How to add your counselor so they can provide the Secondary School Report along
with a Letter of Recommendation (if needed).

Students: You will need to start your application and add all the personal information
that it asks for in addition to adding the colleges you want to apply to. You need to
make sure to have your “current school” information filled out under the Education
section before you can add your counselor.

Step 1: Under the My Colleges tab you will find all your schools that you are
applying to.
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Step 2: Next you will want to click on the Recommenders and FERPA tab:
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Step 3: You will need to waive your FERPA Rights- this will allow your counselor
and/or other recommenders to upload documents including your letter of
Recommendation.

Step 4: Once FERPA is waived you will see this page:
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Recommenders are people who will submit forms to colleges on your behalf. This page shows
College Information which recommender types this college needs. Each college will have different requirements.

Application
v FERPA Release Authorization
Questions
View Details v

Recommenders and
FERPA

X X Invite recommenders
Review and Submit -
Common App Use this section to invite and then assign recommenders to this college. You'll need to assign
recommenders for each college on your list.

Seattle University -
Invite Recommenders

(D Counselor

You must invite a school Counselor who will complete the School Report and other forms for you.
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(D) Teachers

Please select and assign the Teacher(s) below whose recommendation will be submitted to this
college on your behalf. You must invite a teacher with the Invite Teacher button before you can
assign them to this college.

Required: 1 Optional: 1
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Step 4: Click on the Invite Counselor button and then submit your counselor’s
contact information and click invite!

Step 5: If you are needing a Counselor Letter of Recommendation, be sure to also
submit the correct MS Form for your counselor.



