How to Get an OFFICIAL Transcript for
Your College Application

In order to get an official transcript for your college applications, you'll need to log your application into
the College Application Manager in Schoolinks:

1. Log into your Schoolinks account via Clever.

2. From your Dashboard, click on the Colleges tab, and select “College
Applications” from the dropdown menu:
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3. Click on the blue “Let’'s Go” button to begin the process (if you've already
completed the setup, then skip to step 7):
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Welcome to College Applications

Track applications and request important documents, like transcripts and
recommendation letters, all in one place!
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4. Fill in the fields for your birthday, email and home address. Use the email
address that you are using on your college applications—we recommend that
you use a personal email, not your school email. Then click “Next”:
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Personal information

Use the same information you are using in your callsge application forms.

o] 1520309_101341_61954_12@dema.com

Home address
Use ome address you are using in your college application forms. This is needed for some
eeds to send to colleges.




5. If you qualify for a fee waiver, check the applicable box, or check “None of
the above apply.” Then click “Next”:
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Do you qualify for an application fee waiver?

The cast of applying to colleges can add up! Some colleges waive application fees for students who
demonstrate financial need

To see f you qualify, check off any boxes that apply to you

Student has received of is eligible 10 receive an ACT or SAT testing fee waiver.

Studentis enrolled in or eligible to participate in the Federal Free or Reduced Price Lunch program
(FRPL).

Student's annual family income falls within the income Eligibility Guidelines set by the USDA Food and
Nutrition Service.

Student is enrolled in a federal, state or local program that aids students from low-income families
(e.g.TRIO programs such as Upward Bound).

Student's family receives public assistance.
Student lives in federally subsidized public housing, a foster home, or is homeless.

Student is a ward of the state or an orphan

None of the above apply.

In Common App and Coalition you afee ough your tion or C:
profile. For other applications, we'l help you see if you qualify and request a fee waiver from your
counselor if you do.
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6. Read the information about FERPA and why you need to waive your FERPA
rights so that we can send the college to which you're applying information
about you, such as your transcript and recommendation letters. Then click “
have fully read and understood the FERPA Release Authorization
explanation...”. Select the “l waive my right...."” button, and complete the rest
of the required information. Then click the “Finish Application Setup” button:
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How does FERPA relate to your college application?

+ FERPA gives you the right to review letters of recommendation if you are enrolled in college that
saves the recommendations, OR you are 18 or older

To waive or not to waive?

« Waiving your right lets colleges know that you don't intend to read your recommendations, which
helps reassure colleges that the letters are candid and truthful

+ If you choose not to waive your right, some recommenders may decline to write 2 letter for you, and
some colleges may disregard letters submitted on your behalf

Still unsure how to respond?
« That is OK. Many students are. Before you move on, take a moment to discuss your decision with

your counselor, anather school official, or your parent/legal guardian. You can also read our FERPA
Help Article

I have fully read and understood the FERPA Release Authorization explanation
above. | give permission for my school to release materials, including my transcript,
to the colleges to which 1 am applying

Please select one:
| waive my right to review all and supporting
submitted by me or on my behalf.

(O D0 NOT waive my right to review all and
submitted by me or on my behalf.

Your Signature

—,rypz your name o sign electronically

I understand that my waiver or no waiver selection above pertains to all colleges to
which | apply and that my selections here cannot change after submitting this form.

7. Click on the blue “Add Application” button from the College Application
Manager:
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Complete the student checklist to mark an application completed. Add a result to a mark a completed application as accepted.



8. Type in the name of the college to which you are applying, and select it.
Then click “Add Application”:

Add application

Select a college to add:

Q_ angelo state

[ Angelo State University

Choose application status:

?
7 Completed & ] ©] B &
In progress pending Accepted Waitlisted Deferred Withdrawn
results

Cancel Add application

9. Select the method by which you are applying (Common App, ApplyTexas,
etc), and any other fields of information. Check the applicable requirements
buttons, and then click “Save Application”:
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Admissions Application info Financial Aid

[ Application status: /7 In Progress 7’ ]

We've added the appiication method, application type and document destination available for this cofiege. If you cart: find the
¥" option you're locking for, let us know in the chat.

Application Method

COMTRL, YeApplyTexas

Application Type

Rolling

Doc Destination

This college is In-Network. Wel make sure your materials are sent electronically where they need to go.

Program Name (Optional)
il s i if you're 3pplying 10 2 program that requires 3 different appiication

Student requirements

Select ary of the fallowing that apply to this application. You can afways add of remove from the studer: checkist later if you change your
mind

Financial aid

1 will be submitting a school-specific Financial Aid Application to this institution.

1 will be completing the FAFSA form and will need to designate this institution 1o receive my
information in the FAFSA portal

Scores and performance

1 will be submitting test scores along with my application to this institution. Optional ®

g | vill be submitting 2 Self-Reported Academic Recor along with my applicationto  optional
1 will be submitti Self-R d Academic R d (SRAR) &l ith licati
this institution.

U SchooLinks does not submit any test scores or reparts on a student’s behalf



10. From this next screen you can see the details of your log entry for this
application. On the right-hand side, in the Counselor Documents section, you
can see that a transcript request for this application has been added:
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11. This tells yOou that your Cou nselor has been alerted so that ’rhey can send

the transcript to this school for your college application. Once it has been
sent, you will be able to see detailed information about when it was sent and
received/viewed by the college, along with a document id# for tracking
PUrposes:

COUNSELOR DOCUMENTS

We've researched what documents are required and automatically requested them from your
counselor.
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