Onboarding for Guardians

For Claimed Accounts

sclhoolinlis'§

Getting Started: To complete this process, you will need to be provided with a Claim Code by your
student or their counselor to associate a student to your account. Learn how your student can find their
guardian claim code in the Find Your Guardian Claim Code student article.

Visit app.schoolinks.com then

follow the instructions for

the option that applies to you:

Option 1

This is your first time logging
into SchooLinks and need to
create an account

Option 2
You have already created an

account but still need to claim

your student.

schoolinls $

Log in to your account

Email (@ Loginwith Clever
@ Log in with ClassLink
-~

G Loginwith Google

@ Log in with LinkedIn*

Option 1: This is your first time logging into SchooLinks

G Click Sign up as a guardian on

the SchooLinks login page

0 Enter your student’s Claim
Code and your relationship
to the student then click
Add

° Confirm the student you are
claiming then choose your
sign up method:

with Google
with Linkedin
with Email

schoolinlss 'S

Welcome to Schoolinks!

Claim your student(s) as their guardian to:
« Track their progress on SchooLinks
+ Communicate with their counselor

ccccc

Already have an existing account? Log in to claim your student(s).

Welcome to SchoolLinks!

Claim your student(s) as their guardian to:
« Track their progress on SchoolLinks
* Communicate with their counselor

’ Maya Junior Relationship  Mother #

+ Add additional student

G Sign up with Google
m Sign up with LinkedIn

Sign up with email

Already have an account? Log in


http://app.schoolinks.com
https://support.schoolinks.com/en/articles/4513095-student-find-your-guardian-claim-code

$§) onboarding for Guardians

° Upon signing up you will be 4
redirected to your guardian
dashboard. Click the My
Students tab at the top to
access your claimed
student.

Click on the student’s name
to begin exploring their
casefile!

Option 2: You have already created an account
Log in to your account using your email and password or through Google or LinkedIn
Single Sign-On, depending on the method you used to sign up.

. . S
c Once logged in, click the My

Students tab at the top of your 2
guardian dashboard, then click
Add or Remove Students

Q Enter the provided claim code
. . My students
and add y0111' I'EIHthIlShlp tO As a guardian, you can track your students' progress and communicate with their counselor and school staff
. who work with your student.
the student then click Add

’ Maya Junior Relationship Mother &

(Q Fabery Lauren Relationship  Mother & X

e Click the SchooLinks Logo or can =
Home icon to return to the
dashboard, then click the
student’s name from the My
students tab to begin exploring
their casefile

Learn more <~ Guardian Account Overview article.



https://support.schoolinks.com/en/articles/5485390-guardian-overview-of-account-features

Incorporacién para Tutores sclhhoolinlzss KS

(Cuentas Reclamadas)

Como empezar: Para completar este proceso, tu estudiante o su consejero deberan proporcionarte un
Codigo de Reclamacion para asociar al estudiante a tu cuenta. Aprende como tu estudiante puede
encontrar su cadigo de reclamacion en el articulo Buscar el Codigo de Reclamacion del Tutor.

Visita app.schoolinks.com y

sigue las instrucciones segun la schioolinls 'S
opcion que te corresponda:

1. OpCif)Il 1 L, Log in to your account e
Es tu primera vez iniciando —
sesion en SchooLinks y - (5 Ll e
necesitas crear una cuenta. —4 a, Ot

2. Opcion 2 ;
Ya has creado una cuenta, pero
aun necesitas reclamar a tu ‘
estudiante. e

o= Le" _e0%"
00®® 00 _o°
00®" ge® .

Opcion 1: Es tu primera vez iniciando sesion en SchooLinks

Haz clic en "Registrarse como
tutor" en la pagina de inicio de schoolinls 'S
sesion de SchooLinks.

Welcome to Schoolinks!

Claim your student(s) as their guardian to:
« Track their progress on SchooLinks
+ Communicate with their counselor

0 Ingresa el Codigo de
Reclamacion de tu
estudiante y tu relacion con - .
el estudiante, luego haz clic S sl il e
en "Agregar” 3 |

Welcome to SchoolLinks!

€) Confirma el estudiante que Oty sree) e ol
estés reclamando, luego * Communicate with their counselor
elige tu método de registro:

Maya Junior Relationship  Mother #
Con Google @ v-r
Con Linkedin + Add additional student
Con Email

G Sign up with Google
m Sign up with LinkedIn

Sign up with email

Already have an account? Log in


http://app.schoolinks.com
https://support.schoolinks.com/en/articles/4513095-student-find-your-guardian-claim-code

S} Incorporacion para Tutores

° Al registrarte, seras 4
redirigido a tu tablero de
tutor. Haz clic en la pestana mY——
"Mis Alumnos" en la parte I Yisailork

superior para acceder a tu
estudiante reclamado.

Haz clic en el nombre del
estudiante para comenzar a
explorar su expediente.

Opcion 2: Ya has creado una cuenta
Inicia sesion en tu cuenta con tu correo electronico y contrasena o a través de
Google o LinkedIn Single Sign-On, segun el método que usaste para registrarte.

R |
c Una vez que hayas iniciado S
sesion, haz clic en la pestana o
"Mis Alumnos" en la parte

@ Maya Junior

superior de tu tablero de tutor,
luego haz clic en "Anadir o
Eliminar Alumnos"

Mis alumnos
a Ingresa el codigo de Sallepppesimpintin- ol i
reclamacion proporcionado y
agrega tu relacion con el

eStudiante, IHEgO haZ CliC en ® Fabery Lauren Relacion Madre & ”
"Anadir" couigo ce rotacion ; m s

e Haz clic en el logo de
SchooLinks para regresar al
tablero, luego haz clic en el
nombre del estudiante en la
pestana "Mis Alumnos" para
comenzar a explorar su
expediente.

