, continue to the next steps. 

 

5. If your school is listed below, they use Parchment to send documents. Click on your school in 

the list to proceed with your order.  

  

https://www.parchment.com/students/order-status/
https://www.parchment.com/chat-support/
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1.2. Create Parchment Account 

1. Proceed to section 1.3 Order Academic Credential if you already have a Parchment account. 

Otherwise, select “Ordering your own credentials or academic records” option and enter 

your email address.  

 
 

2. Click “Create Account and Continue” button after entering your personal information and 

creating a password for your account. 



Version 1.0 

P a g e  | 4 
 

 

 
 

3. A verification email will be sent to you and you will need to enter the verification code from 

the email to verify your email address. 
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4. After verifying your email, you will need to enter the enrollment information from the 

school you attended. 

Note: If you use any other names during the time you attended your school, select the 

“Other name variation or maiden name” option to help your attended school to find your 

records quickly. 

 
 

5. Once you completed the enrollment information, your account will be created. 

 



Version 1.0 

P a g e  | 6 
 

1.3. Order Academic Credential 

1. If you have a Parchment account, click the Continue button after entering your email 

address followed by your password. 
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2. After successfully signed in to your account, click the Order button for the Transcript option.  

 
 

3. Enter “National University of Singapore” or NUS in the search box and select the matched 

option below the search box. This will send your transcript directly to NUS. 

 
 

4. At the item details page, the delivery method to NUS and credential fees payable to the 

school you attended will be displayed. 

You will need to enter your GDA3 application number in the “Application ID” field so that 

GDA3 is able to identify your academic credential. 
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Note: For the GDA3 application number, you can get it from your application status page in 

GDA3. 

 
 

5. At the bottom of the item details page, click the Continue button after you have given your 

consent to the order by performing the following actions: 

a. Sign in the signature box. 

b. Type in your name in the text boxes. 
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c. Check the box to certify that you are who you say you are. 

 
 

6. At the order summary page, review your transcript order. 

If any information is wrong, you can click the edit or remove button to update your order. 

 
 

7. Click the “Add another item” link to order your degree scroll/certificate by repeating steps 2 

to 6 above. 
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8. Click the Continue button. 
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9. At the payment information page, enter your payment details. 

 
 

10. Once your payment has been entered and order has been submitted, you will see the order 

confirmation page. 
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11. A confirmation email containing your Document ID Number (DID) will be sent to the email 

address associated with your Parchment account. 

 

1.4. Wait for Validation 

1. After you have submitted your order, the school you attended will receive the order. 

 

2. To track your order, click Tack button at the at the bottom right of your academic credential 

file. 

 
 

3. At the tracking page, find your order and look at the orange text under “Where's my 

transcript?”. 
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1.5. Academic Credential Verified 

 

Once your school approves and processes the order, NUS will receive your academic credentials. 
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2. Additional Information 

2.1. Attended More Than 1 US Colleges 

If you have attended more than 1 US colleges, you will need to add the other school before you can 

order your academic credentials from the school. 

1. Go to your dashboard and click “Add Another School or Organization You Attended” link. 

 
 

2. Enter your school’s name in the search box and click the Search button. 

 
 

3. From the list of the search results, click the Add button next to the correct school to add the 

school. 
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4. Once you have added the selected school, you will be directed to the enrollment page. 

Click the Continue button after inputting your enrollment information. 
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5. At the available credentials page, continue to order your transcript and degree 

scroll/certificate by referring to section 1.3 Order Academic Credential. 

 

 

2.2. College with Only 1 Academic Credential Option 

 

If the school you attended only allows for ordering 1 academic credential, you will need to contact 

your school to attach the other academic credential when they upload your academic credential. 


