To upload and send Exemption Requests to the Wyoming Department of Education (WDE), you need to
log-in to the Wyoming Transcript Center (WTC). This requires a WTC user name and password. The
person within your district that has access to the WTC is the person that completes the WDE949 and
WDE950 reporting to the WDE. Please have this person upload and send exemption requests to the
WODE.

After logging into the WTC, you will be on the main Transcript Center page. Please note: The following
screen shots may be different than what you, the user, might see as some options depends on how the
WTC user account is set up.
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Under the ‘Send Student Documents’ heading, select the ‘Send multiple student documents’ option. If
you just have one document to send, then select ‘Send one student document’. Once the appropriate
‘Send’ option is selected, you may have to indicate which institution you are affiliated with due to your
user account settings. The institution does not have to be the actual institution that is sending the
Exemption Request. Please enter the name of the school with which the Exemption Request is
associated.



Once the appropriate ‘Send’ option is selected, you will be able to upload your document(s). The
document has to be a .pdf and should be named ‘District_ Wiser ID’ For example: Laramiel_ 55566677,
or 0101000_44477799.
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Uploaded documents will remain on the WTC for 90 days. Click the 'Upload' button to process new
Exemption Requests.
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Once the 'Upload' button has been selected, you will see this screen. Please select ‘Other Document’.
From your file browser select the .pdf file you wish to upload. After you have a file selected, the
'Upload' button will become available. Click the 'Upload' button. You will then receive the next input
screen:
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This screen is asking for information about the student for whom you are submitting the Exemption
Request. Please fill in the required fields, without using any identifiable information. For example, into
the 'First Name' field please type Request, and into the Last Name field type ‘Exemption’. The Date of
Birth should be the submission date, etc. The WTC requires this information for uploading as this is
how the file will be identified on the WTC. The WDE does not need this information to be specific as it
is in the uploaded file. Once the required information is filled in, select the 'Upload' button on the far
right side of the screen.

Once the file is uploaded, you will be have the option to upload another file if the ‘Send multiple
students documents’ has been selected otherwise, just click 'Next'.



Select the student documents to be sent

Selact one or more student documents from the fist below or upload addRional student documents,

STUDENT PRIVACY PLEDGE
1

Selected Students
et provions Page] Llof 1 next bt Show |10 V| per page
Gender Date of Birth Student # Documest Type View Attachments
Mok D15/2016 12567 Other Documert roe
Femalz 12162016 5 Other Document PIF
Fema of1z/z0is 13 Other Doaument POE
i Last Name ¥ First Hame 7 Middle Kame 7 suffix? Gender? Date of Birth 7 Studest £7 Document Type? Uploaded?
[ v] [ | [ ] [ vl ] vl [ [ v] [
v e i Femse m12/ B Other Document 051202016 10:14:18 AN
i Lt Rt N 1/15{2016 16T Oher Document 1215206 +1L10P4
v Studert tother Femde 12/16/2016 45454 Cher Document 12162016 5324 AN
AF times in loca fime z00e.
Gaard || o

Show |10 V| per page
Atachments

Add sttachment

Add sitachment

a4 A
HAad Fitachment

Nexl

After you have submitted your file document(s), click 'Next":

You will then see the next input screen. Select the ‘Secure PDF Recipient’ tab.
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Once the ‘Secure PDF Recipient’ tab is selected, you will need indicate to whom at the WDE you are
sending this information. Please enter Michelle Carroll and her email address michelle.carroll@wyo.gov
into the appropriate fields.
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Select the 'Set Recipient' button and then the 'Next' button (located on the lower right of the
screen).

The next screen verifies the document(s) being sent and who is receiving them.

Showrg 1943 o snevoee Page Lo e e F L
[ Ceander it of Otk Shudent 8 Docunsent Type Vi Attachments
gz, Femt Hake LS 1245470 Cehear Cogamen: t
Student, Ancther Female 1213672015 545454 Dther Docurment e
fomer, la Femsle oSiafe 13 Ceher Cocament o
Sending Institution
Hame Address
WEE Administracon 2300 CAPITOL AVENLIE, 2HD FLOOR, CHEVENNE, WY 82002
Recipient
M prm Charge Frr Delbvrry
Michate Carmal ichals carrtbrrys gy ® e

Enter a message to be sent with each student document (optional)
| Doy v 512

Click the 'Send' button and the following screen is shown:
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Send Hore Records. Done

This screen confirms the submission. You can now select the 'Done' button.

This process is a little bit more involved than the previous process but what is actually happening is that
you are securely emailing these student level documents to the WDE via the WTC. Once you send these
documents, Michelle receives an email from the WTC notifying her that this information is available for

her to retrieve. This means you no longer have to wonder if the WDE received your information.

For questions about this process, please contact Liz Foster at elizabeth.foster@wyo.gov or (307) 777-
7009.
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