NA~~NCE

https:// connection. navi a nee .com

SAT & ACT SCORES
MUST BE SENT
THROUGH COLLEGE BOARD & ACT.org
**This includes to the NCAA Clearinghouse (9999).

***You receive 4 free during the time of registration***

COLLEGE APPLICA TION CHECKLIST

__ l. Complete your Resume on Naviance then create a printable copy.
__ 2. Personally visit each teacher to request letter of recommendation
__ 3. Request teacher letter of recommendations on Naviance (Give 2 weeks' notice)
__ 4. Enter colleges that you are applying to on Naviance (Colleges Tab) - be sure to select the correct application deadline
using the drop down menu under "TYPE." Remember: Early Decision is binding and means that if you are accepted, you will
withdraw you application from all other schools. Early action is not.
__ S. If you are applying to schools using the Common Application, go to www.commonapp.org to register. Make sure you have
two or more CA schools before starting.
__ 6. If using the Common Application, you must complete the FERPA Release Authorization form on the Common Application.

__ 7. If using the Common Application, complete the "Common Application Account Matching" on Naviance (blue box under
Colleges tab)
__ 8. Complete the college applications online either with common appor the colleges own online application. Update that you
have completed and submitted your application in Naviance. You do this BEFORE anything from the school is sent.
__ 9. Request transcripts in Naviance (& via email or phone from high schools NOT in WCBOE if appropriate)
__ 10. Complete the college application cover sheet and email or bring to your guidance counselor to get your transcripts,
LOR's, school profile, etc sent (Electronically in document library in Naviance or paper copies in guidance)
__ 11. You send your SAT/ACT scores through those online organizations. There is a fee.
__ 12. Check Naviance weekly for scholarship updates (Scholarship List under Colleges tab)
__ 13. Update the admission decision given by the college.
__ 14. If accepted, take your letter to your counselor so a copy of your acceptance letter can be made, along with any
scholarships the university may be offering you (this may come as a separate letter in spring). Please provide this, even if you decide
not to go to that particular school.
__ 15. Complete the FAFSA
__ 16. Once you commit to a school (usually by May 1), make sure to submit acceptance fees and housing fees as appropriate,
along with an additional information (normally financial) to your college as requested.
__ 17. You are responsible for submitting any AP scores (through College Board) and dual enrollment transcripts (through the
Registrar's office at Wor-Wic/SU/UMES) to your colleges.
__ 18. Apply for scholarships both at your college and in the community. Make your counselor aware of any scholarships you
win throughout the year too.

YOU CAN DO THIS! TAKE IT ONE STEP AT A TIME ...

J't

SCHOLARSHIPS

***PLEASE KNOW YOU ARE ALWAYS WELCOME TO COME TO GUIDANCE TO GET HELP WITH ANY PART OF THIS PROCESS. YOU
CAN EVEN JUST SIT IN THERE AND USE THE COMPUTERS TO WORK ON APPLICATIONS & SCHOLARSHIPS.

How to update your resum e

l.

Go to "About Me" and select Resume

2.

Pick a category from the dropdown menu to update for your resume.

~

t:J

a.

Objective - What you want to do afterhigh school and your plans to get there - short and sweet

b.

You will not need all categories, so use what works for you. Some things will overlap just be consistent where you
decide to put things.

3.

Once finished, select the next tab that says create printable.
a.

Check all of the boxes and then save.

b.

You can edit your resume and then just resave with new date.

How to request a teacher letter of recommendation (LOR)
l.

Make sure your resume in Naviance is current, since this is what teachers and your counselor will use to write your letter.
This is in the "About Me Tab." Make sure to save a printable version of your resume once it is complete.

2.

See the teacher in person and ask if he/she is willing to provide it for you. Let them know you will send an email requesting
a letter of recommendation through Naviance. {Available starting Sept 15) If you do not see them in person and just send
it through Naviance teachers may decide NOT to write your letter.

3.

Choose teachers that know you and you had a good experience with

4.

Click on the "Colleges" tab and then "Letter of Recommendations"

S.

Click on "Add Request"

6.

Click on the teacher name from the dropdown menu than college(s) from the list that you want that teacher to write you a
letter of recommendation for. Write a short message asking for the letter of recommendation. let the teacher know your
resume is in Naviance. Give a date that you would prefer for the letter to be done by. Give at least two weeks' notice.

7.

NOTE: If colleges have a max number of LOR's that will be accepted, you may only request that many teachers to write

8.

2-3 is all that you need to requests. Very few colleges will take more than that.

9.

The counselor will also write a recommendation, but you do NOT request that as a teacher LOR; it is a required document.

letters for that school. Ex. 2 LORS accepted = you can only ask 2 teachers to upload for that school

10. After your add a request, an email will be sent to the teacher notifying him/her of the request

How to Apply to College Using Naviance/Family Connection (USE COMMON APP. if available for 2 or more of your schools)
l.

2.

Go to "College I'm Thinking About" and move any college you will be applying to into "Colleges I'm Applying To"
a.

Click on the box next to the college you want to move

b.

Click on "move to application list"

c.

Under "type," select the deadline to which you will be applying

d.

Click on "add application"

Enter the colleges you are applying to under the "Colleges I'm applying To" tab.
a.

3.

Click on "add to the list" and look up the college

b.

Look up by college name

c.