’ Maya Junior Relacion Madre ¢ X

Obtén mas informacion
¢~ Articulo "Descripcion general de 1a cuenta de tutor”


https://support.schoolinks.com/en/articles/5485390-guardian-overview-of-account-features

Overview of SchoolLinks

[Guardians Guide]

sclhoolinlis'§

This one pager will showcase the main features within SchooLinks that you can use as a guardian. Need
help accessing your account, learn more <~ Access your Account.

S

o When you first login, you will
see your Guardian
Dashboard. It is separated
into:

Student Recent Activity
Guardian To-Dos
Announcements
Upcoming Events

*Clicking on a to-do item will take
you directly to that feature within
SchooLinks

G You will see all of your
students on the top of your
dashboard. Click a specific
student to see more detailed
information about that
student.

Click View casefile to open
your students casefile and see
all information in SchooLinks.

On the default screen you can
view your assigned to-dos for
that student as well as your
student’s assigned tasks.

)

o 9

=
3
£

: 0

I}
@

2 Hi Daniela!

R

MEMBER

Home

’“ Al students ’Maya  Fabery

/EEnglishVJ 2 = @@ S @

@® Claim student

Student Activity [g\ (« © Guardian To-dos @

[ comptete guardian form
Maya

Overdue-May22 >

[ comptete guardian form Overdue-Dec31 —>
Maye

12 days ago

th  SchooLinks High School

eir career goal - Home Health Overdue:Jan9 -

[ comptete guardian form
Maye

[ comptete guardian form
Maya

12 days ago Overdue-Feb27

[ complete guardian form Due Apri =
May:

[ complete guardian form Due Soon-Aug 31 -5
May:

Pagetof2 < \’T\‘

& Announcements

@® Claim student

’“ Al students  Fabery
’ Maya Junior

12th - SchooLinks Hi
-

Career Goal v
Physical Goal
2-Year Degree

I & View casefile %8 Message/Meeting

Therapy

STUDENTS

Guardian Dashboard

,English\/} 2 = @@ ] @

Dashboard My students + My transcript My profile

Casefile section

Maya "MJ" Junior @ (she/Her) Pt S—

12th - Last active 7 months ago

Student To Dos o Guardian To Dos |0

Overdue @ Incomplete @ () Complete @ Q_ search by name Expand All

> "Making the Most out of High School" Learning Unit e 9/10/25 [:]

> File Upload #8726 @

v

Complete the "Focus" Assessment w8026 @

v

Cayla's Custom Video Indicator #os/28/26 @

> How to do Early Action w2526 O


https://support.schoolinks.com/en/articles/4513099-guardian-access-your-account
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e You can view more about
what your student is doing in %

SchooLinks by selecting the

Casefile section
To Dos

@ student Activities 190 Accountability & Performance Other
Casefile section drop down. Tobos ) Student Performance Key Contacts
Assessment its it
Learning Chapters Meetings & Notes
9 Game of Life € College Experience Tracking
Areas to explore; E— College Lists & Favorites —
A. Create a College List for your student Eventsand Ramincers Coteaeamision Stats @) suonerscoss
. N College Athletic Eligibility
B. Review student’s Course Plans —
C. View student’s career interests b Course Pans 8 Ceroer
Career Exploration
D. See your student’s future Goals Personalized Plans
E. View and request student transcripts O~ 3
. College Financing
. Help your student plan for their

financial future with our Game of
Life and College Financing tools

My profile

e Access our interactive resume
builder by selecting My
Profile on your center
navigation panel.

® Experience vy Bragging rights () Academics DMy vie

Job, internship & volunteer experience

]
Q Click on your settings wheel Y —.
and Manage Affiliations to 7 e
update your employer profile
to be able to connect with ° e 5 Po e @
your Student,s diStriCt aS an Nﬁ‘ Organization Affiliations
. @ fecountaceess Affiliate yourself with an organization to share your content across SchooLinks.
industry/college partner. -
. a :
My students @
@ Add Affiliation
® Add Affiliation =
Helpful Articles
° Overview of Account Features ° View Student Course Plans*
° Recommend Schools for College Applications ° View Student College Athletic Eligibility*
° How to Register for Events ° Overview of Your Student’s Personalized Plan*

* Availability varies by district


https://support.schoolinks.com/en/articles/5485390-guardian-overview-of-account-features
https://support.schoolinks.com/en/articles/4513184-guardian-recommend-schools-for-student-college-applications
https://support.schoolinks.com/en/articles/4513139-guardian-how-to-view-register-for-events
https://support.schoolinks.com/en/articles/4513141-guardian-view-student-course-plans
https://support.schoolinks.com/en/articles/10625963-guardian-view-student-college-athletic-eligibility
https://support.schoolinks.com/en/articles/4513142-guardian-overview-of-your-student-s-personalized-plan

Descripcion General de SchoolLinks sclaoolinlzs KS

[Guia de los tutores y padres]

Esta pagina le mostrara las principales funciones de SchooLinks que puede usar como tutor. Accedera a
su cuenta de SchooLinks a través de Infinite Campus.

0 Cuando inicie sesion por primera
vez, vera su Panel de control de

Guardian. Esta dividido en:
Actividad reciente del estudiante
Tareas pendientes del Guardian
Anuncios

Proximos eventos

*Al hacer clic en una tarea pendiente,
accedersd directamente a esa funcion
dentro de SchooLinks.

Veras a todos tus alumnos en
la parte superior de tu panel de
control. Haz clic en un alumno
especifico para ver
informacion mas detallada
sobre él.

Haz clic en "Ver expediente"
para abrir el expediente de tu
alumno y ver toda la
informacion en SchooLinks.

En la pantalla
predeterminada, puede ver las
tareas pendientes que le ha
asignado a ese estudiante, asi
como las tareas que le han sido
asignadas a dicho estudiante.

