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Please note: Naviance Student has 
a different look and feel, but the 
steps in this video are the same.

Common App Account Matching Video

https://www.screencast.com/t/wJlv73VNdeA
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Students should follow the steps in this video to learn how to set up 
their Common App account & how to sign the FERPA Release Waiver.

Please note: Naviance Student has a different look and feel, but the steps in this video are the same.

Step 1 a: Create Common App Account & 
sign the FERPA Release Waiver

https://www.screencast.com/t/wJlv73VNdeA
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1. Go to Colleges I’m Applying To List. 

2. Select the Match Accounts button at the top of the screen to Match Accounts.

3. A new tab will open in your browser to the Common App website. 

4. Enter the email and password address used for the Common App account.

5. Click Sign In.

6. Check the “I Agree” Checkbox to authorize the connection.

7. Click Connect.

8. You will receive a notification to be directed back to Naviance.

9. Green checkmarks, your Common App account information, and FERPA completed notice 

will appear for confirmation.

10. Once you match your account, schools from your application list in Common App will feed 

into your Colleges I’m Applying To list in Naviance.

Step 1b: Match Common App & Naviance 
Student accounts
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1. Select Match Accounts.

2. You will be redirected to Common 

App site.

3. Enter the original email address 

& password that you used when 

creating your Common App.

4. Check the “I agree” 

checkbox. 

5. Click Connect.

Now, all your Common Applications will automatically feed into your Colleges I’m Applying to list in 
Naviance. Now, you should request transcripts & Letters of Recommendation in Naviance!

4. Click Sign In.

Match your Common App and Naviance Student 
accounts
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Step 2a: Add colleges to Colleges I’m Applying 
to List
OPTION 1
1. Go to Colleges I’m Thinking About List.

2. Select the colleges or universities using the checkbox to the left of each school.

3. Select the Move to Application List at the top.

4. Select Application Deadline (e.g., RD, ED, EA, etc.).

5. Select How You’ll Submit Your App (e.g., Common App, Direct to Institution).

6. Check if you have submitted your application to the school.

7. Select Add and Request Transcripts button.

8. Select the type of transcript being requested.

9. Select Request and Finish.

10. Students should only add colleges to this list and request transcripts if they have already applied 

to the school or are very certain they will apply in the future.
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Option 1: Using Colleges I’m Thinking About list

Select “Colleges I’m Thinking About” from Colleges tab or My Favorites on your 
homepage
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Option 1: Add Colleges to List

1. Select the 
College/University.

2. Select Application 
Deadline.

3. Indicate how you are 
applying.

4. Indicate if you are applying Test 
Optional.
5. Check the box if you’ve submitted 
your application

6. Select Add Application for 
application documents only or Add 
And Request Transcript for 
application documents and 
transcript request.
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Request Transcript

1. Select the type of 
transcript you are 
requesting.

2. Ensure school 
name(s) is correct.

3. Select Request 
and Finish.
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Step 2a: Add colleges to Colleges I’m Applying 
to List
OPTION 2
1. Go to Colleges I’m Applying To List.

2. Select the blue plus sign to add a college to the application list.

3. Search for the name of the school.

4. Select App Type (e.g., RD, ED, EA, etc.).

5. Select How You’ll Submit Your App (e.g., Common App, Direct to Institution).

6. Indicate if you will apply test optional.

7. Check if you have submitted your application.

8. Select Add Application & Request Transcript.

9. Select the type of transcript being requested.

10. Select Request and Finish.

11. Students should only add colleges to this list and request transcripts if they have already applied to the 

school or are very certain they will apply in the future
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Option 2: Using Colleges I’m Applying to

Select “Colleges I’m Applying to” from Colleges tab or My Favorites on your 
homepage
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To add colleges to your application list, you will:

1. Click Blue circle with the plus sign.

2. Type the name of the college you are applying to.

3. Indicate your application decision type.

4. Say how you’re applying (should only choose Direct to 

Institution).

5. Choose whether you will use test scores.

6. Check the box if you have submitted your application. 

7. Select Add and Request Transcript. 

Option 2: Using Colleges I’m Applying to
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Request Transcript

1. Select the type of 
transcript you are 
requesting.

2. Ensure school 
name(s) is correct.

3. Select Request 
and Finish.
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1.  Go to Colleges > Colleges I’m Applying 

to.

2.  Select + Request Transcripts.

3.  Select the type of transcript being 

requested.

4.  Select any other schools that need 

transcripts.

5.  Select Request and Finish

Note: You should only request transcripts if 
you have already applied to the school or are 
very certain you will apply in the future

Step 2b: Request Transcript for College 
Application
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Request Transcript

1. Select the type of transcript you are requesting.

2. Ensure school name is correct.

4. Select Request and Finish.

3. Add any more schools that need a transcript 
sent.
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1.  Go to Colleges > Colleges I’m Applying 

to.

2. Select Manage Transcripts.

3. Select the type of transcript being 

requested.

4. Select What is this transcript for.

5. Select Transcript due date.

6. Enter Recipient Name & Information.

7.Enter Notes.

8.Select Request and Finish.

Step 2b: Request Transcript for College 
Application
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Request a Transcript



This document is considered PowerSchool Private and hence confidential. It should not be copied, distributed, or reproduced in whole or in part, or passed to any third-party without PowerSchool written 
consent.

20

Requesting LORs
1. Go to Colleges I’m Applying To List
2. Select Letters of Recommendation (LOR) at the 

bottom of the list
3. Select Add Request
4. Select a recommender
5. Select which colleges the request is for
6. Include a personal note

Best practice is to include a note. This 
assists the teacher in remembering special tasks 
or events.

7. Select Submit Request
8. Select Request and Finish

Step 3: Request Letters of Recommendation
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Tracking Transcript & App Materials Status
1. Go to Colleges I’m Applying To List
2. Check the Transcript column to review when a counselor has submitted a transcript

Note: The transcript column will say ‘sent’ if the transcript has been sent
3. Check the Office Materials column to review when a staff member has indicated that all materials 

have been sent for that application
4. The Office Materials column will say ‘submitted’ if transcripts and any other required materials, like 

Common App forms or other school-specific forms, have been sent

Step 4: Track Transmission Status in Naviance
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1. Go to Colleges > Colleges I’m Applying 

to.

2. Select + Request Transcripts to 

request transcripts for college 

applications.

3. Select the Manage Transcripts for 

other transcript requests. 

Step 4: Track Transmission Status in Naviance
How do I request more transcripts?
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1. Go to Colleges > Colleges I’m Applying to.

2. Select Manage Transcripts. 

3. Monitor the Mailed (Initial), Midyear, and Final columns to determine whether the 

transcript has been sent.

Step 4: Track Transmission Status in Naviance
How do I know if my transcript has been sent?
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Tracking LOR Status
1. Go to Colleges I’m Applying To List
2. Select Letters of Recommendation at the bottom of the list
3. Check the Status column to review  when a teacher has submitted a LOR

Step 4: Track Letters of Recommendation 
Submission Status
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• Mail Only: Documents can only be sent by mail.

• Common App Mail only: Documents can only be sent by mail.

• Common App: Common App docs can be sent through eDocs.

• Electronic: Documents can be sent through eDocs.

• Electronic: Documents can be sent through eDocs.
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eDocs Delivery Type Icons
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