
Standard Ordering Instructions 
 
Log into your Dispatch™ account and click on “New Application” to begin a new order.  

 
 
Complete applicant information. Choose whether or not you need a 5-day rush service for this order.  
 

 
 
 
 
 
 
 



Fill in educational history for each credential you are submitting. Click the “Save Education” button to 
save a history, and continue adding, as needed.  
 

 
 
 
 
 
 
 
 
 
 
 
 



After saving an educational history, it appears in the top right corner of your screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



After completing the educational history information, choose the report type and purpose for your order.  
 

 
 
 
 
 
 



 
The next step in the ordering process is specific to delivery: 

1. You’ll need to tell us where to return the educational documents you’ll be giving ECE to produce 
the evaluation report.  

2. Will anyone else (besides your company) need a copy of the completed report? If so, please 
indicate that on the “Additional Copies” step. 

3. What shipping method should we use to return the documents? 
 
Step 1: Choose whether you’d like the educational documents to be returned to your address (check 
‘Yes’), or if you’d like us to return the educational documents somewhere else (check ‘No’ and complete 
the address/shipping information in the Return Documents step).  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Step 2: If you need to send a copy of the completed report somewhere, click “Add Additional Copy” and 
complete the information 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 3: Choose your delivery method for the return of the educational documents. We offer several 
different delivery methods. Remember to click “Save Delivery” before moving on. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Documentation Requirements. ECE has specific documentation requirements that vary by country. 
Please review this page carefully to determine which documents need to be submitted to ECE. Original 
documents or documents that need to be delivered in a sealed envelope should be mailed to: 
 Educational Credential Evaluators 
 101 W. Pleasant St. Suite 200 
 Milwaukee, WI 53212-3963 
 USA 
If the documentation requirements indicate a photocopy or scan is acceptable, including translations, 
please email those documents to: ECEmail@ece.org. Please include the order’s reference number in the 
subject line of the email to assist with processing times.   
 

 

mailto:ECEmail@ece.org


 
Payment 
 
Please review your order for accuracy. 

 
 
 
 
 
 
 
 
 
 
 
 
 



Submit payment. Fill in your credit card information and hit “Submit Order”. If you are an invoiced 
customer, simply hit “Submit Order”. You will be billed for this order after it’s completed on your next 
monthly invoice. 
 

 
 
The person that submitted the order will receive email confirmation. Your orders will appear in the 
“Submitted Orders” area of your Dispatch™ Dashboard. 
 

 
 


