
The ins and outs of Naviance 
and what you need to know for 

Senior Year

Westminster High School Class of 2023

Naviance for Seniors!



After Today You Should Be Able To:

❖Navigate your way around the Naviance platform

❖Identify Colleges that you are interested in through Naviance.

❖Register for College Visits

❖Identify colleges that you are applying to on Naviance.

❖Locate and complete the Letter of Recommendation Survey

❖Request Letters of Recommendation

❖Request Transcripts

❖Identify scholarship opportunities through Naviance.



NAVIANCE TOOLS and eDocs

• All Carroll County High School students applying to college must use 
Naviance. All of the college application details will come through 
Naviance, including the college search.

• Access your account through the Clever Portal using your CCPS Active 
Directory User Name and Password. Access Clever Portal from the 
Students and Parents resources on CCPS website. www.carrollk12.org

• Quick Access: Naviance

Clever Portal

http://www.carrollk12.org/
https://succeed.naviance.com/main/dashboards/dashboard.php


Getting Started 

Your Home Page: Pt 1

Save all colleges you 
are interested in here

You will need to save 
each school that you 
are applying to in this 
section and request 
transcripts.

Click Home – This is 
where all college 
information is held. All 
College Visits will be listed 
at the bottom of the 
College Home Screen. 



Getting Started 
Your Home Page: Pt 2

All College Visits will be listed in 
this area. Click on Show more for 
additional colleges that will be 
holding virtual college visits. 

The Letter of Recommendation Survey 
must be completed before a letter of 
recommendation will be written by a 
teacher or counselor.



College Visits
Register for College Visits by following the steps below

1. Go to Colleges Home page (top of Naviance home screen)

2. Scroll to the bottom of page to see the College Visits Tab

3. Click on Show More

Click to add text



College Visits
• Click the register button to register for that specific college visit.

• Visits will be in person during FLEX 9:00-9:30 am and virtual at 2:30 pm.

• You can only register for 1 college visit per time slot.

• We have requested that colleges use Google Meet for virtual visits but 
they may use Zoom or Teams. The type of virtual call will be in the 
registration information. 



Naviance College Search:
Click on colleges to 

research schools 
that meet your 

criteria

SuperMatch



Learn more about 
school details

Know your 
deadlines!!



Compare your scores 
to the average 

applicant to see your 
fit



Application Information: Know the application process & deadlines

Types of Applications: applications went live on August 1st

• Common App, Coalition, School Specific (you will be completing your application in 
one of these application types – including the following: demographic information, 
self-reported grades/G.P.A, essay, etc.)

• If using Common App you must match your Common Application Account to your 
Naviance Account – please see slides 16 and 17 of this presentation for steps.

• All supporting documents must be requested and sent through Naviance 
(transcripts, letters of recommendations, WHS school profile, etc.)

• Please verify that you have requested transcripts and letters of recommendations to be sent 
via Naviance. Please reference the video and the following slides in this presentation for 
steps.

Types of Deadlines:
• Early Action/Priority Deadline: the best chance for admissions and scholarships. 

Often in fall/November 1.

• Early Decision: binding commitment – if you are accepted to the Early Decision 
school you must withdraw all other applications.

• Rolling: applications are reviewed as they are received- the earlier you submit, 
the better.



Using Naviance for Transcripts and 
Recommendation Requests



Add colleges to Colleges I’m Applying To list

1. Go to Colleges I’m Applying To List

2. Click on the pink add button
3. Search for the name of the school 

and select Add Application & 
Request Transcript

4. Select App Type (e.g., RD, ED, EA, etc.)

5. Select How You’ll Submit Your 
App (e.g., Common App, Direct to 

Institution)

6. Select Request and Finish
7. Students should only add colleges 

to this list and request transcripts 
if they have already applied to the 
school or are very certain they 
will apply in the future



Preparing for Letters of Recommendation: 
Completing the Letter of Recommendation Survey

Most colleges require a letter of recommendation. Students requesting 

recommendations must complete the “Letter of Recommendation Survey” 

located on your main page under Important To-Dos and Tasks or under My 

Planner. This should be completed as soon as possible. 



Preparing for Letters of Recommendation: 
Asking your Teachers/Counselors

• Once the Letter of Recommendation Survey is complete you can reach 
out to your teacher/counselor to make a formal request either in 
person or via email. This must be done prior to adding the request 
in Naviance.

• At this time only WHS teachers and Career and Tech teachers can be 
added in the Naviance Letter of Recommendation Request section. If 
you want a letter of recommendation from a Coach or outside 
recommender they will need to send the LOR directly to the school of 
your choice.