GUARDIAN

Inicio

Home ' @ vava ) Favery
[
Engage )al
s Actividad estudiantil © Guardian las tareas pendientes
Career 5
ort i autorizacion para la feria de empleo de The
® -
Connect -
[ complete el formutario del tutor
Admi May,
des
(B complete et formutario del tutor
@ i
Conectar
[ Complte el formutario det tutor
May
(B complete et formutario del tutor
May,

lete el formulario del tutor

& Anuncios

(e e ) = 80 0 ©

Vence Pronto - 30 De Septiembre -

Atrasado-22DeMayo >

AtrasadoDic31 -

Atrasado-Ene9 >

Atrasado - 27 De Febrero

Fecha Limite Abr1 =

Pagina1de 3

>

‘o

Objetivo Objeti
profesional . .
Vuelos aéreosy  Titul [ E Ver el expediente delcaso || % Mensaje/reunin
de
4 afos

ESTUDIANTES

Panel de control Guardian

B

1 {Hola Daniela! Tablero Misalumnos ~  Mi expediente académico  Mi perfil

i@

Seccion de expedientes

Maya "MJ" Junior @ E la/Suya) Alcance y secuencia

12 - Ultimo activo hace 8 mes

arrera
Tareas para estudiantes a Guardian de Dos 0
& —P.
Universidad

=)

=) Tareas atrasadas @ Incompleto @ (O Completa @ A 9 Detras Q_ Busqueda por n
Solicitud

@ l > Unidad de aprendizaje "Cémo sacar el maximo provecho de la escuela secundaria"
Conectar

B
B
B
B
.

Carga de archivos

Complete la evaluacion "Enfoque".

Indicador de video personalizado de Cayla

Caitlin todo

orr

nbre

(e J[wm ) » BB 0 @

Expandir todo

o 9/10/25

e 8/7/26

o 8/10/26

o 28/8/26

o 9/1/26



§} Descripcién General de SchooLinks

e Puedes ver mas informacion sobre lo
que hace tu estudiante en SchooLinks
seleccionando el menu desplegable de
la seccion Expediente.

Areas para explorar:

A. Crea una lista de universidades para su
estudiante

B. Revisar los planes de cursos de los
estudiantes

C. Ver los intereses profesionales del estudiante

D. Descubre los objetivos futuros de tu
estudiante

E. Consulta y solicita los expedientes
académicos de los estudiantes

F. Ayude a su estudiante a planificar su futuro
financiero con nuestras herramientas de
Juego de la Vida y Financiamiento
Universitario

e Acceda a nuestro creador de
curriculums interactivo
seleccionando Mi perfil en el
panel de navegacion central.

e Haz clic en el icono de
configuracion y Administra
las afiliaciones para actualizar
tu perfil de empleador y poder
conectarte con el distrito de tu
estudiante como socio
industrial/universitario.

o,

Seccion de expedientes
Alcance y secuencia

Actividades estudiantiles

Vision general Planificacion
| Atcance y secuencia ) Caminos distritales
Feed de actividades de los estudiantes. 9 Planes de cursos

Aviones personalizados

Metas
Evaluaciones
Capitulos de aprendizaje Responsabilidad y desempefio
0 Juego de la vida Rendimiento de los estudiantes
Respuestas al formulario Rastreador de objetivos estratégicos
Eventos y recordatorios Requisitos de graduacién de Ohio

Universidad Otros
Listas y favoritos de universidades Contactos clave
Estadisticas de admision ala Documentos
universidad
Anuncios

Elegibilidad atlética universitaria

Financiamiento universitario elnlones vinotas

Seguimiento de experiencias

Carrers Programas

Exploracion profesional
sl 9 Expedientes estudiantiles

Consentimiento y extensiones

Fatbol infantil
Entronador | 100 horas por somana

Actividades extracurriculares y funciones de liderazgo.

Dirigi un equipo de futbol infantil

les. Trabajé con grupos de nifios de entre 5 y 12 afos.

® Configuracion de la cuenta
@ Ocultar traduccion de idiomas
7 % Mapa del sitio

% Administra las afiliaciones

(> Cerrar sesién

[cwrson v |[ wewres v | @ BP0 o @

Enlaces escolares [ ]

iliacion al distrito escolar de exalumnos

Distrito Escolar Unificado del Valle de Napa ®
.0
Articulos Utiles
e Descripcion general de las caracteristicas de la cuenta e Ver planes de estudio para estudiantes*
e Recomendar escuelas para solicitudes de ingreso a la e Ver la elegibilidad atlética de los estudiantes

universidad
e (Como registrarse para los eventos

universitarios*
e Resumen del plan personalizado de su estudiante**

* La disponibilidad varia segun el distrito


https://support.schoolinks.com/en/articles/5485390-guardian-overview-of-account-features
https://support.schoolinks.com/en/articles/4513184-guardian-recommend-schools-for-student-college-applications
https://support.schoolinks.com/en/articles/4513184-guardian-recommend-schools-for-student-college-applications
https://support.schoolinks.com/en/articles/4513139-guardian-how-to-view-register-for-events
https://support.schoolinks.com/en/articles/4513141-guardian-view-student-course-plans
https://support.schoolinks.com/en/articles/10625963-guardian-view-student-college-athletic-eligibility
https://support.schoolinks.com/en/articles/10625963-guardian-view-student-college-athletic-eligibility
https://support.schoolinks.com/en/articles/4513142-guardian-overview-of-your-student-s-personalized-plan

@ Schoolinks Student College Application Manager Guide (1 of 9)

Starting August Ist, you will be able to create your Common App account, if needed, and have access to
the College Application Manager tab in SchooLinks. Follow the steps in this guide to set up your
College Application Manager.

