
How to Request Transcripts, 
Fee Waivers, and 

Letters of Recommendation

* This process is only for students who are applying directly 
to a college and are not using the Common Application.



Direct Application Document Requests

Log in to Navigator and 
navigate to Plan for 
Education.

1. Click on Direct 
Application Document 

Requests.
2. 3. Click on Add A 

Document Request.
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Direct Application Document Requests

5.
Check the box for 
each item you are 
requesting.

6. Click Send 
Request.

4.
Choose your 
college.



If you have questions, contact 
your counselor or email 
FutureCenter@wps.org


