


College App Process – Step 2
Begin College Applications 
Once you have submitted your signed Records Release (Step 1), then you should begin your college applications.  Generally, college applications can be submitted in three ways:  college specific applications, Coalition for College Application, and Common Application.
Application Type #1:  College Specific Application For some colleges, you can use their own application, typically available electronically on their website.  You’ll make an account, and the application only goes to that one school.  Follow all instructions from that college website.
Application Type #2:  Coalition for College Application  Prepare for & apply to college with the Coalition for College (coalitionforcollegeaccess.org)
Application Type #3:  The Common Application 
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Description automatically generated]If you are using Common App, you MUST follow these steps before requesting a transcript so that we can send your materials to your schools.  
1. Create a Common App account (www.commonapp.org).  Be sure to save your login info.
2. In the Common App tab, Complete the “Profile” and “Education” sections*.
3. In the College Search tab, search for the college(s) you are applying to, and click the “Add to My Colleges” button. (You may edit this list and can keep adding schools to your My Colleges list). You must add schools here BEFORE you can request a transcript through Naviance.
4. Select any one of the colleges you listed in your My Colleges tab. Then, from the menu on the left, under “Application,” click on “Recommenders and FERPA” and complete the FERPA waiver:
a. When completing the FERPA Waiver, click the first option: “I waive my right to review all recommendations and supporting documents.”   
b. Note: Do not request any recommendations through your Common App account.  See instructions for requesting teacher and counselor recommendations.
5. Complete the “Matching” process in Naviance
a. In Naviance, go to “Colleges I’m Applying to.”
b. Click “Match accounts.” 
c. When prompted, enter your Common App username and password, click “agree”, click “connect and continue.”
*Here is some information you will need to complete the Profile and Education sections of your Common App:
· Class of 2026 class size:  451 students
· GPA Scale:  4.0 (weighted) Do not include your unweighted GPA 
· CEEB School Code:  390488
· Class rank: “N/A” (district does not rank).  You do NOT provide your rank on Common App or on your applications.  
· In the “Education” section of the Common App tab, you select your current high school, and the dates of entry, which should be Sept 2022 (this is when you entered 9th grade).  You do NOT indicate your CB middle school as a separate school in Common App.  If you attended a school outside of CB for any grades 9-12, indicate that in the “Other Secondary/High Schools” tab. 


· You will need an unofficial copy of your high school transcript (available in your student portal under “Reports”).  Some colleges ask you to self-report your full academic record (9-12) in the Courses & Grades section.  (Please note that this step is different than completing a Self-Report Transcript & Academic Record System -STARS)
· When entering your courses, choose “year-long”(not block scheduling), enter your final course grades, and the credit value.

· A copy of your test scores and dates.  If you decide to report your scores, you have the option to enter scores for SAT/ACT tests, and to enter dates of upcoming tests you plan to take.  If you are applying as test-optional we do NOT recommend including your test scores on your application.
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