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IMPORTANT NOTIFICATION 

 

It is the responsibility of the Job Seeker to continually check and make sure that your 

application, documents and translations are progressing forward. No other individual will 

be tracking the progress of your application and documents. It is imperative that you make 

sure that everything is in good standing with World Education Services, your home 

country’s  issuing institution, and University Language Services. 

 

It is also suggested that you contact Global Talent Idaho and/or Idaho Department of 

Labor to see if you qualify for receiving a free credential evaluation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:gfinley@globaltalentidaho.org
mailto:Stacey.Shegrud@labor.idaho.gov
mailto:Stacey.Shegrud@labor.idaho.gov
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WORLD EDUCATION SERVICES’ CREDENTIAL EVALUATION    

The following information has been provided by the Word Education Services (WES). For more 

comprehensive information on WES’s Credential Evaluation Services, please visit: 

http://www.wes.org/jobSeekers/index.asp?  

 

A. Complete WES Online Application and Submit Payment    

Application and Fee 

The following is a step-by-step process for applying to WES for a credential evaluation: 

 

Step 1: Go to http://www.wes.org/application/apply_now.asp and under “Step 1: Review the 

Links Below” choose the country where you received your education from. It will show you a 

list of documents that you will be required to have sent to WES for an evaluation. 

 

 

http://www.wes.org/jobSeekers/index.asp
http://www.wes.org/application/apply_now.asp
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 Important Note: If you have completed one or more years of post-secondary study, you 

do not need to submit any secondary school documents with your application, unless it 

is recommended by WES otherwise.  

 

Step 2: Once you have all of the documents required for your credential evaluation, click on the 

Apply Now for use in the U.S. Once you do this, you will need to create an account with 

accurate information about you and your credentials.  

 Important Notification: Make sure that your personal information in the transcripts and 

diplomas match your United States Identification (Social Security and Driver’s License). 

If your United States Identification does not match your transcript and diploma from your 

home country, you will need to click ‘Yes’ underneath the Personal Information section 

where it asks “Do your documents include a previous name that has been changed?” 

https://www.wes.org/apply/createaccount.asp?loc=onlineapp
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Step 3: Once you have filled out all of your information you will be asked for which services 

you would like to choose. It is recommended that you choose the WES ICAP Course-by-Course 

evaluation. This costs $205. 

 

Step 4: Once you have completed all steps, you will be able to pay for the service with a Credit 

Card, Check/Money Order, or Western Union Money Transfer. 

Step 5: Select how you would like your evaluation sent, Standard, Overnight, 2
nd

 Day Air, 3-5 

Days…  

 

Step 6: Once you have paid and completed your online application, you will receive a reference 

number that will need to be included in your documents sent to WES by your documents’ issuing 

institution.  

http://www.wes.org/fees/schedule.asp
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Step 7: Print out the “Academic Records Request Form”.  Your form should be filled out and 

sent to your institution. 

 

Your Academic Records Request Form should be sent three different ways for the best possible 

chance of having your request form successfully completed and submitted to World Education 

Services.  

1. To University By Mail: 

a. Send a hardcopy of the Academics Request Form (signed by you and includes 

WES Reference Number) and the hard color copies of your transcript and 

diploma. 

b. The document should be sent back to WES in the correct format. click here to see 

an example 

2. To University By Email With Attachment: 

a. Scan the completed Academic Records Request Form (signed by you and 

includes WES Reference Number) and email to someone at the University with 

your colored scanned copies of your transcript and diploma. 

b. The document should be sent back to WES in the correct format. click here to see 

an example 

3. To Friend/Family in Home Country 

a. Scan the completed Academic Records Request Form (signed by you and 

includes WES Reference Number) and email it with attached colored scanned 

copies of your transcript and diploma. 

b. Friend/Family Member should print out document and take directly to University 

to have them fill out the Academic Records Request Form. 

c. The document should be sent back to WES in the correct format. click here to see 

an example 

4. IMPORTANT NOTICE: The Academic Records Request Form is recommended to be 

sent through DHL mailing services for reliability.  

Step 8: Next, you will need to send the following documents to WES: 

http://www.wes.org/required/International_Transcript_Request.pdf
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1. Receipt of Payment to World Education Services 

2. Copy of Academic Records Request Form (signed by you and includes WES Reference 

Number) 

3. Hard colored copies of your transcript and diploma 

4. Important Notification: Include a letter stating that you have sent the Academic 

Records Request Form to your issuing institution and they will send it to WES. 

5. Important Notification: If your documents are not in English, you will need to have 

them translated. If this is the case, include in the letter to WES that you will be receiving 

an English translation and it will be sent to WES as well. 

Step 9: If your documents are not in English, you will need to receive an English translation of 

your documents. Please, see section below.  

B. Translation of Documents through University Language Services    Back to Top 

If your documents need to be translated into English, it is recommended that get them translated 

with University Language Services. This process can take place after you have sent your 

Academic Records Request Form to the three options, as well as sent your documents to WES.  

 

Important Notification: Your documents need to be translated and sent to WES before your 

evaluation can be completed. For the purpose of translating your documents, you can send a 

copy of your documents to University Language Services for a free quote on how much it will 

cost you to have your documents translated, please follow the link: 

https://www.universitylanguage.com/quotes/. 

 

Once you have received your translated copies, communicate with University Language Services 

to have your translated copies sent to WES: 

 

WES Reference No.__________________ 

World Education Services 

Attention: Documentation Center 

64 Beaver St, #146 

https://www.universitylanguage.com/quotes/
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New York, NY 10004 

U.S.A. 

 

 

 