Set Up College Applications
Learn more <~ Adda College Application and Request Application Documents

Upon first accessing College Applications, students will be taken through a three-part setup process.

Part 1: Personal Details

Select College Applications FEE WAIVER ELIGIBILITY FERPA WAIVER
‘ ' Personal information

from the Colleges menu list T e ——

are using in your college application forms. This is needed for some

Enter birthdate and home
address

@ When you add or update your at

Part 2: Fee Waiver Eligibility

[ pensonaL oeTaiLs |—{ @ Fee waver ELGiBILTY FERPA WAIVER
C heCk Off Whether Or nOt Do you qualify for an application fee waiver?
. . The cost of y to colleges can add up! Some colleges waive application fees for students who
they qualify for a fee waiver ;
To see if you qualify, check off any boxes that apply to you.

[ student has received o is eligible to receive an ACT or SAT testing fee waiver.

led in or eligible to participate in the Federal Free or Reduced Price Lunch program

ily income falls within the income Eligibility Guidelines set by the USDA Food and

or local program that aids students from low-income families.
)

ublic housing, a foster home, o is homeless.

[0 Student is a ward of the state or an orphan.

[0 None of the above apply.

Table of Contents
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Part 3: FERPA Waiver

e Complete the FERPA Waiver

*Note: You will complete a FERPA
waiver in SchooLinks to ensure
SchooLinks and the District is
compliant with FERPA when
sending teacher and counselor
recommendations

/ PERSONAL DETAILS | v e waveR eGiBITY |—{ O FERPA WAIVER

Complete the FERPA waiver
You might be asking yourself “What's FERPA?" Don't worry, you're not alone! Here's what you need to know:

How does FERPA relate to your college application?

« FERPA gives you the right to review letters of recommendation if you are enrolled in college that saves
the recommendations, OR you are 18 or older.

To waive or not to waive?

« Waiving your right lets colleges know that you don't intend to read your recommendations, which helps
reassure colleges that the letters are candid and truthful.

« If you choose not to waive your right, some recommenders may decline to write a letter for you, and
some colleges may disregard letters submitted on your behalf.
Still unsure how to respond?

. Ynal is OK. Many students are. Before yn u move on, take a moment mnmssyo raec;u wm Feos
cou ther school official, or your parent/legal guardian. You can also read o

[ [ 1 have fully read and understood the FERPA Release Authorization explanation above.

+ Finish application setup

Linking your Common App to SchoolLinks

Learn more €& Connect Your Common App Account

After completing the College Application Manager setup, ff you are applying to colleges via Common App,

you will be able to link your Common App account to SchooLinks.

Select Connect under the
Common App section

e Select the Link Common App
Button

Log in to your Common App
account and then come back
to SchooLinks and refresh
your page

Table of Contents

How to Connect Your Common App A

If you are applying in the 2025-2026 school year, ploase wait until after Aug 1, 2025 to setup your Common App account

A or tolink y
1. Login using the email and password that you used to create your Common App Account (these could be different
he

i before 8/1/2025 You will need 0 follow the steps on the screen to roll it

1. Click *Create an Account”

2.Fil In account details your accoun
3 Check the box to hnevo Cmmolnnn a back to SchooLinks

Connect your Common App Connect your Common App

Link Common App Account >

How to Connect Your Common App Account

f you are applying in the 2025-2026 school year, please wait until after Aug 1, 2025 to setup your Common App account

A A your account:

in using the email and password that you used to create your Common App Account (these could be different
o )

\pp account before 8/1/2026 You will need to follow the steps on the screen to roll it

jour Common App data back to Schoolinks

follow the process

1. Click *Create an Account”
2 Fal s scooumt oetats 10
3. Chect ktmmlhmv o Gasian A ik o mensoLs

Once you've completed the steps above, refresh this page the latest changes from Common App.
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If you are sending applications via Common App, once you link your Common App account, the
colleges you have in your Common App list will automatically populate in SchooLinks.

However, if you are also sending applications outside of Common App, you will need to manually add
those applications to your SchooLinks College Application Manager list.

Adding Applications & Selecting Application Details

A

Learn more <~ Add an Application

Add an Applicati
an Application - -
A u
College Applications ° - 0 P ° 8
@ School search Favorites & lists Admission stats Final list College applications Enroliment decision,
Home —
i Board  List Q Se: n application by name [ Comments
. . Student
You can add an application _ [F— = Completo & pancig A
BRI /3 Applications added from list fapplication below to request Be sure to upload award letters and add an
Vi a. fivi} 20 00 @0 90 ecommendations or update checklist. enroliment decision.
.
pan aitho sy () Coborado Schoolof Trades 7 ~. Abilene Christian University 2 :
“ ) ©Unknown unknown
Engage Rolling ¥ Enrolling
B  Recommendation tracker Bon
: : : ciries @ e OtioState Unversity 7 ¢
o A app ication from list P Fulfted 1 Pending © Dectined @) Comomiom o dodaiad
View all requests @ Unknown _—
b s b Upload award lette
utton Brag Sheet ©  INCOMPLETE oz ®in
e + Add application button
= @ Unknown Complete the student checklist to mark
FAPSA/  Ofgomieme " an application completed.
TASFA —
N oo Woi2 o
Update Status ) Lovola niversiy Cicaso
© Unknow
Deadtine
common -~ @ NOT e
PP CONNECTED 8o 6 .

Search and choose a college
from the list and click the
Add Application button

Add application

g Lehigh University

$_ stanford University

B University of Houston

Choose application status:

in progress

Cancel

Completed &
pending

Add application

When adding the application, make sure to add it as “in progress”. Select the “completed & pending” option if you have

already submitted your application.

Table of Contents
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To start tracking a college application in your College Application Manager, you need to set up the
application add your student checklist items and add all the requirements. Requirements are things
like test scores and letters of recommendation that you have to send to a college separate from your
application.

