
Navigating Schoolinks with College Applications/Transcript Requests 

 

Step 1: Favorite all of the schools that you are interested in applying to. On the left sidebar go 
to Colleges, School Search, Type in your school and Favorite on the top right next to the 
school name.  

 

Step 2: Once you have favorited all colleges you are applying to, click the College Applications 
Tab on the top bar.  

 

 

On the top right-hand corner, you will see a blue “+Add Application” button. Click this and 
type in each school you are applying to.  

 

 

 

 

 

 

 



When you add each school be 
sure to select the appropriate 
Application Method. Either 
Common App or School Specific 
App so we can send your 
transcripts to the appropriate 
place. I would highly 
recommend you apply to all that 
offer Common App. It is a one 
stop shop for all of your 
applications.  

 

 

 

 

 

 

Once you have added your applications it will show you a checklist of what each college 
needs, along with teacher recommendations needed or counselor documents needed. This is 
your version of “requesting transcripts”. Once you have added the school Mrs. Seriani will get 
a notification that your transcript needs to be sent and will complete that process for you.  

 

If you need teacher recommendations this is where you will add who you are asking to write 
your Letter of Rec. REMEMBER, you must talk with that teacher IN PERSON to ask for a letter 
of rec and get confirmation from them BEFORE adding them as a recommender.  

*Please give teachers an ample amount of time to complete your letter of rec. 

 



Step 3: Once you have all of your schools in your College Application Manager, you can check 
your progress to see what needs to be completed and check things off as you complete them.  

 

Once you complete everything on the Student Checklist, Teacher Recs and Counselor Docs 
have been submitted and you hear back from schools, you can click on the application status 
and mark the final result.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 


