
 

Class of 2026 
 College Application Checklist 

 
 

 
 

1 Create account on CommonApp.org ​  

2 Enter your colleges into your Common App account ​  

3 On Common App, complete the Education Section and FERPA 
(My Colleges ⇾ select 1 college⇾ Recommenders and FERPA) 
Video Instructions 

​  

4 Log into Naviance (on student intranet or https://student.naviance.com/greaterlawrence) 
Click on the blue button “Continue with Single Sign on” 

​

5 On Naviance, Match your Common App account with your Naviance account 
Video Instructions 

​  

6 On Naviance, officially request teacher recommendations  
(Colleges ⇾Apply to College ⇾ Letters of Recommendation) 
Video Instructions 

​  

7 Complete Transcript Request in Naviance 
​Request Transcript online 2 weeks before school’s deadline 

Video Instructions 

​  

8 Complete remaining sections of the Common Application 
​My Colleges : Answer specific questions for each college 
​Common App : Complete all sections (Testing, Activities, Writing, Courses, 
Grades) 

​  

9 If choosing to submit official SAT scores, go to collegeboard.org to send ​  

10  Proofread everything and submit prior to college deadlines ​  

11 Complete FAFSA and CSS Profile, if applicable  ​  

http://commonapp.org
https://youtu.be/ZMYViP-cQtg?feature=shared
https://student.naviance.com/greaterlawrence
https://youtu.be/gdlhoMzghIk?feature=shared
https://youtu.be/J2qfV6QmKmw?feature=shared
https://www.youtube.com/watch?v=x4IdS068rPU
http://collegeboard.org
https://studentaid.gov/h/apply-for-aid/fafsa
https://cssprofile.collegeboard.org/
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GLTS CLASS OF 2026  
 STEP BY STEP 4 YEAR COLLEGE APPLICATION PROCEDURES 

The Guidance Department will be sending all transcripts, counselor recommendations, and teacher 
recommendations electronically to colleges using Naviance. To do this, seniors must complete the 

following steps. 
 
STEP 1:  REGISTER FOR COMMON APPLICATION ACCOUNT 

●​ Register for the Common Application  
●​ Go to www.commonapp.org 
●​ Complete the registration form on-line. Be sure to use your personal email address! 
●​ Create a password, write it down, and keep it in a safe place. 

 
STEP 2:  ENTER YOUR COLLEGES ONTO  COMMON APPLICATION ACCOUNT  

●​ Go to the College Search tab then search for and add your colleges. As you decide to apply 
to more colleges, they will each need to be added.  

○​ Your guidance counselor cannot send your documentation electronically if you do 
not list your Common Application schools on your Common Application account. 

 
STEP 3:  COMPLETE PROFILE & EDUCATION SECTIONS ON THE COMMON APP 

●​ Go to the Common App tab and complete the PROFILE  and EDUCATION sections 
●​ NOTE:  You must complete the PROFILE and EDUCATION sections of the Common 

Application BEFORE you can complete the FERPA in step 4.   
●​ You will need the following information: 

○​ Profile Section 
■​ Common App Fee Waiver: Yes 

○​ Education Section: 
■​ Date of Entry: September 2022 
■​ Graduating Class Size:  432 
■​ Class Rank Reporting:  Exact 
■​ Rank Weighting: Weighted 
■​ GPA Scale:  4.0 
■​ GPA Weighting:  Weighted 
■​ Current Courses: Count the number of courses you’re taking and report 

them accordingly. Do not include WIN but include Wellness, Shop and 
Related. 

●​ Quarter System 
STEP 3:  ENTER YOUR COLLEGES ONTO  COMMON APPLICATION ACCOUNT  

●​ Go to the College Search tab then search for and add your colleges. As you decide to apply 
to more colleges, they will each need to be added.  

○​ Your guidance counselor cannot send your documentation electronically if you do 
not list your Common Application schools on your Common Application account. 

http://www.commonapp.org/
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STEP 4: COMPLETE THE FERPA & RECOMMENDERS SECTION  ON COMMON APP 

●​ Log into your Common Application account. 
●​ Go to the My Colleges tab 
●​ Click on the first college listed 
●​ Below this, click on “Recommenders and FERPA” 
●​ FERPA Release Authorization pop-up box appears​  

○​ Click the box which says, “Complete Release Authorization 
○​ Next, select “I have read and understood the FERPA Release Authorization 

explanation above” 
○​ Press the Continue button 
○​ Check the box that authorizes GLTS to send your documentation to schools. 
○​ Select whether or not you waive your rights to review your recommendations 

■​ Waiving your right to review recommendations means that you will not 
review your recommendations before they are sent. This will not impact any 
decision, but we recommend waiving your right to view.  

