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What is College Application Manager? 

✓ Manages and tracks applications and 

document requests

✓ Sends transcripts and other materials to 

colleges

✓ Tracks application decisions and outcomes

✗ NOT an application portal - Applications are 
submitted on college site or other application 
portal.

✗ NOT what you use to request non-college 
application transcripts to send to scholarship 
providers or NCAA - Use Record Request to do 
that.



What is College Application Manager? 

For Students:

● Keep track of application requirements

● Track application progress

● Request application materials electronically

For Counselors:

● See if/when applications are submitted

● Upload application materials

● Send application materials electronically

● Track application results 

● Track enrollment decisions



Training Overview
In this workshop, you will learn how to navigate the College Application Manager exploring the steps 
required to request and submit application documents

● Create a “Final List”

● College Applications Setup

● Add Applications

● Manage Application Requirements

● Report Application Results

● Indicate Enrollment Decisions

Student Workflow

#


Use Chrome as your Default Browser 



Student 
Workflow



Access Student Demo

● Click Demo as Student 

● Select School & Grade 12

● Select Yes, skip onboarding

*Note: College Application Manager is 

only open to students with grade 12 

status in the Demo, grade 11 students 

can be given early grad access in the 

platform



Create a 
“Final List”



School Search 

● Default filters include state, 
public, and private

● Use additional filter options to 
further narrow down search 
results

● Use search bar to search for 
school and program directly or 
to change the state filter

● Click school card to open 
School Profile

Access: Colleges > School Search



School Profile 

● Learn about admission 
stats, campus life, 
application requirements, 
and more!

● Watch current student 
videos

● Favorite & add to a school 
list



Admission Stats 

Students can compare their 
test scores & GPA to national 
& district college admissions 
data

Students can manually add 
their test scores and GPA if 
they have not been added by 
the district

Access: Colleges > Admission Stats



Final List

Keep all schools of interest 
organized by likelihood of 
acceptance

●

Required minimum for 
each category customizable 
at the district & school 
level



Final List Categories

The final list categories will 
be auto-selected for students 
if their test scores and GPA 
are on file in SchooLinks

Otherwise students can 
choose for themselves

*Note: colleges with an acceptance 
rate of < 10% will default into the 
Reach category. This threshold 
can be customized by the district



College 
Applications 



College Applications Setup
Access: Colleges > College Applications

Upon first access, students 
will be prompted to complete 
a 3-part setup process

Part 1: Personal Details 
   (can be edited after setup)



College Applications Setup
Part 2: Fee Waiver Eligibility 

(can be edited after setup)
Part 3: FERPA Waiver

(cannot be edited after set up)



College Applications Dashboard

Side Panel

● Final List Schools
●
● Recommendation Tracker
●
● FAFSA File Status
●
● Common App Connection
●
● Application Setup



College Applications Dashboard

Application Status Lists

● Incomplete
●
● Completed & Pending
●
● Accepted



Add Applications
Adding Methods:

● Add an application from Final List

● Add an application not on Final 

List from + Add application button 

Select Application Status



Add Application Details

Upon adding an application, 

students will be prompted to 

select:

● Application Method

● Application Type

● Student Requirements



Manage Application Requirements
Student Checklist

● Items to be completed by student

● Optional items can be 

added/removed

Teacher Recommendations

● Shows required number of 

recommendations with instructions

Counselor Documents

● Shows requested counselor 

documents

● Cannot be edited by student



Add Recommenders

Students can search for teacher or 

enter a teacher manually if not in 

the list

The teacher is alerted via email of 

the request. (More about fulfilling 

these later!)



Complete Brag Sheet

If enabled by the district, students 

can complete a brag sheet for 

recommenders to review

*sample brag sheet



Track Recommendation Letter Status
View recommenders and colleges 

along with status: 

● Fulfilled

● Pending

● Declined

*Note: Students are not able to 

see their letters of 

recommendation, even if they 

have not waived their right to 

them.



Applying 
with 

Common App



Applying with Common App

● Students can apply to colleges in a variety of formats, but applying to Common App schools has a slightly 

different flow to simplify the process for you and your students.

● SchooLinks integrates and shares information to and from Common App, but many activities happen on 

Common App. 

● Common App turns all integrations off during the summer until August 1.  No connections or data 

exchanges can happen during that time. 



Select the ? icon in side panel 
Common App section to view the 
Help Guide

Once sent to Common App, students 
are taken on a step-by-step 
walkthrough of the process

Using Common App with SchooLinks Guide



Upon selecting Common App as 

the application method students 

will be redirect to Common App to 

add the application details 

including:

● Application deadline

● Fee Waiver qualification

These details will be then be sync 

with SchooLinks

Add Common App Applications



Common App counselor 

documents will be auto-requested:

● School Report

● Counselor Recommendation

● Mid Year Report

Common App Requirements



College Applications List View

View all applications in list 
view, seeing the status of all 
requirements a single 
dashboard



Move 
Applications to 

Completed & 
Pending



Complete Student Checklist 
Applications move from Incomplete to Completed & Pending when every item on the student checklist is marked as 
complete.

In-Network Applications
Student must manually mark all checklist items as 

complete once they complete the task outside of SchooLinks

Common App Applications
Once student submit their app in Common App the Submit Application 

item will be auto-marked. All other items must be marked manually



Report 
Application 

Results



Add Result

To add an application result:

● Click the three dots

● Select Add result

● Select result 



Confirm Acceptance

If configured, students will be 

prompted to upload verification 

of their acceptance

They will specify whether or 

not  there is a condition to the 

their acceptance 

*Note: Asking for verification 

helps improve accuracy of 

reporting



Add Award Letter [optional]

Upon confirming acceptance, 

students will be prompted to add 

their Financial Aid Award Letter

This is an optional step they may 

return to later



Scattergrams and Application History
Student-reported application results are included in SchooLinks Scattergrams and also in 

the Application History feature. These are updated weekly each Sunday night.