Use the drop down menu under "type" to select the deadline to which you will be applying & request a transcript

Go directly to the college's website to find the actual application. Complete & submit application. What Naviance does is
allows the counselor to send your letters of recommendations, counselor evaluation, school profile, transcript, etc. You
CANNOT send these files yourself in your application. We submit them after your submit your application.

4.
S.

Once you have applied to the college, go in and update that you have applied on your list of colleges in Naviance
Let your counselor know that you are ready for your school files to be sent by submitting the College Application Cover
Sheet.

6.

If there is a box next to the college with a "CA" in it, this college accepts the Common Application.
a.

If you have 2 or more colleges that accept the Common App., you should use it!!! You only have to fill out one
application and can send it to any of the schools on the participating list!

How to Apply Using the Common Application {Link to this on Naviance home screen)
l.

log onto www.commonapp.org

2.

Create a user name and password

3.

Follow the directions on the Common App. Website

4.

Write down your Common App. log-in information
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S.

Complete the FERPA release authorization on the Common App. website - YOU ARE ALLOWING YOUR TRANSCRIPT &

6.
7.

Log into Family Connection with Naviance
Click on the "Colleges" tab and then click on "Colleges I'm Applying To"

RECOMMENDATION LETTERS TO BE SENT TO COLLEGES ON YOUR BEHALF

8.

Fill out the large blue box at the top - Common App. Account Matching - Enter your Common App. email address NOT your
family connection one!

9.

Make sure to identify that you are applying to that school with the Common App when asked in Naviance.

How to Request a Transcript
l.

Select the Colleges tab in Family Connection.

2.

Click the Transcripts link, listed in the Resources section of the tab (bottom left).

3.

Click Request transcripts for the type of transcript you are requesting.

4.

Enter the necessary information. This will differ based on the destination of the transcript.

S.

Click Request Transcripts.

6.

Once requested, transcript requests are managed from Transcript Request Manager.

7.

If you transferred from another school during high school NOT in the Wicomico County Public school system, you will need
to contact that school via phone, email, or in person, requesting your transcripts be sent to your colleges and the NCAA
clearinghouse (if appropriate). You will probably need to provide them with addresses to send them too and there could be
a small charge.

Note: Final transcripts can only be requested if you have identified that you have been accepted to the college in which you are
requesting a final transcript. Additionally, an initial transcript must be sent before the final transcript can be sent. Mid-year
transcripts will be sent to all colleges applied to after second term report cards go home. At the end of the year, you are
responsible for sending the college you pick your AP scores and any dual enrollment grades from that College.

How to have your Transcript, Letters of Recommendation, etc Submitted to Colleges you submitted applications to - College
Application Cover Sheet
l.

The College Application Cover sheet can be found in your document library or in guidance.

2.

Please complete one for each college you are applying to.

3.
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Email or bring to your counselor when you are ready to have your information sent to colleges (after you have completed &
submitted your application). But please give at least two weeks in advance of all due dates.

Complete your FAFSA - Free Application for Federal Student Aid
l.

-

Opens October 1 and closes March 1, but should be submitted by January 15 if applying to MD colleges to not miss out on
scholarship opportunities. Complete the FAFSA for the year you will be starting college (not the current year).

2.

Use last years submitted tax returns

After you Receive Admission Notification, and/or Financial Aid Awards
l.

Once you hear an admission decision from the colleges, go on your college list and click on the pencil.

2.

Update the admission decision given by the college

3.

Take your letter to your counselor so a copy of your acceptance letter can be made, along with any scholarships/financial
aid awards the university may be offering you (this may come as a separate letter in the spring). Please provide this, even if
you decide not to go to that particular school.

4.

Submit any extra information requested by your college; often that includes additional financial aid documents

S.

At the end of the year:
a.

Update Naviance to show what college you plan on attending on your college list

b.

Your counselor will send your final transcript once completed by the county (usually a few weeks after graduation,
but by June 30)

c.

You submit any AP scores. Go to College Board to do this. You may already done this if you put your school on
your AP form this year when you tested.

d.

You submit your dual enrollment college grades to your colleges. Request an official transcript from the registrar's
office. Some colleges charge a fee for this.

Submitting Service Learning Hours
l.

Log into Naviance and select X2Vol in the purple box at the bottom right.

2.

You should already be registered, but if not complete the registration.

3.

Serve. x2¥~L
Reflect.
Repeat.
Lou tno p.ipu. Keep

the- ttoül"$.

Select "Create New" to add a new project. You may flag a project as reoccurring, so you only request the hours and re-do
the reflection essay to re-submit.

4.

Make sure the hours are for a non-profit organization and you complete your reflection; otherwise the hours will be denied.

S.

Make sure to enter the person in charge's name and email address. X2Vol will automatically email them a verification

6.

Hours will not post until officially accepted by your counselor. This is done monthly.

request.

Accessing Scholarship List
l.

Select the "Colleges" Tab

2.

Select "Scholarship List"

3.

Select the blue "Deadline" link towards the top in the middle. This will sort the scholarships by deadline.

4.

Click on any scholarships to learn more details and gain access to the pdf file of the application to print and complete or
select the link for online applications. Make sure MMHS students are eligible to apply BEFORE you spend time completing
the application.

S.

You may also select the "National Scholarship" link under the colleges tab or on the home page there are links to other
outside scholarships resource sites under links on the left-hand side.

