The College App Process and
Naviance Guide

Letter of recommendation
from teacher(s)?

Letter of recommendation
from counszelor?




Where do | start?

If you have not researched what you will be doing after graduation, now is the time
to start! First, determine what path you are on. If you want to go to college, then
please read on. If you do not see yourself going to college for right now, or ever, use
Naviance to explore other options.

1. RESEARCH

You will want to research different universities and Naviance is a great place to do that.
You log in to Naviance by going to student.naviance.com/crownphs. You do not have
to enter a username or password. You will click ABOVE the username area where it
says “single sign on.” Also, parents do not have a Naviance account. Naviance is only
for students. If you get a window saying you are blocked, please take your
Chromebook to the learning commons to get your cookies cleared.

To do some research on colleges, go to the top where it says colleges. Hover over that.
Go to find your fit on the left hand side. This is a search tool that Naviance offers as a
way for you to enter what you are looking for in a university.
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You can enter a state, major, size, extracurricular activities and many other items that
might interest you in finding the right place (picture 1). Once you close your search, you



can scroll down to see how well matched you are to different institutions (picture 2). If
you click on the blue university name that pops up, Naviance will take you to an
overview of that university (picture 3). You can then click on tabs such as cost,
admissions, virtual tours, contact etc. You can see under admissions the scattergram
(picture 4), which is real data from former Crown Point High School students. This will
show you a GPA and SAT scores of students who were admitted and denied to that
university. Under admissions, you will also see what is required to be admitted to that
university. It will give you classes, the average GPA, average SAT score etc. If you find
a university that you like, you can click on the heart next to the name and this will add
the university to the “Colleges I'm Thinking About” section.
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If it is possible, go visit a college campus while classes are going on. (You can have up
to 2 days of school excused with proper documentation) You will then be able to feel
the vibe of the school and determine if you can see yourself walking to class each day.
This is not always possible, so use virtual tours on Naviance or YouTube might be able
to offer you some personal virtual tours.

CollegeBoard recommends that you apply to 4 universities. You do not have to apply
to 4, but you can narrow down universities by researching. You should have a reach
school; one that maybe you are falling below their average admission. You should
have one or two schools where you are more confident you will be admitted. Then
you should have a safe fall back school.

2. Apply

Once you have determined your application list, find out how you apply to these

schools. You will either apply by going directly to the schools website or if the school is
a common app school, you will go to commonapp.org to create an account.

Direct to the Institution: If you go directly to the schools website, on the main page
there might be an area where you can click that says admission or undergraduate
application, or freshmen application or apply now. All universities are different so their
websites will look different. Once you get to the application, you will create a username
and password. Remember to put your username and password in a safe place (maybe
make a notes section in your phone). This will be your portal to that university where
you can check your application status.

Common App: If you are applying to a common app school, create your common app
account. Do not use your school email for any application! Create a professional
email address or use one that you already have that is appropriate (do not use slang
terms, reference inappropriate items etc). Once you complete your common app
account, you can fill out the main part of the application that will go to every school.
Then, you will use a tab at the top to search for schools to add to your common app.
Each school will show up and have supplemental requirements for that school (i.e.
specific questions, essay and FERPA-Family Educational Rights and Privacy Act).
Once you complete a section on the common app, you will get a green check mark
next to each section.

FERPA: This is a part of the common app that is asking whether you waive your right
to view documents sent on your behalf or do not waive your right. It is always
recommended that you waive your right, per university admission reps. If you do not



waive your right, this red flags universities that you may be trying to hide something,
even if you are not. This could negatively impact your opportunity for admission. After
you have completed the FERPA section on the common app, you will then go into
Naviance and go to colleges I'm applying to. At the very top, there will be a large
fuchsia bar that says match account. Click that. Follow the prompts as it directs you to
the common app. Click match. This links your common app account and your Naviance
account which allows CP to send documents to the schools you are applying to. If you
do not match, we are blocked from sending anything to the university you request.

3. REQUEST TRANSCRIPTS IN NAVIANCE (Steps highlighted in
yellow)

How to request transcripts:
(You will never use SENDEDU or the Coalition Application.)

Once you know the schools you are applying to and how you are applying (direct to the
institution or common app), access your Naviance account. Go to the colleges tab at the
top and click on “colleges | am applying to.”

@ Naviance Student x o+ v - a X

@ {} & studentnaviance.com/main e %+ ®» 0 °
cpski2inus bookmarks CPHS Staff Portal .. B Powerschool @ RDS Apps @ Naviance @ Edmentum & My Drive - Google.. K ASVAB CEPTRAINL. = IDOE |Link Portal [ Form 10 Requestf.. [5] Team Mecting [ Duel Credit DropF.. B Buzm
You are viewing Naviance Student as CPHS Student
D) i Home  SelDiscovery  Careers  Colleges  Planner
” Naviance Y g 9. %G e " N @ m

12 college Home Research Colleges Apply to College Scholarships & Money
CPHS's Future Planning Find Your fit @ Colleges I'm Thinking About Colleges 'm Applying to College-Specific Scholarships
SuperMatch College Search College Visits Manage Transcripts National Scholarship Search ngaged in a rigorous self-study last school year to
ove services 1o better serve all students. The
College Match College Compare Letters of Recommendation Scholarship Search an School Counselor Association and the Indiana
college Events college Resources Test Scores @ Favorite scholarships ised on this work, CPHS Is excited to implement
 develop group counseling, and initiate new
Scattergrams Acceptance History
Advanced College Search Enrichment Programs “here is a wealth of information about colleges,
I
College Lookup College Maps jreef planning

Additional Information from Your School

Plan for life after high school and select the path that will lead to future success.

