
College Applications & Naviance: 
What you need to know!



Create a list of colleges 
you are applying to

…there are two ways.



1. From the “Colleges I’m thinking about” page: 

Step 2: Click on 
the “Move to 
Application list”
link

Step 1: Check the box next to the college(s) that you want to move to your “Colleges I’m applying to”



Step 1:
Click on the “Plus” icon

2. From the “Colleges I’m applying to” page: 



Step 2:
Type in the name of the colleges you will be 
applying to.

Step 3:
Complete the remaining boxes and click the 
“Add and request transcript” button*.  (Some 
schools do not need initial transcripts.  Do not 
request for UW Seattle, Community Colleges or 
University of California Schools (like UCLA).  For 
these, just click on “Add Application”.)

Repeat for additional colleges.

From the “Colleges I’m applying to” page: 



Application Delivery Types

College applications are made directly to the college via one of these methods.  
You are not applying through Naviance



Common App: One Application, Many Colleges! www.commonapp.org



Step 1:
Create a “Common 
App” account:
https://www.commonapp.org/

How to connect (or “Match”) your Naviance account to your Common App account.
(If you aren’t applying to a Common App school, skip this step.)

Step 2:
In Naviance, click on 
the “Match Accounts” 
link. Follow the steps 
so that application 
documents can be sent 
digitally to your 
Common App colleges. 

https://www.commonapp.org/


“Colleges I’m applying to”

Common App is matched

Request 
Transcripts
If not 
already
Requested*

IMPORTANT!
Delivery type not specified by student
(Could delay documents to college…)

Transcript request status

What are
my 
chances 
of being 
accepted?

* Some colleges don’t want initial transcripts.  Do not sent to UW Seattle, Community Colleges, or University of California Schools (like UCLA)



Helpful Hints:
• Limit colleges to the ones you really PLAN 

apply to (easier to manage)
• You will ONLY be able to delete a college 

if documents have not been sent.  
(Transcripts or letters of rec).



Requesting Letters 
of Recommendation



• Many schools don’t need them  
• Check the college website for admission requirements
• Request in person first, then follow up with a request 

through Naviance
• Allow 2 – 3 weeks to be written
• If you are requesting many, pay attention to who is sending 

to what college.
• Don’t forget to send a thank you to the recommender!

Letters of Recommendation



Request a Letter of Recommendation (LOR)

Or “Apply to College”

1. Click on “College Home”

2. Request here



Request a Letter of Recommendation

Step 1.  
Select the teacher.  
Step 2. 
Decide if the letter should 
go to all applications or 
just some of them .  Pay 
attention to the maximum 
number of letters 
allowed, especially if 
applying to many colleges.



Recommendations
Required/Allowed/Requested

Letters of Recommendation



Things to do over the summer!
• Continue researching colleges
• Make a list of deadlines
• Visit college campuses
• Start drafting essays (applications or scholarships)

• Create or review your resume
• Volunteer!


