
Applying to Colleges Using the
Common Application 



Step 1: Confirm that the college(s) to which you intend
to apply are Common Application members.  

It is HIGHLY recommended that BEFORE you begin your application to any
college(s) that you FIRST determine:

1.  If the college(s) is/are a good “fit” for YOU
2.  If you have a BALANCED college list

Use the resources that follow to check for fit and balance!



You should apply to colleges based on your own unique criteria. If you have not yet performed
an OBJECTIVE college search, based on your own unique criteria, check out the following
three options:

1.Careerexplorer.com - use this free test to determine your ideal career/major. Click “Take
the Free Test.” 

2.  CaliforniaColleges.edu - A free resource for all NPHS students. It includes career tools, a
college search, and many other resources.

3.CollegeVine.com - Enter information such as GPA, coursework, etc. and use the college
search feature to narrow your list. After you add schools, use the chancing tool to get a
BALLPARK (but somewhat optimistic) estimate of your chances. 

For a much more extensive dive into how to select the “right” college, go HERE!

FIT (click this link to read all about it...)

https://www.careerexplorer.com/
https://ca50010930.schoolwires.net/Domain/1383
https://www.collegevine.com/
https://www.canva.com/design/DAGRHy8qCDQ/l2bCtS5oSyBgykT1odtIJA/view?utm_content=DAGRHy8qCDQ&utm_campaign=designshare&utm_medium=link&utm_source=editor
https://ed.stanford.edu/sites/default/files/challenge_success_white_paper_on_college_admissions_10.1.2018-reduced.pdf


After You Have Created Your List...

Determine if ANY of your colleges use the Common Application by
using this chart. If one or more do, apply to the college(s) following
THESE INSTRUCTIONS. If no colleges on your list use the Common
App, OR, if the only college(s) to which you intend to apply will
accept EITHER the Common Application OR their own application,
determine which system you prefer to use by referring to their
websites for instructions regarding the application(s). 

https://content.commonapp.org/Files/ReqGrid.pdf
https://www.commonapp.org/apply/first-year-students


Follow the general instructions here to get started
on your Common Application. When you get to the
education section, use the following screenshots to
complete the rest of the application.  

NPHS-Specific Common Application Instructions 

https://www.commonapp.org/apply/first-year-students




if you intend
to graduate

in June

if you attended only NPHS, choose “0.” If you
attended any other schools (online or in-person),
select the corresponding number and provide the
requested additional information. 



if you have not taken any
college courses, select “0.” 

...and add college(s) here

if you have taken college courses, select the
number of colleges from which you have
taken them...



Important! There is a difference between “dual enrollment” and “credit awarded directly by the college.”
Read THIS and follow the instructions!!



If you took a college course during high school, you won’t be able to add the course on the Common App UNLESS the
college course is on your NP transcript. If the college course is not on your NP transcript, you should have transcripts
sent directly from your college(s) to the college(s) to which you are applying! If you are currently taking or planning to
take a course or courses at a community college as a senior, you can add that information in the “additional information”
section under “Writing.”  

Choose “dual enrollment” ONLY if the CC course is already on your NP transcript, and
choose “directly by college” if it isn’t. More info HERE!

https://appsupport.commonapp.org/applicantsupport/s/article/How-do-I-report-a-college-course-I-took-during-high-school-in-Courses-Grades


use your NP WEIGHTED GPA. You can get a copy of
your unofficial transcript from Ms. Bernstein in the
counseling office OR get one free HERE! 

use WEIGHTED

even though we use weighted, enter 4 here

enter 450

none

mailto:lhbernstein@conejousd.org
https://www.parchment.com/u/registration/92542/institution


we are a semester school

enter however many classes you are taking

for Gov/Econ, enter the
specific semesters and note
that EACH one counts as a
separate class in your total
number



If you are currently taking or planning
to take a community college class as a
senior, enter it as indicated

Select dual enrollment

And the correct semester



As a reminder... if the college to which you are applying requires you to enter grades 9-11 in the Common App in “Courses &
Grades,” AND if you have already taken a college course or courses, AND if you chose to have it added to your NP transcript,
you should enter it/them as instructed here:  



If, however, you have already taken a college course or courses, and IF you chose to NOT have it added to your NP transcript,
you can add it/them them in the “additional information” section (located under the “Writing” tab). 

Note that you should be sending official transcripts from the colleges you have attended! 

                                                                                          Example:

   



If any colleges require you to enter grades from 9-
11, select NPHS (and whatever other high schools
you attended), and enter A-F for grading scale and
“semesters” for schedule. You do NOT need to
make entries in the “final” semester grades. 



For summer courses and middle school courses,
click “other courses” and enter them there.



Like so...in this example, the student took Geo H in middle school
and earned high school credit during the 2022-23 school year: 



After you finish the education section, go to the College Search section and add colleges.  



After you have added colleges, go to the My Colleges tab.



Here you can select
each college to
review important
information about
each one.



AFTER you have
added a college, go
back to the “My
Colleges” and select
the dropdown arrow.  



From the
dropdown, select
“Recommenders
and FERPA.”



Click the “Learn
more about
FERPA” link and
read this: 



After you read the section, click the Release authorization...then click the box:



READ, sign the acknowlegements, and
select “waive” or “DO NOT waive.” It is
HIGHLY recommended that you WAIVE if
you are seeking a letter of
recommendation!



AFTER you have
completed the steps on
the prior screen, you will
be able to invite a
recommender. Use THIS
to find out what specific
letter or letters of
recommendation you will
need! 

https://content.commonapp.org/Files/ReqGrid.pdf


Important Instructions About Requesting Letters of Recommendation

Make SURE you need one. Don’t request a letter “just in case” you think
you may need one or to “max out” a particular college 
 
Ask your potential recommender IN PERSON before you add them to the
Common App. 