Tasks from My School

Relax, you have no overdue or upcoming to-dos and tasks. However, you can get ahead by
going to My Planner to see what's next or create a goal or to-do.

Career Essentials Go to My Planner

Important Skills Top Knowledge Sets

What's New
[®  Holy Cross College will be visiting your school on Tuesday, September 5th, 2023 at
7:45 am more info
Explore and favorite careers to discover the skills you'll need to succeed Explore and favorite careers to discover the knowledge areas you'll need to succeed [H) DePauw Universiy will be visting your school on Tuesday, September 5th, 2023 at

9:00 am more info
Explore and Favorite Careers Explore and Favorite Careers %
[X)  Vvalparaiso University will be visiting your school on Tuesday, September 5th, 202

10:15am more info

hitps://studentnaviance.com/colleges/applying-to Disolav All

-You will see a blue plus sign on the right hand side (In the picture
below, it is pink, but in Naviance, it is now blue). Click on that to add a
transcript request.




-Type in the name of the university and then choose the

university once it populates in the drop down menu (make sure

you pick the correct campus):
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-In the next drop down box, choose what deadline you are wanting to

meet.

-Next, you will have to indicate how you are applying.

This is a drop down box. There are schools (like Indiana University Bloomington) where
you will have to choose how you are applying and indicate that choice in Naviance.
There are other schools that you can only apply through Common App (Purdue West
Lafayette-main campus) so when you hit the drop down box, common app will be the
only option to choose. However you apply, this must match what you put in Naviance,



otherwise, if we try to send your transcript and supporting documents and the pathways
do not align, the school will not receive it, therefore your application status is incomplete
and will never be reviewed for admission. Another question on this page will ask you
what deadline you are applying for. If you want to do the early action deadline for [UB
or PWL, that deadline is November 1. This is the scholarship consideration deadline!
EVERYTHING must be in the university’s hand by that date.

HOBSONS ) [ JE— =
— — D Crrwn Porisd, High bl
| =
-]
e e |

-Click Add and Request Transcript
Once you hit the “Add and Request Transcript” button, it will take you to the next page.

-Naviance will take you to a second page where it asks which
transcript you are requesting. The only transcript that should be
listed is your initial, so you will check that box.

-Click Request and Finish

Naviance will bring you back to the list of schools that you have added and you can
see your transcript status (requested, initial materials submitted etc). It will also show
you a computer screen that will be blank, which means the only way you can apply is
direct to the university, or it will have CA in the computer screen, which means you are
applying through Common App, or it will have CA with a strikethrough to show that the
school accepts common app, but you have chosen to apply direct to the university.



Naviance runs really slow the week and weekend before November 1, therefore
Crown Point High School is requesting that you have all transcript requests done
by October 20, 2024. Do not wait to submit materials until the last minute. If you have
any sort of technology issue, universities do not take any excuse into consideration and
will accept nothing late!

4. Optional Step: (Depending on university requirements)

Teacher Letter of Recommendation

Because CPHS uses Naviance, you will never assign a teacher or counselor
through the Common Apps website.

-Go to the “Colleges I’'m Applying to,” then Click on “Letters of
Recommendation” or go to “Letters of Recommendation” under
the colleges tab.

-Click on “Add Request.”
-Choose the teacher in the drop down menu.
-Choose “General Request” so it goes to all schools.

-Write a thank you note in the space and request the teacher
email you and your counselor once they have uploaded it.

-Submit your request. Your teacher will receive an email with
your request.

You will find out through your research process whether the school requires letter(s) of
recommendation. IU Bloomington, Purdue WL, Ball State, Indiana State, |IU Indy and
Purdue Indy are all schools that do not require them for admission. They may choose to
read up to 1 or 2, but it may only be necessary if you are trying to build a case as to why
you should be admitted (or to super demanding programs like Purdue’s engineering or
IU’s school of nursing). If you need a Letter of Recommendation, please allow your
teacher at LEAST 2 weeks to write it, while also giving them 3-5 weeks prior to the
school’s deadline. It is best practice for you to provide them with a resume (located in
Naviance under “about me”) or brag sheet (located in Naviance under “about me”-->
“surveys from your school”) and they will upload their letter through Naviance. If you are
applying to a common app school, the teacher will also need to complete a common
app teacher evaluation, in addition to their letter. Once that letter is uploaded, kindly ask



the teacher to email you (the student) and your assigned counselor to ensure the letter
gets sent. If a school requires a written evaluation, this is basically a letter of
recommendation that comes from your school counselor. It might also be called a
counselor recommendation. Please talk to your counselor about writing this and kindly
ask them, the same way you would ask a teacher (in person). You will not find
counselors in the drop down menu. A resume or brag sheet is very helpful and allows
people to add important bulk to your letter. Please be courteous of letters of
recommendation. Teachers do this outside of their contracted work hours. Oftentimes,
they are doing this while they are home with their family or busy with their personal lives.
Do not ask them for one unless you need it.

IN ORDER TO HAVE A COMPLETE APPLICATION THAT IS READY FOR THE
UNIVERSITY TO REVIEW TO DETERMINE YOUR ADMISSION STATUS, THEY
MUST HAVE ALL PIECES OF THE APPLICATION PROCESS!

These pieces include:
Piece 1:Application complete and sent to university by the student

Piece 2: Test Scores to be sent from testing agency
(SAT-Collegeboard/ACT-ACT.org), which is requested by the student but goes from
the testing agency to the university

Piece 3: Transcript requested by the student in their Naviance account and then sent by
CPHS

Potentially optional 4" piece: Letter of Recommendation(s)-Teachers will upload to
Naviance, but the counselor needs to know when that letter is uploaded.



