
Requesting Transcripts in 
Naviance

All MCA Seniors must use this option for transcripts

Former students and alumni should use the online Transcript Request Form

https://www.metrolinachristian.org/academics/upper-school/transcript-request


Transcripts

Naviance URL: https://student.naviance.com/metrolinaca

Naviance User Name format is:

Capital First Letter First Name, Full Last Name, Graduation Year

Example: TParks2019

Initial Password is: Metrolina

https://student.naviance.com/metrolinaca


Transcripts

• Log in to Naviance and click COLLEGES tab – COLLEGES I’m applying to



Transcripts

Click REQUEST TRANSCRIPTS



Transcripts

Select university after 
completing application

Select Initial. 
Final transcript is sent after graduation – do not select.

Unofficial scores are automatically sent unless you tell Mrs. 
Shields in person or via email you want them removed.

Request and Finish



Transcripts

Update Application Status – Click EDIT pencil



Transcripts

Check box “I’ve submitted my application” and 
“I’ll submit my application” with either Direct to the Institution or 
Common App



Transcripts

Finished!

You can track your status by clicking Manage Transcripts


