
1Download eTranscripts (Mac and Linux users)
 
The eTranscript we deliver is a certified PDF that contains a digital signature and other security features. 

When we deliver the eTranscript, the recipient receives an email with a link in it that allows them to download 
the eTranscript. 

The eTranscript must be opened with Adobe Reader (v 8.0 or greater) or Adobe Acrobat. 

•	 See the Install Adobe Reader for free section below if you don’t have Adobe Reader or Adobe Acrobat.

•	 All MACs have a built-in PDF viewer application called Preview. Preview will not open a certified PDF 
correctly.

TO OPEN AND DOWNLOAD THE TRANSCRIPT

1.	 Click the link in the email you received. This will open a browser window. If you already opened the 
document previously, but it was blank, you will need to start again and click the link in the email you 
received.

2.	 Follow the onscreen instructions and you will then receive a second email that contains the document 
passcode. Keep the browser window open because you will need it when you are ready to enter the 
passcode. 

3.	 Open the second email. Copy the passcode and paste it into the space provided in the browser window you 
kept open.

4.	 Click the Download button. The file will be downloaded to your computer. If you’re not sure where your 
downloaded files go, see the Where is my downloads folder? section below.

5.	 Once you locate the file on your computer, control 
click (hold the control key while clicking with your 
mouse) and select Open with... Adobe Reader or 
Adobe Acrobat (see screenshot to the right).

INSTALL ADOBE READER FOR FREE

Get the latest version of Adobe Reader for free. Once Adobe 
Reader installs, go to your Applications folder and open Adobe 
Reader (see screenshot below). The first time Adobe Reader 
launches, it will prompt you to set Adobe Reader as your 
default PDF application viewer. You should select Yes.

WHERE IS MY DOWNLOADS FOLDER?

Select your browser below for instructions on 
locating your downloads folder and changing 
the location.

•	 Chrome

•	 Firefox

•	 Safari

•	 Internet Explorer
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http://get.adobe.com/reader/
https://support.google.com/chrome/answer/95574?hl=en
https://support.mozilla.org/t5/Learn-the-Basics-get-started/Where-to-find-and-manage-downloaded-files-in-Firefox/ta-p/3598
https://support.apple.com/kb/PH21464?locale=en_US
http://windows.microsoft.com/en-us/windows-vista/find-a-file-you-have-downloaded
exchange.parchment.com

