
On your Xello dashboard, click on “College Planning.” 

 

NEXT--- This screen will then pop up. If you have already submitted applications on Xello for schools, you 

go to “View My Applications.” If you have not created an application, click on “Create New Application.” 

 

NEXT----In the search bar, enter the school or institution. Once the school is found, click “Select.” 

 

 

 

 

 



Next, click on the “Create” button after putting in an application date and admission type. This will 

depend if you are doing an early admission app or regular app.  

 

NEXT--- Click the “request” button next to Transcript. 

 

Once you have clicked on the “Request” button, your transcript has been sent to process. Your part is 

done! Your counselor or the registrar will now submit it to the school.  

 

 