• If you would like a letter from a Counselor, we will be uploading your 
LOR's in a different location (you cannot add a counselor in the letter of 
recommendation section)

• Please make these requests at least 10 days prior to deadline.

• Please note that all letters of recommendations will be sent through 
Naviance from this point forward.



Request Letters of Recommendation
Requesting LORs
1. Go to Colleges drop down (at top of screen)
2. Apply to College
3. Select Letters of Recommendation
4. Select Add Request
5. Select a recommender (WHS teachers only)

6. Select which colleges the request is for
7. Include a personal note
8. Select Submit Request
9. Select Request and Finish



Matching the Common App Account in 
Naviance

Students should follow the steps in this video to learn how to match their Common App Account in Naviance. 

1. Go to Colleges I’m Applying To 
List

2. Select the hot pink bar to Match 
Accounts

3. Enter the email address used for 
the Common App account

4. Confirm that the birthdate is 
correct

5. Select Match Accounts
6. Once a student has matched 

their account, schools from their 
application list in Common App 
will feed into their Colleges I’m 
Applying To list in Naviance

http://www.screencast.com/t/gxEQkElyo1


Match your Common App Account

1. Select Match Accounts

2. Enter the email address that 

you used in Common App 

account

3. Enter or confirm your Date 

of Birth

4.  Select Match 

Accounts

Now, all your Common Applications will automatically feed into your Colleges I’m Applying to list in 
Naviance. Now, you should request transcripts & Letters of Recommendation in Naviance!



Request Transcripts

Requesting Transcripts
1. Go to Colleges I’m Applying To List
2. Select Request Transcripts at the 

top of the list
3. Select the type of transcript being 

requested (initial transcripts are sent 

first)

4. Select each college you wish to send 
your transcript

5. Select Request and Finish

Note: You should only request 
transcripts if you have already 
applied to the school or are very 
certain you will apply in the future



Request a Transcript

1. Select the 

Type of 

transcript 

you’re 

requesting

2. Confirm which school you’re 

requesting for

3. Add any more schools you’d 

like a transcript for

4. Request and Finish



Check Transcript Request Status

How do I know if my 

transcript has been 

sent? 

Watch the Transcript 

Request column to 

determine when the 

transcript has been sent

How do I request 

more transcripts? 

Select Request 

Transcripts

How do I know if my counselor has submitted everything I need for 

an application? If the Office Materials column says “submitted”, this means all 

necessary materials from your school have been sent



Track Submission Status in Naviance

Tracking LOR Status
1. Go to Colleges I’m 

Applying To List
2. Select Letters of 

Recommendation at the 
bottom of the list

3. Check the Status 
column to review  when 
a teacher has submitted 
a LOR

Tracking Transcript & App Materials Status
1. Go to Colleges I’m Applying To List
2. Check the Transcript column to review 

when a counselor has submitted a 
transcript

• The transcript column will say ‘sent’ if 
the transcript has been sent

3. Check the Office Materials column to review 
when a staff member has indicated that all 
materials have been sent for that 
application

4. The Office Materials column will say 
‘submitted’ if transcripts and any other 
required materials, like Common App forms 
or other school-specific forms, have been 
sent



Requesting your transcript for Scholarship 
Applications

• Click on “Colleges I am applying to”

• Click on “manage transcripts”

• Click on large pink + on right hand side

• Click “Other transcript”

• Check “What type of transcript are you requesting?”

• Check “What is the transcript for?”

• Enter the transcript due date

• Fill out “where are you sending the transcript?” You must add an address. If you need the 
transcript delivered to you add that in the notes.

• Click “Request and Finish”

• Repeat procedure for all additional transcripts



Let’s sum it up! 
1. Log-in to Naviance and begin exploring!

2. Begin saving schools to your "Colleges you are interested in"

3. Request Transcripts for schools that you are 100% sure you are applying to.

4. Complete the Letter of Recommendation Survey

5. Email Teachers/Counselor asking to write you a letter of recommendation (if 
required) in advanced.

6. Once you get approval from your recommenders add teachers in the teacher 
recommendations section.

7. Complete your applications and monitor Naviance and documents

Contact your counselor if you need any help!!! We are here for you during this 
exciting process!!

Information will be updated in the Counseling Google Classroom as well as the 
Naviance folder in the school counseling website. 
https://www.carrollk12.org/schools/high/whs/SchoolCounseling/

Breathe, remember that your School Counseling staff are here to help!

https://www.carrollk12.org/schools/high/whs/SchoolCounseling/

