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National Student Clearinghouse
13454 Sunrise Valley Drive, Suite 300
Herndon, Virginia 20171

703-742-4200
www.studentclearinghouse.org

EnrollmentVerify Credit Card User Guide

This annotated user guide was created to help you better understand how to use EnrollmentVerify. If you 
have questions or need assistance, contact the National Student Clearinghouse at 703-742-4200 or 
enrollmentverify@studentclearinghouse.org.

STEP 1: ENTER ENROLLMENTVERIFY

● Go to www.studentclearinghouse.org.

● Click the “Verify Now” icon in the left margin
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STEP 1 (cont’d)

● Under “Verify Current Enrollment Now!,” click “New & Returning Users Enter Here.”

● You must read the EnrollmentVerify Terms & Conditions and click “I Agree” to continue.

EnrollmentVerify accepts 
all major credit cards. 

All transactions are secure.

Discounts are available to 
EnrollmentVerify members. 

Click “Open an EnrollmentVerify 
account” to  learn more.

You will be asked to certify that 
the subject of your search has 
applied for products, services or 
employment that require his or 
her enrollment to be verified. 
You must click OK to continue.
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STEP 2: SEARCH FOR A SCHOOL

● Click the “Select a School” button. This will open a new small browser window.

● Type in the name of the school (you can type part of 
the school name if you are not sure of its exact name).

● Or you can select the state where the school is 
located from the state dropdown box to view a list of 
all participating schools in that state.

● After you submit your search, EnrollmentVerify will display 
a list of schools that match your search criteria.

● Click the name of the school you want and it’s name
will automatically appear in the “School Name”

box on the verification request page (see Step 3). 

Don’t see the school name you want?

● Search for the school again entering more specific information (like the full name of  the school).
● Make sure you selected the correct school.
● Many schools are similarly named. Use the location to assist you in your selection.
● Many schools have multiple campus locations, make sure you choose the correct campus.
● Clarify the official name and location of the institution with the subject of your verification.
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STEP 4: ENTER YOUR CREDIT CARD INFORMATION

● Enter your credit card data. The verification fee will be displayed in red at the top of this screen.  

● Click “Submit Request.”

Your credit card number and verification
fee will be displayed in a small 
pop-up window. Click OK to continue.

STEP 3: ENTER THE SUBJECT’S INFORMATION

● Once you’ve successfully selected the school, you will need to complete all of the required fields on 
the verification request page (these fields are marked in red). IMPORTANT: If you do not know your 
subject’s Social Security number, enter 000-00-0000. Do not make up a number. 

We suggest you also complete 
as many of the non-required 
fields as you can.

● Click “Submit Request.”

S
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STEP 5: VIEW YOUR VERIFICATION

If we find a match for your request in our database, you will receive a successful verification.

Occasionally an institution will not verify enrollment even when a student is currently enrolled, such as when a 
student has exercised the right to restrict the release of information without consent or there is a hold on his or 
her record. You should ask the individual to contact the institution directly to request the necessary verification.

NOTE: If the subject attended 
the institution but is NOT 
currently enrolled, it will be 
noted on your verification 
above the attendance 
history table.

You should record the red 
transaction ID# located at 
the top left of the 
verification. To print your 
verification, click the printer 
icon at the top right (to save 
it, right click the icon and 
select “Save Target As”). 


