Florida State College
at Jacksonville

Producing an Enrollment Verification

Enrollment verifications are requests that often come from employers or other organizations in order to
confirm that a student is indeed enrolled at FSCJ. The College cannot complete an enroliment
verification for a given term until the end of the Add/Drop period for the term. All enrollment
verifications are now processed by Student Records specialists.

1. Navigate to Main Menu >
Campus Solutions > Records
and Enrollment > Enroliment
Verifications > Enroliment
Verification. Input the student’s
EMPL ID and click search.
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2. The academic institution and
date to be printed default for
you. Input the fields from term
and to term for the academic
history data to be included in
the verification. You can only
select terms that the student
has enrollment history for at
FSCJ.
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3. Check the boxes for Current
Program, Earned Degrees,
and/or Cumulative and Term
GPA if you want to include this
information in the verification.
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4. Click on the Address tab.

If the enrollment verification is
going to the student, check the
Send to Requestor box and
select the Address Type for the
student.

Verify that the student’s address
is correct and click OK.

If the enrollment verification is
going to someone other than
the student, type the name in
the Send to field. Input USA for
country. Then select the Edit
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Address link to input the
address and click OK.

5. Click on the Notes tab. Add
any additional information that
the student may have requested
to be included in the
verification, and click Save.
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6. Go back to the Enrollment
Verification Request tab and
select the Print button.
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7. Click on the Report Manager
link.
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8. When the report has finished
running you will see a link to the
Enrollment Verification Report
PDF. Click on that link and you
will see the enrollment
verification report you
generated.
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