
Instructions for downloading enrollments and SOAs from Ascend  
before the March 31 portal termination. 
 

How to download Ascend Enrollments 
1. Find a 2021 enrollment 

2. Search by confirmation number 

3. Click to open your lead 

4. Select the “Print” icon 

5. Click save or print 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



How to download Scopes of Appointment 

1. Find a “Client” 

2. Search for name under “All Leads” 

3. Click arrow to the right of “Zip” 

4. Click arrow to the right of “Scope of Appointment” 

5. Click “Download SOA” 

6. Click save or print  

 

 