Update the Application Details

Learn more <~ Add an Application

G Once you have selected a
school from the list, you
will need to update the
application details.

Remember to also update ~| s ‘G
the Application Details for o ‘ :

the applications that were
automatically added by
the Common App
integration.

o Click Save Application

Application Details Fields

Application Method: How you will be submitting this application. Remember, if you plan on submitting an
application with the Common App, you should set up your Common App in SchooLinks first.

Application Type: Select your application deadline from the list (like Regular Decision or Early Action). Verified
options will have the deadline filled in. For Unverified options, you'll have to find the application deadline on the
college's website and enter it.

Program Name (Optional): Only fill in this field if you're applying to a program that requires a different
application.

Student Requirements: Add items you will be working outside of SchooLinks regarding your application (FAFSA
submission, test score submission via ACT or College Board, transcript submission if it’s a self-reported school. This
will allow you to have one place to track all of these items!

Financial Aid Requirements: Leave both options blank if you will NOT be submitting financial aid.

Scores and Performance Requirements: Leave both options blank if you will NOT be submitting test
scores as part of your application.

Table of Contents
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Application Requirements

) . . .
Learn more ¢~ Track Application Requirements
Once you save an application, you can S Goiegs noptcatins LT LA,
start tracking your application T - UE(U

Admissions | Application Info | Financial L Aid

requirements and your counselor will be | .2.

able to prepare application materials.

Method

ICRERERE

On the Application Details page, you will

see all application documents including
the Student Checklist, Teacher
Recommendation requirements, and

Counselor Documents.

¢~ Application Requirements Sections
Student Checklist - A list of the requirements that you are responsible for OUTSIDE of SchooLinks, like
submitting the application, filling out FAFSA and sending test scores. Check the box once tasks are completed.

Teacher Recommendations - The number of required & optional recommendations will be listed. You will click
on Add Recommender to request a teacher recommendation.

Counselor Documents - These are requirements that your counselor will submit on your behalf to the college,
such as transcripts and recommendations. These documents are automatically requested when you set up an
application in College Application Manager.

Application Status and Results
Learn more <7 Add College Application Results

Once you have completed all of the items in your Student Checklist and submitted your application, be sure to change
your Application Status to “Completed” in SchooLinks.

When you receive a decision from the college, update your Application Result, based on the decision your received
After you make an enrollment decision, remember to indicate where you will be enrolling on the Enrollment Decision

tab of College Application Manager. Upon confirming enrollment, a request will be made to your counselor to send
your final transcript after graduation.

Table of Contents
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¢~ completing your Letter of Recommendation Brag Sheet

e Click Complete brag sheet
under the Recommendation
tracker section

e Complete the form and click
Submit

College Application Manager Qw50 PPo o

ot

uuuuuuuuu

Requesting Letters of Recommendation
Learn more <~ Request and Track Teacher Recommendations

When requesting letters of recommendation, be sure to ask your recommenders if they are willing to
write a recommendation, prior to entering the request in SchooLinks. Let recommenders know they will
receive an email with a link to fulfill the recommendation in SchooLinks. Be sure to send your
recommenders a written thank you note.

To Request Letters of
Recommendation:

G Click Add Recommender or
Request Teacher

Recommendation under the
Teacher Recommendation
section

Q Find your teacher on the list
and click Next, add a note if

ill your recommendation on SchooLinks.

desired and lastly click on e
Submit Request

Table of Contents
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Other Notes on Recommendations

You need to repeat the process of adding recommendations for each college

Counselors Recommendations - automatically requested in SchooLinks Counselor
recommendations are automatically requested if required by the college. The counselor will
fulfill the required recommendation by the deadline established by the application type.
Students can view the status of counselor recommendations under “Counselor Documents on
the application detail page.

Outside Recommendations - must be requested in Common App
For all Common App applications, request an outside recommendation by clicking
“Invite Other Recommender” in Common App.

How to View College Application Transcript Requests

College application Transcript request are automatically requested once you add a college to your
College Application List.

Review transcript requests for
any added application via the }

pencil icon next to the college e

name °

aaaaaaaaaaaaaaaaaaaa

Initial & Midyear Transcripts: On the application details page, you will notice that any required
counselor documents will be auto-requested. This includes both the initial and midyear transcripts. You
do not have the ability to change the counselor requirements. Reach out to your counselor if there is
something you would like added to the list

Table of Contents




@ Schoolinks Student College Application Manager Guide (8 of 9)

For Non-Common App
0 applications, you will see a
Transcript request.

For schools that require it, you
will also see a Mid Year
Transcript request.

e For Common App
applications, you will see a

School Report request
which includes the Initial
Transcript.

For schools that require it,
you will also see a Mid Year
Report request.

Status Icon Key:

@ Requested

@ Fulfilled

6 Sent

Final Transcripts: Final transcripts are auto-requested after indicating your enrollment decision in the
Enrollment Decision tab at the top of the the college application manager.

Table of Contents
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How to Request Non-College Application Transcripts
Learn more <~ Request Transcripts for Non-College Applications

G Select Record Requests from

the Student menu in the side TS |
navigation panel | e
l eeeeeeeeeeeee

G Click on Send Official
Transcript to request a
transcript be sent on your behalf

Choose transcript destination
o NCAA Eligibility Center
e Email Address
e Mailing Address

*Reminder: All College Application Transcripts should be requested through College Applications in the
College Module

Table of Contents



Request Teacher Letters of

Recommendation
[Student guide]

sclhoolinlis'§

This document will walk students through how to request teachers write them a letter of

recommendation within SchooLinks.

c Open College Applications

Click on the pencil icon next to
the college you want to add a
request for or click + Add
application to add a new
college.

