
 Exclusive Use Ordering Instructions 

 
 

1. Login to your ECE Dispatch™ account. You can click on “+ NEW APPLICATION” from your 
dashboard. 

 

 

 

2. If you have access to multiple departments, select the department you wish to use to 
place the order. If you have access to one department you will not need to make a selection 
here. 
 

 



3. Select the Report Type and Report Purpose. Click “Continue” at the bottom.  

 

 

 

 



4. Fill in the Applicant’s information (Name, Date of Birth). Add Rush service and/or 
Translation Waiver, if needed. Click “Save Applicant” to advance to the next screen.  

 

 

 

 

 

 

 

 



5. Enter the Educational History for the applicant. You will need to select “Yes I want this 
credential to be evaluated” if you’d like us to include the credential in the evaluation report. 
Click “Save Education”. Continue entering educational history information, as needed (e.g. 
the applicant attended more than 1 institution). 

 



6. When you click “Save Education” you will be prompted to upload the academic 
documents for that institution/credential. You can also view the country specific document 
requirements by clicking the “View Doc Requirements” button on the upload page. After 
the documents are selected, you can click “UPLOAD”.  

 

 

 

 

 

 

 

 

 

 

 

 

 



7. Once the documents are uploaded for each educational history, this is what it will look 
like. Click “Continue” once all educational history is entered and documents are uploaded. 
Important: you will NOT be able to advance past this screen if documents are not uploaded 
for each credential you would like evaluated.  
 

 

 

8. Review your order. If everything looks correct, click “Continue” to advance to the 
Payment screen. 

 
 



9. If paying by credit card, fill in the information and click “Submit Payment”. If invoicing is 
set up, simply click “Submit Order”.  
 
Credit Card: 

 
Invoice: 

 
 



10. Once the order is submitted, the ECE reference number of the order will be displayed. 
The order can now be found in your ECE Dispatch™ dashboard under the “Submitted 
Orders” section, including a link to download the receipt for the order.   

 

 

 

 

Uploaded documents are processed the same day. If you have any questions about your 
orders, please reach out to our Client Support team at: clientsupport@ece.org  
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