○​ Type your full name under signature and enter the date 
○​ Press the Save button 

●​ On the Common App, only invite recommenders if you are getting a recommendation from 
someone other than a teacher at GLTS. All other recommenders should be added on 
Naviance 

 
STEP 5:  LOG INTO NAVIANCE 

●​ On the Student Intranet, select Naviance (https://student.naviance.com/greaterlawrence) 
●​ Click on the blue button: “Continue with Single Sign on” 
●​ You should be automatically logged in with your GLTS email account 

 
STEP 6:  MATCH YOUR COMMON APP  WITH YOUR NAVIANCE  

●​ On Naviance, go to Colleges I’m Applying to and match your Naviance Account with your 
Common App Account 

●​ Click on Match Accounts and enter the email address used on the Common App 
 
STEP 7:  OFFICIALLY REQUEST TEACHER RECOMMENDATIONS IN NAVIANCE 

●​ Ask a teacher in person or via email prior to requesting them in Naviance 
●​ Log into Naviance 
●​ Click Colleges tab 
●​ Under the Apply to College, find Letters of Recommendation.  Click on the link. 
●​ Click Add Request 

○​ Use drop down menu to select the teacher you are requesting 
○​ Choose “General Request” 
○​ Type a personal note to teacher that includes your earliest deadline and a thank you 
○​ Submit request 

https://student.naviance.com/greaterlawrence
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●​ Repeat the above steps to add additional teacher recommendations.  Once a teacher is 

requested, you only need to do this one time. We recommend asking 2 teachers 
 
STEP 9: COMPLETE TRANSCRIPT REQUEST 

●​ All Common App schools require an official transcript   
●​ Transcript requests should be made on Naviance at least 2 weeks before the application 

deadline 
●​ On Naviance, select Colleges from the top menu 
●​ Under Apply to College, select Manage Transcripts 
●​ Request Initial Transcript for each school you plan are applying to  
●​ If a college does not allow electronic transcripts, these items will be mailed to the college 

 
STEP 10:  COMPLETE REMAINING SECTIONS OF THE COMMON APPLICATION  

●​ On Common App, under My College Tab - Complete the QUESTIONS section for each of 
the colleges you are applying to   

○​ Some colleges may have additional essay questions listed in the QUESTIONS 
section. Plan your time accordingly if you will need to write more essays than the 
general essay requirement 

●​ Under Common App Tab - Complete the following sections of your application: 
○​ Testing 
○​ Activities 
○​ Writing 
○​ Courses & grades if required 

●​ You will see a green check mark when you have completed each section 
 
STEP 11:  IF REQUIRED OR IF YOU DECIDE TO SEND SAT SCORES, SEND SCORES 
TO YOUR SCHOOLS THROUGH COLLEGEBOARD.ORG 

●​ Check to see if your college requires SAT/ACT scores SAT and ACT Policies. If your 
college is test-optional you do not need to send scores 

●​ Go to www.collegeboard.org  to send these reports. They must be sent before your first 
deadline 

 
STEP 12:  PRIOR TO SUBMITTING YOUR APPLICATION, PROOFREAD! 

●​ Submit one college application at a time 
 

STEP 13:  COMPLETE FINANCIAL AID FORMS FOR EACH COLLEGE 
●​ Check each college website for their specific requirements and deadlines 
●​ Complete FAFSA at  https://studentaid.gov/h/apply-for-aid/fafsa available on or before 

10/1/25 
●​ If needed, complete CSS PROFILE at https://cssprofile.collegeboard.org/. This is not 

required for all colleges 
●​ Optional: Book an appointment with Ms. Garcia for Financial Aid Support 

https://www.compassprep.com/college-profiles/
http://www.collegeboard.org
https://studentaid.gov/h/apply-for-aid/fafsa
https://cssprofile.collegeboard.org/
mailto:agarcia@glts.net