*If you are viewing the application
in Common App, return to
SchooLinks to request
recommenders

Click + Add Recommender or
+ Request Teacher
Recommendation/Evaluation®
to add a teacher.

*Language is dependent on
application method

School Search

Favorites and Lists

Admission Stats

Final List

College Applications

Enrollment Decision

College Financing

Scholarship Matching

=+ Add application

TEACHER EVALUATIONS

Remember to update your student profile and
communicate with your teachers before adding them
s a recommender on SchooLinks.

2 Required 1 Optional

[ ®Add ender Required @ J

@ Request Teacher Evaluation

ired gij



§} Request Teacher Letters of Recommencdation

° Type in your teachers name to
select them from the list* and
push Next.

*Current district teachers should be in
the list. Former teachers will need to
be requested Manually.

e On the Details page you will be
able to add a personalized
message to send along with your
request.

e Some college require you to
identify the subject your teacher
teaches.

0 Once you click Add
recommender, an automated
message will be sent to your
teacher.

o Use this page to track the
status of those specific
requests.

o You can also see these on
your main College
Application page as well.

© Letter Sent

© Letter Requested
O Letter Fulfilled
© Letter Denied

(@ SELECT TEACHER ADD DETAILS

Select a teacher to complete a recommendation for Harvard University.
Your selected teacher will receive an invitation to fulfill your recommendation on SchooLinks.

Q Search teachers

Alex, Michael malex+ProdslpsTest@schoolinks.com

Allen, Raechel raechela@testadmin.com

Alvine, Estelle staffli03@demo.com

Amann, Evelyn staff021@demo.com

Amend, Michael michaela@testadmin.com

ions are i if required by the college. Common

L ' SELECT TEACHER }—{ & ADD DETAILS]

Teacher information

aechela@testadmin.com

Add a message to your teacher (Optional)

Custom message

Aaron Harper (General)

© sent automatically 01/09/2025

O Fulfilled 06/25/2024 by Aaron Harper

(© Reauested 06/25/2024 by Jonathan Zamsky
A Hide history

Agnes Thompson (General)

© Remove d 09/10/2024 by Haley Horaz: "Wrong
teacher”

I Daniela Binks (General) £

Recommendation tracker
H 3 Fulfilled 6 Pending 2 Declined

View all requests ]




How to Use the Resume Builder schoolinls '$

[student guide]

In this guide, you will learn how to use your SchooLinks profile to build a resume.

kS\ i;:,DOE';T“e [EEnglish v }Q Maya "MJ" Junior D8 oA 68
c To access your profile, click @ Y’
on your name button in the S
. . Maya Junior Class of 2026 | SchooLinks High School
top navigation bar @ h—
EEU Creative Humanitarian Looking to Make an Impact ¢ Public profile @D BNZEIEILIN
Looking for internships at any non-profits in the areal ¢ S WY
The following sections of your a Damime  @hyson b Epwees | fomsgreras O Ademics ZlE
profile will be included in your @ @ My story
resume: Post-Secondary Goal Career Goal Career Cluster College Goal Major/Training Goal
Selected clus!.er'
e My story (Interests & Hobbies) Trade s. e virgia ‘ ﬂ
. Schoollzechnical Commefcial Flying Yogistics comn?anw_ealth Biochemistry
® EXperlence Program Univérsity
e Bragging Rights '
. hange goals |

0 When ready to export to a
resume format, click on the Export Your Resume x
resume icon at the top right P18 A0 1 0015 T
corner

(232) 323-4234

Home address to list on resume

Street Address

650 15th Street

o Provide your contact details
for this information to be *
added to your resume

When you add or modify your address heregSchooLinks will save it in your
ac
do

Email address

maya@jun.com

& save to Google Drive ¥ Download Resume

o Export resume to Google
Drive or download as an
editable .doc file

www.schoolinks.com
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How to Use the Resume Builder schoolinls '$

[student guidel]

Sample Resume

Maya Junior

111 One Street, City, State 55555
232-323-4234 | maya@jun.com

EDUCATION

SchooLinks High School - (2015 - 2018)
GPA: 3.67/ 4.0
Class Rank: 11 out of 1231

EXPERIENCE

SchooLinks - ULX Design Intern (06/01/2017 - Present)

Work directly with the development team to bring designs to life
Collaborate with a small team of passionate, multi-faceted designers
Conduct user research online and with focus groups

Shadow the Head of Product Design

Habitat for Humanity - Community Organizer (03/01/2016 - 05/01/2018)
e [ had a wonderful time organizing community efforts to raise money for Habitat for Humanity!

Austin Animal Shelter - Volunteer (06/01/2018 - Present)
e Washing and feeding animals
e Organizing merchandise

Austin Food Bank - Intern (05/01/2019 - Present)
e Sorted food

EXTRACURRICULAR ACTIVITIES & LEADERSHIP
SchooLinks High School Varsity Basketball Team - Captain (12th grade - 12th grade)

ACHIEVEMENTS & AWARDS

NCWIT Award for Aspirations in Computing - (05/17/2017)

e The NCWIT Award for Aspirations in Computing (AiC) honors women in grades 9 through 12 who
are active and interested in computing and technology, and encourages them to pursue their
passions. Award for AiC recipients are chosen for their demonstrated inte

School Student Athlete Award - (11/18/2018)
e I won this award for being a great student athlete at my school.

ADDITIONAL INFORMATION

Interests: Piano, Chess, Mountain Climbing, Tennis, Teaching, Community Service, Missionary
Work

Certifications: CPR Certification, NIMS I'TM Electronic Control Sy, web development
Languages: English, Spanish
Skills: Bilingual, Coding, Communication, Creative Thinking

www.schoolinks.com
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How to View College Application  sclroolinls '
Transcript Requests [student guide]

In this guide, you will learn how to review college transcripts that have been requested for your college
applications.

