
NAVIANCE QUICK GUIDE 

 
Common Application 
 

1. Create an account through Common App, 
     www.commonapp.org 
2. Go to 'Colleges' then 'Colleges I'm Applying To' 
3. Complete waiver form (Blue Box), using Common     
    App username and password 
4. Click 'Submit' 
 

Requesting a Transcript 
 

1. Go to the 'Colleges' tab 
2. Click on 'Colleges I'm Applying To' 
3. Click 'request transcripts' 
4. In middle column, look up college that you are 
    requesting a transcript 
5. In first column, indicate the Type of application 

(regular decision, rolling, EA, ED, etc) for each  
college 

6. Scroll down and click 'Request Transcripts' 
 

NCAA Clearinghouse Transcript Request 

1. Student must register with NCAA Eligibility Center 
    (link located on Naviance home page in left hand 
    column under links) 
2. Student must request a transcript for NCAA from 
    the NCAA website. Follow directions provided on     
    their site. 
 

Requesting a Teacher Recommendation 

1. Complete Student Profile ‐ Must complete before 
     Recommendation will be written. 

a. Go to 'About Me' link 
b. In left hand column click on 'Student        
Profile' 
c. Save document after completion 

2. Verbally request recommendation from teacher. 
3. If teacher agrees, go to the 'Colleges' tab 
4. Click on 'Colleges I'm Applying To' 

a. If applying Common App complete 
FERPA Waiver (blue shaded area), if not 
applying Common App skip to step 5 

5. Scroll down, under Teacher Recommendations, 
    click 'Add/Cancel Requests' 
6. Select teacher from drop down menu (Option – 
    you may add a personal message to each teacher) 
7. Scroll down and click 'Update Requests' 
 

Requesting a Counselor Recommendation 

1. Follow steps for requesting a teacher 
    Recommendation. Counselor names will appear in 
    the teacher drop down menu. 
 
 

Bethel Park High School 
309 Church Road 
Bethel Park, Pa 15102 
CEEB: 392-270 
 
 

Sending SAT/ACT Scores 
 
1. Must send SAT scores from: 
www.sat.collegeboard.org 
2. Must send ACT scores directly from: 
www.ACTstudent.org 
(BPHS will include all SAT and ACT scores on your 
transcript) 
 

Sign up for a College rep visit 

1. Click on 'College' tab. 
2. Under 'My Colleges' in right hand 
    columns, upcoming scheduled college visits     
    appear. 
3. Click on details next to your visit to view 
    additional information regarding the visit. The 
    college visiting, date, time, location,    
    representative's name and any additional    
    information will be listed in this section. 
4. To register for the event, click on 'view all 
    upcoming college visits'. Next to each college visit, 
    'sign up' will appear. 
5. Click on 'sign up' and then click on 'sign me up' at           
the bottom of the information. If a student will not 
be able to attend, at any time, you can follow the 
above steps and instead of 'sign up' appearing next 
to each college, 'cancel' will be listed. Click on 
'cancel' to remove your name from the list.  

6. Students who have registered for a college visit 
through Naviance will receive an e‐mail 
confirmation, 24 hours prior to the college visit. 
Please print out the e‐mail and use it as your pass to 
attend.  

7. Arrive on time for your scheduled college visit. 

Scholarship Search 

1. Click on 'College' tab. 
2. Scroll down and click on ‘scholarships’ 
3. For LOCAL scholarships, click on ‘scholarship list’ 
 

Checking transcript status 

1. Go to the 'Colleges' tab 
2. Click on 'Colleges I'm Applying To' 
3. Scroll down to college and status will be listed 
    under ‘transcript’. Student can also click on 
    ‘view detailed status’. 

http://www.sat.collegeboard.org/
http://www.actstudent.org/

