
Requesting Transcripts 
Via Naviance

Step by Step Instructions



Requesting Transcripts

Do NOT request transcripts until after you have submitted your 
application via Common Application, the Common Black 

College Application, or directly to the college. 
We can see through Naviance if you have submitted your 

application!



Requesting Transcripts

Be Aware of Deadlines!

1. If a college allows self-reporting, you do 
not have to request a transcript. 

2. Transcripts must be requested 10 days 
prior to the application deadline.

3. All transcripts must be submitted by 
October 22nd to meet the November 1st 
deadline. 

Note: It takes time to submit transcripts, especially if 209 
of you are submitting 8-10 transcripts. Keep this in mind 
when waiting until the last minutes. 

4. Follow the instructions on the following 
slides on how to request your transcript 
via Naviance.



Go to https://student.naviance.com/mcauley
Click on ‘Student’ and login into your account

https://student.naviance.com/mcauley


Click on ‘Colleges That I’m Applying To’



If you have yet to sync your Common Application account with 
your Naviance Account, or you are applying to a college not on the 
Common Application, click the ‘+’ to add a new application. 



1. Type the name of the college you 
are applying to. 

2. Select the app type 

3. Select how you will submit your 
application, whether it be through 

the Common Application or the 
colleges direct application.

4. Check ‘I’ve submitted my 
application’

5. Click Add and request transcript



Check ‘Initial’ 

Do NOT request your scores. 
You will need to send your 
scores via your ACT portal at 
myact.org if colleges want 
official scores.

Add where you want your 
transcripts sent.

Click ‘Request and Finish’



If you have already added applications, make sure you to check 
Submission Type BEFORE requesting transcripts. DO NOT REQUEST 

TRANSCRIPTS UNTIL YOU HAVE HIT ‘SUBMIT’ ON YOUR APPLICATIONS. 



Check Submission Type BEFORE requesting transcripts!

Make sure the Submission 
Type on your list matches 
how you actually submitted 
the application!

If the submission type is 
incorrect, your application 
processing could be delayed 
on the college’s end!

Applied 
through the 
Common 
Application

Applied 
directly to 
the 
institution

Haven’t 
Decided 
how you 
will apply



If you need to change the Submission Type, click ‘Edit’.



Editing Submission 
Type

Indicate how you actually 
submitted your application. 

Click ‘Save College Application’



Once you have confirmed submission type, you can click on 
‘Request Transcripts’.



Check the ‘Initial’ box, and click the arrow under ‘Where are you sending 
the transcript(s)’?



Check the schools’ you would like to send transcripts to.
Your application MUST be submitted before you request transcripts. 

Click ‘Done’.



Click ‘Request and Finish’.



You will now see the transcripts ‘requested’ on your ‘Colleges I’m 
applying to’ page. 



You can also click ‘Manage Transcripts’ to see the status 
of your transcripts. 



Questions? Contact your College Counselor
Mrs. Lynch 
College Counselor
mlynch@mothermcauley.org

Ms. Mixan
Director of Student Services
College Counselor, Athletes
kmixan@mothermcauley.org

mailto:mlynch@mothermcauley.org
mailto:kmixan@mothermcauley.org