Select College Applications
from the Colleges Module in
the side navigation panel

School Search
Favorites and Lists
fit  Admission Stats
College
Final List

College Applications |

Enrollment Decision
College Financing

Scholarship Matching

Transcript requests can only be viewed for applications that have been added to the college
application manager.

e Add a new application if K

needed, fill in the required
application setup details, }
then hit save application

Lehigh VA
@ University

inknown

Qo3 thon

1 . University 2 :
° Review transcript requests @ oo
for any added application via ® ursnown
the pencil icon next to the
college name

ilar Decision | Jan 15
common

o2 thon PP

www.schoolinks.com °Watch a video tutorial!


https://www.loom.com/share/9bc80430ffe14c79a1c1d8427b64f08a?sid=1d7f2baf-5ec7-4efe-bc66-ce6d1e713167
http://www.schoolinks.com

How to View College Application  sclroolinls '
Transcript Requests [student guide]

Initial & Midyear Transcripts: On the application details page, you will notice that any required
counselor documents will be auto-requested. This includes both the initial and midyear transcripts.
You do not have the ability to change the counselor requirements. Reach out to your counselor if
there is something you would like added to the list

o For Non-Common App
applications, you will see a
Transcript request.

For schools that require it,
you will also see a Mid Year
Transcript request. 22::::\00Tamaw requested them from your

Transcript ®
%) Added 08/13/2025 as preset

Mid Year Transcript ®
@) Adde

ded 08/13/2025 as preset

Counselor Recommendation ®
(General)

e For Common App ;
applications, you will see a s
School Report request
which includes the Initial

Transcript.

For schools that require it,
you will also see a Mid Year
Report request.

Status Icon Key:
. COUNSELOR DOCUMENTS
All required docut are determined by
Common App and matically requested from
counselors. Students must contact their counselor
Re quested to request inclusion of optional documents.
School Report (General) ®
© Reauested 08/15/2025 by Paula Rhodes
. q
Fulﬁlled Counselor Recommendation @
(General)
| © Reauested 08/15/2025 by Paula Rhodes
7&9\ Mid Year Report (General) @
§'-‘~ ) | Sent ) Requested 08/15/2025 by Paula Rhod )
g§_{( ./7' o
i ®

Final Transcripts: Final transcripts are auto-requested after indicating your enrollment decision in
the Enrollment Decision tab at the top of the the college application manager.

www.schoolinks.com o Watch a video tutorial!
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Junior Prep for College Application SC'IIOO"UII!S KS

Season in SchoolLinks

During the summer you can use SchooLinks to prepare for College Application season by exploring and

favoriting schools and building out your Final LIst.

Using the School Search tool
Learn more <~ How to Use School Search

School Search is where you can explore colleges and universities, as well as programs offered at

schools (ex. Petroleum Engineering).

Access the School Search by
clicking the College icon and
selecting School Search

S

colece
School Search

z
F
H

2

® i
8 2

School search

Favorites & lists

Admission stats

Final list

Final List

College Applications

Enrollment Decision

College Financing

Scholarship Matching

Use different filters and
sorting options to narrow

your list.

Click on the School tiles to
open the School Profile and
learn more about the school

xas Christian
University
tWorth, TX | Privat

niversity of Texas

at Austin

Southern Methodist

University
Dallas, TX | Privats

Baylor University

College applications

rrrrr

’ Maya "MJ* Junior

S Lst @ Split @ Map

Sort b
P applications from District v

o O

COAHUILA

‘‘‘‘‘

Enrollment decision

tound

Ftw W@@
‘ s
) o

istin

coe Mo s

)

OKLAHOMA
o0klahoma City

jios

COLLEGE

Rice University
Houston,TX| Private

Texas A & M University-
College Station
College Station, TX | Public

Texas Christian
University
Fort Worth, TX | Private

The University of Texas
at Austin
Austin, TX | Public

School Search
School search Fav{ ts Admi tat: Final list
Homk
Search schools
# Q
Studer
Filter by
®  schoolTupe@ Campusv  Admissions\  Acceptance N Sports\  Degree Type v Other v
Explore
i I a» @
Plan
© 179 Schools
ngage .

Southern Methodist
University
Dallas, TX | Private

Baylor University
Waco, TX | Private

College applications

aaaaaa

’ Maya "MJ" Junior

Enrollment decision

Hobbs

fo¥o!

@

COAHUILA

w502 Mo e

= List @ Split U Map

Sortby
@ ppplications from District

uuuuuu

CHEROKEE
.....

OKLAHOMA
50klahoma City

uuuuuuuuu

worn(32),
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@ Junior Prep for College Application Season (2 of 4)

Favoriting Colleges
Learn more <~ Favorite a School

After reviewing the College Profile, if you think this is a fit for you and you are interested in applying

to this institution, you can add them to your favorites list.

From the School Search page
you can click on the heart icon
in each of the school tiles

Or click the heart icon from
the School Profile page

colLece
School Search

School search

Search schools

Q

school Type @ Campus v Admission:

o D CID D

179 Schools

Rice University
Houston, TX | Private

Texas A & M University-
College Station
College Station, TX | Public

Favorites & lists Admission
sV Acceptance V'  Sports vV

|

Texas Christian
University
Fort Worth, TX | Private

The University of Texas
at Austin
Austin, TX | Publi

stats Final list

Southern Methodist

University
allas, TX | Private

Baylor University
Waco, TX | Privat

’M:yﬂ"MJ“Juniﬂl 6082 &@ 8
Enroliment decision

College applications

i=lst [0 Split 00 Map

OKLAHOMA
o0klahoma City o+
Normano

Op

e TR i

Opy..
o0

NATION

uuuuuuuu

Eact Worth!

