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STEP 2- COMPLETE YOUR APPLICATIONS 

Once you have completed Step 1, complete your college applications. 

Å For some colleges, you can use their website for the application. You'll make an account, and the 

application only goes to that one school. Follow all instructions from that college's website. This 

is called direct to the institution in Naviance when you are adding the college

Many of you will use the Common App, which you can send to multiple 

schools. If you are using Common App, you MUST follow these steps 

before requesting a transcript so that we can send your materials to 

your schools. 

1. Create a Common App account ( www.commonapp.org). Save your login info. 

2. In the Common App tab, complete the "Profile" and 
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STEP 3-REQUESTING TRANSCRIPTS IN NAVIANCE 

Be sure to request Transcripts at least 7 SCHOOL DAYS before your application 

deadline! 
 

1. You cannot request a Transcript through Naviance until you have: 
1. Submitted your signed Transcript Authorization form (Step 1) to Mrs. 

Press in the Student Services Office 
2. If applying through Common App: must have created account; completed 

FERPA waiver, Matched with Naviance 
3. Please do not request transcripts  

 

2. Log into Naviance. From COLLEGES menu, click Colleges I'm Applying To. 

3. Click the red "Add" button and follow all steps below: 

¶ Which college are you applying to? Use the drop-down or type the name of 

the desired college and select from the options. 

¶ App Type click the drop-down to








