
Letter of Recommendation Instructions 
Students can now request Letter of Recommendations through Naviance. 

Your requests will appear on your Teacher Recommendations page in Naviance.   

 

Teachers can update the status of requests with either: Requested, In Progress, Submitted or Cancelled. 

1) To upload the letter: Select the Upload File option.  This will take you directly to the students e-docs page in 
Naviance (see below).   

 

2) You can now select either the Upload button or the +Add button next to Teacher Documents to load your letter.  
Now find the file and upload.    

 

 

Note** If the student is using the Common Application (ask them or just do it just in case) you MUST complete the 
Teacher Evaluation form as well.  Select Prepare a form and complete the Common App Teacher Evaluation.  Also, under 
the Ratings section, you MUST complete the ratings for the student. 

 


