Student: Setting up Common App in SchooLinks
How to link your Common App account, add your school to Common App, complete FERPA and start applying to colleges.
Connecting your Common App account requires the following steps be completed before you can make full use of Common App in SchooLinks:
Linking your Common App Account
Adding your High School
Completing FERPA Authorization
We will also review one additional optional step of requesting a fee waiver as well.
(Optional) Applying for a Fee Waiver on Common App
1. Linking your Common App Account
The first time that you use the College Applications manager, you will need to connect your Common App account.
Setting up Common App in SchooLinks as a Student
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On the College Applications dashboard, click Connect.
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You will see a list of instructions based on whether you
A) have an existing Common App account or
B) need to sign up for a Common App Account.
Click Connect Common App Account and Common App will open in a new tab.
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If you have an existing Common App account, login using the email and password you used to create your Common App account.
Note: if you created your Common App account before 8/1/2021 you will need to follow the steps on the screen to roll it over to next year.
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If you have NOT made a Common App account before, click “Create an Account” to fill in your account details and create a new account
Next, you will need to check the box next to I Agree to confirm that you want to share your Common App data back to SchooLinks. This is required to use Common App in SchooLinks.
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Once you have successfully linked your Common App account, you will be redirected back to SchooLinks. You will now see your status as “Connect” on your External accounts card!
2. Adding your High School
The next step in setting up your Common App account is adding your current high school. This helps Common App know where your application will be coming from.
	On the College Applications dashboard, click Login in the bottom left section to access Common App. If you have already completed the previous step of linking your account, Common App should be open in a different tab.
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	On the Common App website, go to the Common App tab and click open the Education section. Then click Find School.
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	Find and select your school and click continue.
Make sure your High School is correct. Otherwise, teachers and counselors will not be able to submit recommendations.
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3. Adding your first Common App School and Completing FERPA Authorization
Now that you have your account set up, let's add your first school! This will also allow you to complete the step of FERPA Authorization which must be done when you add your first school.
	On the College Applications dashboard, click Submission Tracker.
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	Select a school from your Final List to start tracking.
You can also click Add School to search for additional colleges to track.
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	Select the Application Method as Common App.
Click Save Application to continue setting up this application
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	Click Add College to Common App and Common App will open in a new tab
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	Login to your Common App Account
(if you're not already logged in)
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	You will see this school added to the list of schools on your dashboard. Click into the school.
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	Click on the Questions section under “Application” and complete the "General" Section, particularly the "Preferred start term" and "Preferred Admission Plan" so that you can establish a deadline for this application.
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Now that you’ve added this school to your applications in Common App, you can continue to apply through Common App with the results and status tracked through SchooLinks!
Note: If you already added schools in Common App prior to linking your accounts, these will be added to your submissions tracker during the sync. 
But let's not celebrate just yet - you'll need to complete the FERPA Authorization if you want to be able to request Teacher Evaluations for Common App.
	Go to the "Recommenders & FERPA" of this application. If you have not already added your High School to the Common App tab, you will be prompted to do this first. See “Adding your High School” for additional instructions
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	In the "Recommenders & FERPA", click Complete Release Authorization. 
Review the instructions before selecting whether or not to waive your rights. Once you add your signature, click Save and Close.
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	Click back into the SchooLinks tab on your browser and click “Refresh Page” in the popup.
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You can now begin tracking your application on SchooLinks!
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4. (Optional) Applying for a Fee Waiver on Common App
This is an optional step if you wish to apply for a fee waiver.
	On the College Applications dashboard, click Login to Common App in the bottom left section to access Common App. If you have already completed the previous step of linking your account, Common App should be open in a different tab.
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	Go to the Common App tab and click on the Profile section. Open the Common App Fee Waiver section
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	Answer “Yes” to the fee waiver statement and select all the indicators in the list that apply to you.
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	Sign your name and click Continue.
Note: Your counselor will also be asked to confirm that you are eligible for this waiver.
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