
The Scoir Guide to the 
Common App
How to complete 
Recommenders and FERPA, 
Fee Waiver, and Early Decision



How To Use This Guide

● This guide has been written to help you complete the Common App and is written 
from the point of view of a student who attends a school that is sending documents 
to colleges via Scoir.

● It is recommended that you download, print, or keep the guide open and available as 
you complete the Recommendations and FERPA, Fee Waiver, and Early Decision  
sections of the Common App.

● If you have any questions about a section, it is always best to ask your school 
counselor first. 
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Early Decision Contracts in 
Common App

Once you’ve added schools to the My Colleges list in Common App, 
there will be multiple sections to complete for each school. This 

guide will focus on Questions



Early Decision Contracts
In the Questions section of the Common App, you will be prompted to enter information 

on the preferred start term and admission plan for a particular school. 

❑ Check the checkbox
❑ Add your digital signature and any other required information



Early Decision Contracts in Scoir
In Scoir, any time a school is moved to the Applying List, you will be asked to indicate 

the Application Type. 



Early Decision Contracts in Scoir
If you choose Early Decision, you will be prompted to complete an ED 

Agreement. 



To complete the ED Agreement:
❑ Check the box 

❑ Choose the guardian you wish to sign or enter your guardian’s information
❑ Click “Save & Sign”

Early Decision Contracts in Scoir



You can check the status of the ED agreement by clicking Application 
Documents.

Early Decision Contracts in Scoir



Recommendations and FERPA in 
Common App

Once you’ve added schools to the My Colleges list in Common App, 
there will be multiple sections to complete for each school. This 

guide will focus on Recommendations and FERPA.



FERPA in Common App
The FERPA Release Authorization is the first requirement in the Recommenders and 

FERPA section. The FERPA release will ask if you would like to waive your FERPA rights. This 
means that you will not be able to request access to your educational records like letters of 

recommendation. 
It is recommended that you waive these rights but be sure to check with your counselor. 

In Scoir you will also be asked to complete a FERPA release.
 Be sure the answers on both releases are the same!



The first screen will have instructions explaining what the release is with a checkbox 
indicating that you have read and understood the FERPA release authorization. 

❑ Check the Box and hit “Continue”

FERPA in Common App



The second screen will ask you to complete the authorization. 

❑ Check the boxes, choose one of the bubbles, add your digital 
signature and the date, and choose “Save and Close”

FERPA in Common App



FERPA in Scoir
If your counselor has the FERPA waiver enabled in Scoir, you will be 

prompted upon login to complete the FERPA waiver and release. One 
waiver is for your high school and the other is for the college.

❑ Click “Get Started”
❑ Choose the bubble to either Grant or Not Grant the waiver
❑ Choose “Sign and Continue” to complete both documents



Recommendations in Common App
As a part of your application, you may be required to invite a 
Counselor Recommender and Teacher Recommenders. 

If a recommender is listed as optional, it is advised that you add the recommender; 
however, you should always check with your counselor first.



Counselor Recommendations
When adding your recommender, it is important to only include their first name and last name. 

This tells the college that your documents will be coming from outside of the Common App.
 

❑ Choose Invite Counselor
❑ Add your counselor’s First Name and Last Name ONLY and choose “Invite”



Once you have entered your counselor information, you will see a warning indicating you must 
download all PDF forms and provide them to the associated recommender. 

You can ignore this message. All of your forms will be completed in Scoir.

Counselor Recommendations



❑ Choose Invite Teacher
❑ Add your Teacher’s Subject, First Name, and Last Name ONLY 

❑ Choose if you would like the teacher to complete an evaluation (letter of rec)
❑ Choose “Invite”

Teacher Recommendations



Once you have entered your teacher’s information, you will be prompted to download a PDF.

You can ignore this as your teacher will complete their recommendation in Scoir.

Teacher Recommendations



Other Recommender
As a part of your application, you may be able to invite an 

Other Recommender. 

If a recommender is listed as optional, it is advised that 
you add the recommender; however, you should always 

check with your counselor first.

When inviting other recommenders, you 
may choose to either:

a) Invite them via the Common App and 
include all information: They will receive an 

email inviting them to upload their 
recommendation which will be delivered to 

the college via Common App.

Or

b) Ask them to provide the recommendation to 
your counselor: Your counselor will upload 

the document into Scoir to be sent along 
with the other application documents 



Recommendations in Scoir
❑ Login to your Scoir account

❑ Make sure all of the schools you are applying to in Common App have been added 
your Applying List (WHY!!!)



Recommendations in Scoir

❑ Choose Application Documents



Recommendations in Scoir
❑ Choose “Request a Recommendation”

❑ Enter your teacher’s information, the college you would like the recommendation to 
go to (if your school allows college-specific recommendations), type a message and 

choose “Send”



Fee Waivers



Fee Waivers in Common App
Once you’ve created a Common App account, you will be able to access the 

Profile section of the Common App tab; there will be multiple sections to 
complete. This guide will focus on Common App Fee Waiver.



Fee Waivers in Common App
If you believe you qualify to have your application fees waived: 

❑ Click Yes to initiate the fee waiver. 
You will need to complete the fee waiver both in Common App and in Scoir.



Fee Waivers in Common App
❑ Check any of the boxes that describe your situation

❑ Add your digital signature
❑ Click “Continue”



Fee Waivers in Scoir
❑ In Scoir, choose Application Documents



Fee Waivers in Scoir
❑ In Scoir, choose Application Documents

❑ Under Fee Waiver Request, choose Request & Sign
❑ Click the checkbox to certify consent

❑ Choose, “Save & Sign”



You can check the status of the Fee Waiver by clicking Application 
Documents.

Fee Waivers in Scoir


