ENROLLMENT SERVICES PROCESS DOCUMENTS
HOW TO ORDER A SPANTRAN EVALUATION

Step 1. Visit https://www.spantran.com/application/
Step 2. Enter your name and contact information

Step 3. Select your Country of Study (Use the drop down arrow to choose the country you studied in)

Step 4. Answer the ‘How did you hear about us?’ and ‘To who will you be submitting your evaluation?’
questions. Please be sure to indicate Williston State College for both of these.

Step 5. Select ‘Next’ to proceed
Step 6. Select ‘I know what Evaluation I need’ to proceed. (If you need help choosing an evaluation you can
select the other option).

Step 7. Choose your Evaluation Service:



General Analysis: First year students who have only completed high school and no college
coursework should choose this option.
Course Analysis: Choose this option if you have attended a college/university. If you have
attended a college/university you must choose this option, you do not have the option to only
complete an evaluation for your high school. Failure to order the correct evaluation type can
result in needing to reorder and additional charges with Spantran.

Step 8. Choose your Processing Time


WSC recommends the 15 Business Day option if you have at least 1 month or more until the
Admissions Deadline. If you have less than 1 month until the Admissions Deadline, you may want to
look at choosing an expedited processing time.

Step 9. Enter WSC’s Application Code for a Discount on your purchase: NDSTWSC15

Step 10. Select ‘Next’ to proceed

Step 11. Enter your Academic History

You can see discount
was applied

Step 12. Additional Services-Translation Services


Select the option that fits your situation
o If your documents are not in English, you should select ‘My documents are in a Foreign
Language and I need a quote for translation services.
 Spantran will send you a follow up email to the email address you indicated on this
application with an additional cost quote for the translation services. Please be sure to
check your email. You will need to reply to Spantran confirming this cost and make the
payment before they will begin the translation or evaluation services.

Step 13. Verification Services


Choose between the 2 options for Verification
o ‘I will arrange for my issuing institution(s) to send SpanTran document(s) directly. I understand
SpanTran will send me instructions on how to submit official copies of document after my
application is complete.’
 If you are able to request your official documents to be sent by the issuing institution
directly to Spantran, you can choose this option. You will be responsible for requesting
your documents to be sent to SpanTran. Please note the processing time begins only
once SpanTran receives your official documents. You will not be charged any additional
fees.
o ‘Please perform Verification Services for an additional cost’
 If you only have copies of your documents and are unable to get official documents sent
from your school directly to Spantran in a timely manner, you will need to pay for
Verification Services. This is highly recommended if you are from a country where it is
difficult to contact your school, if your school no longer exists, if your school is in a wartorn country, etc. This option saves you time and hassle of getting in touch with your
school.

Step 14. Answer ‘In which country do you need verification services?’


You should choose the country that your documents are from

Step 15. Select ‘Next’ to proceed
Step 16. Upload your documents from your device using the ‘Browse’ button.


Please note if you are unable to upload your documents at the time you are completing the
application, you can continue and submit your applications and then send your documents to
Spantran via email at a later time. Please email documents directly to apps@spantran.com

Step 17. Select ‘Next’ to proceed
Step 18. Delivery Method


Please choose ‘Mail Residential Delivery’ option and have your evaluation sent directly to:
Williston State College Admissions
1410 University Avenue
Williston, ND 58801

You must have an official
hard copy sent to WSC.

Step 19. Select ‘Next’ to proceed
Step 20. Review your information and sign to confirm.

Step 21. Select ‘Next’ to proceed to payment and submission
Step 22. Payment & Submission


Enter your payment information. Be sure to enter information accurately.

Step 23. Submit Application!!!


You should receive a confirmation message that your application was submitted and payment was
received. Save your Reference Number as this will be how you can check on your evaluation
application!

Step 24. Check your Email for emails from Spantran (VERY IMPORTANT!)


Be sure to check your email for emails from Spantran regarding confirmation of order, translation
quotes, and additional steps to take. If you receive emails regarding additional costs to pay or steps to
take you must complete these before your evaluation will be completed.

