
How To Request Transcripts/

Letters of Recommendation
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How Do I Start?
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Naviance Link

https://student.naviance.com/pinerichland
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Sign In With Clever

Students need to login using 

Clever. Clever uses your school 

district email and password.
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Colleges You Are Applying To



Matching Your CA
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Link to Common App Matching Video

https://www.screencast.com/t/gxEQkElyo1
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Adding Other Colleges

Click on the plus sign        to  add non-Common App colleges to your 

Naviance account. CA schools will appear automatically after you 

match your accounts.
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Important Information

Add your college and select which type of application you plan to use.



Required Google Form
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Parental Permission Form is 

in Sapphire Community Portal. 

You can also find a copy of your 

unofficial transcript.

Complete 

one time!



Transcript Request 

Google Form
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NOT REPORTED 

ON TRANSCRIPT:

Rank

SAT, ACT, AP 

Scores

One college per form!
Form Link

https://www.pinerichland.org/Domain/103


Counselor/Teacher

Letters of Recommendation
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Counselor/Teacher             

Letters of Recommendation

▣ Research admission requirements

▣ Ask your teacher and/or counselor in person 
when school reopens this fall

▣ Counselor letters will be sent with transcript

▣ DO NOT request a teacher letter of 
recommendation through the Common App-
PRHS is a Naviance school

▣ Follow directions! Review video
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https://www.screencast.com/t/yFlgLhUy


Teacher Letters 

of Recommendation
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Steps to Requesting Letters of Recommendation

1.  Ask your teacher in person. 

2.  Supply necessary information: Student Brag Sheet, resume, deadline dates.

3. Our office recommends you waive your FERPA rights. (CA)

4. Add colleges in Naviance and/or match your account with the Common App.

5. Submit teacher request in Naviance. Teacher portal opens in August.

6. Follow up! Check the status in Naviance and with your teacher.



Teacher Letters of 

Recommendation
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Opens in August



Counselor/Teacher

Letters of Recommendation
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Resume/Student 

Brag Sheet  in 

Naviance. Click on 

your initials.



Follow These Steps

✔ Finalize your college list – Apply!

✔ Log into Naviance

✔ Search for colleges.

✔ Add colleges and type of application.

✔ If using the Common Application, match your 
accounts. Colleges will automatically appear in 
Naviance. Common App goes live August 1.

✔ Complete and submit to the counseling office your 
Transcript Request & Parental Permission forms. 
Remember: 10 business days to process.

✔ Follow directions for letters of recommendation. 
Colleges decide how many they will accept!
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https://student.naviance.com/pinerichland
https://www.commonapp.org/
https://www.pinerichland.org/Domain/103


Questions?

Please stop and see us in the School Counseling Office. 

We have helped many students navigate the college 
admission process. 
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