How to use Naviance to request that records
(transcript, counselor documents) be sent to colleges.

1. In Family Connection, click on Colleges on top right-hand side of the
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|® Colleges - Mozilla Firefox l u[i]ﬂ

Eile Edit Miew Higtory EBookmarkq Tools Help

@ = C fat E Maviance,

(2] Mast visted P Getting Started (50 Litest Headlines

bR Hittps: {fconnection, naviance  com/Family-connection/colleges] 77~ |*- capture website scresnshot ]

@ colleges

Penfield High School Logged in as: Charlie Chief (log outy

colleges I'm thinking about
Go :
MORE SEARCH OPTIONS == CD”EQES I'm aEEI ing to Mo upcoming visits

transcripts

test scores
college match college maps
college compare scattergrams
college lookug acceptance history
college search enrichment programs

college resources

]

=)
— — . - 1 - I — = ® IF T —
@ Athletics - Mozilla Fi... || @ Infinite Campus - M... il @ Downloads “ .@ Teresa kneezel - In. . !! B Dacument1 - Micros... !! @ Microsoft PowerFoi,.. ! @%1! 241 AM

MO ) colieges - ozl Fi..

2. Click on “Colleges I'm applying to”.



3. Click on “+ add to this list”.
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4. Click on “lookup” to add a college to your list.
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Use this page to tell your counselor about colleges to which you are definitely planning to apply. Click "Nyokup” to find the name of each college. Click the

"request' check box in the Transcript colurmn if you need the school to submit a franscript to that college Nfyou are not sure about applying to certain colleges yet,
Go you should add thern to your list of prospective colledes.
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5. Search for the college by name or browse through the list of colleges our
students have applied to in the past.
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6. Click on the school.
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7. Check the type of college application (e.g., Regular Decision, Early
Decision).
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8. Continue adding additional schools by clicking “lookup”. When you are
finished adding colleges, click “Add Colleges”.



9. To request a transcript, click “request transcript”.
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10. Check the boxes next to the schools to which you would like transcripts
sent.
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11. Click “Request Transcripts”.
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12. Note the confirmation note that the transcript has been requested.
Counselors will also provide the college with a counselor letter of

recommendation if that is required by the school.

\

|® Colleges - Mozilla Firefox \

File Edit Wiew History  Bookmarks Tools  Help

@ i C Lt

sy https:,l’,l’c%nnectlon.nawance.comJ‘Famlly-chnectlonJ‘cDI\eges,l’transcrlpt,l’status,l’conflrmat|Dn,|’\"our+transcr\pt+raquests+hava+been+subm|tted.

hrdd |-'—" capture website screenshot )-|

Most Visited 3 Getting Started |50 Latest Headlines
J 9 Colleges Ll

Penfield High School

colleges

[E——

MORE SEARCH OFTIONS ==

colleges I'm thinking about
colleges I'm applying to

college visits

college match
college compare
college lookup
college search
College resources
collede mans

Lagged in as: Charlie Chief {log oufy

@ Confinmation

Yourtransecript reguests have been submitted

transcript status

Anblicatio

Confirmation Number College

2523563 SUMNY Alfred
2523565 SLUINY Binghamton
2527262 Eastman Sch of Mus
2523702 Monroe CC
2543593 StJohn Fisher Call

You do not have any other transcript requests.

Requested Due
9i10/09
9i10/09
911509
9i10/09
917509

11510

Mailed Mid-Year
pending
pending
pending
pending

pending

Final Confirmed Receipt

[v]

Dane

m‘} @ Infinite Campus - Moz... M @ Infinite Campus - Moz... ﬂ @ MNaviance Succeed - ...

0
=

ﬂ @ Teresa Kneezel - Inb...

ﬂ @ Microsoft PawetPoint ...

@ng” 10:01 &M




13. You can track when records have been submitted by our counseling office
by clicking on “Colleges I'm Applying To” under the “Colleges” tab.
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