Completing a WES credential evaluation
Final candidates for faculty, EPA non-faculty, SPA, and post-doctoral positions who obtained their highest degree(s) outside of the United States are required to obtain a credential evaluation through World Education Services. (http://wes.org/) 

Please follow these instructions:
1. From the WES home page, select “For Job Seekers”

· http://www.wes.org/jobSeekers/
2. Begin by choosing either “Get Started,” “Get a WES Evaluation,” or “Apply Now” 
· http://www.wes.org/application/apply_now.asp
· Step 1: Review the information listed 
· Step 2: Under “For use in the U.S,” choose “Apply Now”
3. Create an Account

· https://www.wes.org/apply/createaccount.asp?loc=onlineapp
· Check that the report is for use in the U.S

· Complete all required information 

· Select “Create an Account” 
4. First Tab: Personal Info

· Fill in additional information 
· Click Continue
5. Second Tab: Your Education

· Fill in all education information for internationally obtained degrees to be included in the report. Do not include secondary school information, only post-secondary/higher education
· We require that your highest degree be evaluated, but strongly suggest that all internationally obtained degrees be included. (unless you are being hired for a faculty position – then you must include all graduate level degrees to meet the Provost transcript requirement) WES charges only one fee, regardless of how many degrees are included in the evaluation. However, please consider if there will be any issues in obtaining the required documents for any degrees that are not required to be evaluated  prior to including them in the evaluation to avoid delays.

· Click Continue
6. Third Tab: Your Evaluation

· Select “to apply for employment” from the drop down menu.  
· You may chose whichever report you would like. However, we require only the minimum WES Basic, Document-by-Document service.

· Choose to “Add Recipient”

· Choose “Educational Institution” from the drop down list

· Enter “North Carolina State University” and click Search

· Choose “North Carolina State University” from the search results

· Choose “Human Resources - Dept. Background Check Program”

· Click Continue
7. Fourth Tab: Services & Fees
· Choose the delivery option for the report that will be sent to you; NC State will receive the report electronically by default
· Click Continue
8. Fifth Tab: Payment Information
· Select your method of payment

· Click Continue
9. Sixth Tab: Review & Submit

· Verify information; read and accept Terms and Conditions

· Submit Application

10. Remember, you are responsible for ensuring that all required documents are sent to WES. This most likely will require you to send copies of particular documents to WES, as well as arranging for your school to send particular documents to WES directly. In some cases there may be additional steps or translation requirements. Reference the document requirements for your country(ies) of education: http://www.wes.org/required/
· Remember: Include your WES Reference Number on all documents/envelopes sent

· Remember: Use the  Academic Records Request Form when applicable:
· http://www.wes.org/required/International_Transcript_Request.pdf
· Remember: In most cases, documents will not be returned to you. Closely follow the instructions based on your country of education
If you have specific questions about your particular evaluation, you should contact WES. 
· WES Help Center: http://help.wes.org/
· Electronic Ticket/Email Submission: http://wes.org/support/ (suggested)
· Customer Service Phone Number: 212-966-6311 (anticipate lengthy hold times)
· Fax Number: 212-739-6100 (ensure reference number is on all fax pages)
· WES Mailing Address (By Postal Mail):
WES Reference No.____________________
World Education Services
Attention: Documentation Center
P. O. Box 5087
Bowling Green Station
New York, NY 10274-5087   USA
· WES Mailing Address (By Courier): 
WES Reference No.____________________
World Education Services
Attention: Documentation Center
64 Beaver St, #146
New York, NY 10004   USA

If you have general questions or have been unable to resolve an inquiry after contacting WES, please contact the Background Check Program, at 919-513-5230 or background-checks@ncsu.edu. 
