
Step by Step Instructions for Common App and Naviance 
 

Email Mrs. Kalantzis with any questions/issues (ekalantz@psd202.org) 
 

 

STEP 1:  Create a Common Application Account and Complete the FERPA Waiver  
To request transcripts in Naviance, students must first create a Common App account and 
complete their FERPA (Family and Education Rights Privacy Act) waiver.   
 

1. CREATE COMMON APP ACCOUNT 
a) Go to www.commonapp.org 
b) Click on Create at Account, then First Year Student. 
c) Fill out the required fields and click Create Account. 
d) Make sure you write down your email and password! You will need this later. 
e) Go to the Common App tab and click on Education. 
f) Click on Find School and enter Plainfield North, 
g) Scroll down and click Continue (you can work on this later, if you wish). 

 
2. ADD A COLLEGE AND COMPLETE FERPA 

a) Go to the College Search tab and add any school you plan on applying to to your 
college list by clicking the + . 

b) Go to the My Colleges tab and then click on any school you plan on applying to. 
c) Click Recommenders and FERPA in the gray box. 
d) Click Complete Release Authorization. 
e) Read through the Instructions and click the checkbox showing that you understand 

the FERPA explanation and click Continue. 
f) Click the FERPA Form checkbox to show that you understand your requested 

educational records and recommendations can be released to colleges. 
g) Select whether you DO or DO NOT waive your rights to review all the 

recommendations and supporting documents submitted to colleges on your behalf.  
h) Click the checkbox showing that you understand this decision can NOT be changed. 
i) Sign and date and click Save and Close. 

 

 

STEP 2:  Log into Naviance and match your Common App account  
1. On the PNHS website, go to the Quick Links menu and click Clever- Log in with Active 

Directory. 
2. Click Naviance and it will automatically log you in. 
3. Click Colleges I’m applying to. 
4. Fill in the Common App Email Address box with the email address used in setting up the 

Common App account and double check your Date of Birth, then click Match Accounts. 
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STEP 3:  Request Transcripts 
1. If you haven’t done so already, complete and turn in your Transcript Release form.  
2. From the Naviance home screen, click on Colleges I’m applying to. 
3. You will see the schools from Common App uploaded into Naviance on this page.   
4. Click on Request Transcripts, select the schools, and submit the request.   
5. If all of the fields are filled out correctly, counselors will usually be able to process your 

request within 48 hours (after September 7th, 2021). 
 
 

STEP 4:  Request Teacher/Counselor Recommendation Letters  
1. Check each college’s website you are applying to see which require a letter of 

recommendation from a Teacher or Counselor. 
2. If your colleges requires letter(s), attempt to ask in person first (email, secondary).   
3. Send that person a resume detailing your extra-curricular activities for more info.  

Please allow for 2-3 weeks notice to complete letter and inform the recommender 
aware of deadlines.   

4. Counselors have access to then upload your letter directly into Naviance with no extra 
steps on your part.  

5. You must officially request the letter from Teachers through Naviance (Naviance sends 
teachers an email with instructions for uploading/sending the letters directly to colleges 
through Naviance)  

a. From the Home screen under Colleges, click on Letters of Recommendation. 
b. Click Add Request. 
c. Select a Teacher. 
d. Select which colleges you want the letter sent to. 
e. Give the teacher extra information in the personal note section. 
f. Click Submit Request. 

 
 

STEP 5:  Sign up for College Admissions Rep Visits  
1. From the Home screen under the Colleges menu, click Research Colleges,  

 then College Visits. 
2. Click Register Now if you are interested in attending, mark it on your calendar, let your 

teacher know you will miss class, and ask for any make-up work. 
3. You will be sent a pass the day of to report to room 300.   
4. Attendance will be taken during the session and you will be responsible for making up 

any missed work. 
 
 
 


