
How to Enter a Records Request Online  

1. Go to https://fortmorganco.scriborder.com/ 
2. Select an option from the left-hand side menu. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://fortmorganco.scriborder.com/


For the purposes of this How-To Guide we will be displaying the Parent or Former 
Student Request form as a Parent. 

1. Fill out required information. Required information has a  next to it.  
2. The first section is information about your student. 

 

3. If you do not have a SSN, or choose not to provide it, click on the "?" and select 
"Do not have SSN" button to bypass 

 

 



4. The next section is your information as the Parent/Guardian. 

 

5. If you do not have a driver’s license, or do not wish to provide it, click on the "?" 
and select "Do not have ID" button to bypass. 

 

6. Email address is your email so we can provide order updates or contact you if 
there is a question. 

 

7. Special instructions are for anything specific that is needed. (E.g., physical copy 
needed and mailed to address, need transcript signed and sealed in envelope, 
need notary, etc.) 

 

8. Click on the blue “Add Delivery Address.” 

 

a. If you would like the records send to a college, for “Address Type:” select 
“Educational Institution.” Start typing in the college name and it will auto 
populate the school. If it does not auto populate, please provide the 



college’s information. You can add more than one address if applying to 
multiple schools, click “Add Additional Addresses.” 

b. If you would like the records send to you, for “Address Type:” select 
“Other” and fill in the required information. Note: we will still email the 
records to the email provided. 

c. If you would like the records sent to an agency or employer, for “Address 
Type:” select “Other” and fill in the required information. If you have an 
email or fax number, please provide that in the special instructions box. 

 

 



9. Select which records you want under “The Information Type(s) Requested.” 

 

10. Your Initials must match what is in the “Current Name / Requester Name.” Fill in 
initials by first and last name or first, middle, and last name. 

 

11. Sign document. 

 

12. Click “Proceed to Checkout.” 

 

13. Answer the Verification Questions. These questions are to ensure the requestor 
is who they say they are. Note: if you select “I do not wish to answer this 
question” multiple times, we require a Photo ID be uploaded to your order to 
confirm the identity of the person requesting the records. 

14. Your Initials are the same as what you put on the previous page 
15. Click “Certify Answers.” 
16. To print or save your confirmation information as a PDF, click “Print Receipt For 

Records.” 