In order for the recommender you selected/asked in person to write your
letter, you need to invite them to your Common App. For teachers or
your counselor, select the “Invite Recommenders” and/or “Invite
Counselor” link(s). 

When you enter a NPHS counselor/teacher email address, use the
following format:

         (teacher/counselor name)@conejousd.org

                                   DO NOT use:

         (teacher/counselor name)@learn.conejousd.net 

IF you made the mistake of inviting teacher/counselor using their
learn account, UNINVITE them from that and invite them from using
their conejousd.org address! 



If your intended campus accepts a
recommendation from an “Other
recommender,”  use the “Invite
Other Recommender” link and
follow the instructions. 

If you choose a NPHS staff
member as your other
recommender (such as a coach or
a teacher in a non-teaching role),
DO NOT use their @conejousd.org
email (use their personal email if
possible). 



After you have asked your recommender(s) IN PERSON to write your LOR/the recommender
agreed to write it, AND you have invited the recommender (using the CORRECT email
address, you need to complete either the brag survey(s) below OR whatever specific brag
survey the recommender(s) prefer(s):

IF YOU NEED A COUNSELOR LETTER OF RECOMMENDATION, ASK YOUR COUNSELOR IN
PERSON AND COMPLETE THIS SURVEY 

IF YOU DESIRE (this is OPTIONAL) have parent or guardian complete THIS SURVEY

IF YOU NEED A TEACHER LETTER OF RECOMMENDATION, ASK THE TEACHER IN PERSON
AND COMPLETE THIS SURVEY (OR whatever other survey they use). 

The more information you provide, the more informative your letter(s) of rec. will be!

https://content.commonapp.org/Files/ReqGrid.pdf
https://forms.office.com/pages/responsepage.aspx?id=CABtfCNG5Eug5mONUZfJrhtUpb0gfzJClaRR6inSqLlUM0tYSjdPUDM1SEVISkdYWElOTUNOU09JRi4u&route=shorturl
https://forms.office.com/r/raw6Vs3QFx
https://content.commonapp.org/Files/ReqGrid.pdf
https://forms.office.com/pages/responsepage.aspx?id=CABtfCNG5Eug5mONUZfJrhtUpb0gfzJClaRR6inSqLlUQTVCTUdYNEoxSUxVV0xGNldJNk0yWTdMNC4u&route=shorturl


Transcripts

NPHS now provides transcript delivery via Parchment.
Students can order their transcripts directly through
Parchment and have them sent to whatever institution
that accepts Parchment delivery (which includes all
Common App Schools.  



You NEED to request that your INITIAL transcript (available now) be ordered for EVERY Common App school
top which you apply. To place your order(s), follow these instructions:

1.Create an account at www.commonapp.org and note your Common App ID.
2.Follow the instructions to invite your counselor to be a Recommender. This will trigger an email to your

counselor, which explains how to submit school forms online.
Your Counselor must accept your invitation to be a Recommender.

3.Once you have created your Common Application account and invited your counselor to be a
Recommender, you will need to create/sign in to your Parchment Account (NPHS's transcript delivery
service).

If you don’t have a Parchment account yet, you will need to register. For help on registering, visit the
Registration help topic.

4.Click Order under the name of your school.
5.Type Common App into the search box and click Select (FIRST YEAR applicants).
6.Enter your Common App ID and then continue the ordering process.
7.Once your school has approved your request and uploaded your transcript, your transcript will be sent

directly to the Common App where it will be matched to your school forms and submitted on your behalf.

 

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.commonapp.org%2F&data=05%7C01%7Crnapora%40conejousd.org%7C2697125831cf4a41485808dbaa4f4aaf%7C7c6d000846234be4a0e6638d5197c9ae%7C1%7C0%7C638291029772298280%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2FRUJCFaD9sD75tYYdrSdpsTPPE9y6GkxZ47DGNgD3do%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fparchmentsupport.force.com%2Fs%2Farticle%2FSign-up-to-order-transcripts&data=05%7C01%7Crnapora%40conejousd.org%7C2697125831cf4a41485808dbaa4f4aaf%7C7c6d000846234be4a0e6638d5197c9ae%7C1%7C0%7C638291029772298280%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=pjsU8uenGQv%2BbGgeIJ13oUZyseQwrRXOV8Q3YW2%2Bg%2F4%3D&reserved=0


To find out if ANY of your colleges requires that you send a MID YEAR Report, go to “My Colleges” - “College Information” -
“Application Information” for EACH college and, under “Recommendations,” check for “Mid Year Report Required.”  

If a Mid Year Report is required, follow these instructions to place your order:

Sign in to your Parchment Account (NPHS's transcript delivery service).
Click Order under the name of your school.
Type Common App into the search box and click Select (FIRST YEAR applicants).
Enter your Common App ID and then continue the ordering process.
After your school has approved your request and uploaded your transcript, your transcript will be sent directly to the
Common App where it will be matched to your school forms and submitted on your behalf. 





If you have followed all the instructions your
teachers/counselor/other recommenders will be able
to upload your letters. If you ordered your
transcript(s), your counselor will  be able to approve
the upload request from your Parchment account. For
the additional sections in the Common App, note that
you can use the tool kit for assistance. 

https://www.commonapp.org/apply/fy-toolkit


To use the tool kit, click the link and scroll through
until you find your topic. For example, the Activities
section:

https://www.commonapp.org/apply/fy-toolkit


Open the PDF and follow the instructions:



After you have completed your application to a specific
college, you will be able to submit it. As you submit it,
you need to pay the application fee (unless you qualify
for a fee waiver):

https://appsupport.commonapp.org/applicantsupport/s/article/What-do-I-need-to-know-about-the-Common-App-fee-waiver
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