Hovte
bad g
aing!
oMidh =)

COAHUILA

yyyyy

colLaes
School Profile

Fort Worth, Texas | Privat

Overview

Campus Setting

Student Body
Academics &

Athletics

Texas Christian University

e

Overview

Undergrad degrees
offered
Bachelors Degrees

Programs

Certificate Degrees

Acceptance rate

’May:'MJ"JunlM 6 D08 Qp@) o]

006

Where dieams

get started

Graduation rate

N\
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Your Final List is the list of schools you plan to apply to. This list is made up of Likely Colleges, Target
Colleges, and Reach Colleges.

Building a Final List

Learn more <~ Create a Final List

Here are the definitions for these different categories:
e Likely - schools where you will likely get accepted.
e  Target - schools you aim to get in and it's reasonable that you'd be accepted.

e  Reach - schools that you would like to get into but getting accepted would be much harder (less

likely) for you.

k\ COLLEGE
s . . Maya "MJ" Junior 3 [~] (P
Final List ’ i G 0 ® @
@ School search Favorites & lists Admission stats Final list College applications Enroliment decision
el 22
t F . 1 L . t b Q 3 Comments + Add from favorites & lists
Access the Final Lis y sudens
® < Guaranteed D Likely @ Target 4 Reach
You quallty for guaranteed admission sither througn You have a high chance of acceptance because your You have a air chance of acceptanice because your You have a lower chance of acceptance because your
clicking the College icon an oD o s e o et
SeleCting Final LiSt Plan Lake Superior College University of Maine 2 Lehigh University &2 Rice University
- Acceptance 95% Accep 7% Acceptance
B | Garate 40% Grad ate a7 Graa rate
Engage
APPLICATION SUBMITTED ° APPLICATION SUBMITTED APPLICATION SUBMITTED APPLICATION SUBMITTED °
Aunucta Fennffiar Qrhnanl nf West Chester University of Baylor University 2 Princeton University
- s
AL school search Pennsylvania Acceptance 4% Acceptance
College —_— 58% Grad rate 88% Grad rate
Favorites and Lists Grad e APPLICATION SUBMITTED L} APPLICATION SUBMITTED .
APPLICATION SUBMITTED
Admission Stat Virginia Tech &3 Rutgers University-New
University of South Alabama (2 Acceptance Brunswick 2
Acceptance Acceptance
31% Grad rate APPLICATION SUBMITTED ° Grad rate
College Applications
APPLICATION SUBMITTED L]
Enrollment Decision The Unlversity of Alabama Pennsylvania State University-
7% Accopance Main Campus & Smith College 2
College Financing 5% Acceptance ° 19% Acceptance
APPLICATION SUBMITTED 0% Grad rate 2% Grad rate >
Scholarship Matching APPLICATION SUBMITTED PR How to use this feature @ 6 _}
- Middle Tennessee State

\S\ coLLece
% . Maya* :
Final List (IR 7 NG Po o
® School search Favorites & lists Admission stats Final list College applications Enrollment decig
. o — )
To add a school to your Final a G o) (ST—
Student
List, click the Add from 7 Suaranteed D ey bt 7 Resen
9 ok smsal o st sty ot teouoh WK e & ik vt of mocmetact eomuon vour BN Ve v e s ot mceaptaitos becmsve vour BIMMIEY s s e cheics o aveuptartos bscmsse you
Explore ©open admission policies or by meeting specific criteria. stats exceed admission standards. ‘stats meet most admission standards. ‘stats miss some admission standards.
favorites & lists button i —— b Unversi m—
. pan  Lake Superior College University of Maine 2 Lehigh University &2 Rice University 2
— 95% Acceptance 20% Acoeptance 7% Acceptance
“ 24% Grad rate 40% Grad rate 83% Grad rate 87% Grad rate
Envage
APPLICATION SUBMITTED Y APPLICATION SUBMITTED APPLICATION SUBMITTED APPLICATION SUBMITTED ™y
(]
Career % 4 o F i i R
If ou have not et Created a " Auguste Escoffier School of West Chester University of Baylor University 2 Princeton University 2
g Culinary Arts-Boulder 2 Pennsylvania 50% Acceptance 4% Acceptance
f . 1 . h Coliege Focadiance: i Aioegiance 58% Grad rate @ 88% Grad rate
t t t | e S G RS »: ll s R
davorite 11St, you can use tne R || G
Virginia Tech 2 Rutgers University-New
S earCh bar to add COllegeS to Chadron State College University of South Alabama 2 ;72 Accestance Brunswick 2
- Acceptance 5% Acceptance Saiad cete 65% Acceptance
. . 31% Grad rate 315 Graa rate O TR o  TovGmdms
your Flnal Llst . APPLICATION SUBMITTED Y APPLICATION SUBMITTED L I
The University of Alabama &2 Pennsylvania State University-
City Colleges of Chicago- b} ’;::“':2“ Main Campus 2 Smith College 2
Richard J Daley College 2 54% Acceptance ° 19% Acceptance
APPLICATION SUBMITTED 5% Grad e 525 Grad rate
Acceptance °
- om
|__APPLICATION SUBMITTED _ _@____Middle Tennessee State | ————_|



https://support.schoolinks.com/en/articles/4513189-student-create-a-final-list

@ Junior Prep for College Application Season (4 of 4)

e Choose if that school is a
Likely, Target, or Reach
School and then click the add

button.
Note: If there is enough data e e Unversiy
available on your profile and S I

for the school, that school
will be pre-sorted into the
category to which it belongs.
You can see this in the
screenshot below.

If you think that the school is
placed in the wrong category,
you can message your
counselor and they can help
you move it to a new
category.

+ Add to Final List

° Click the Add to Final List button

Table of Contents



How to Complete Recommendation  sclroolinls 'S
Letter Brag Sheet [student guide]

This step-by-step guide will show students the two locations they can access and complete the
recommendation letter brag sheet.

The Brag Sheet can be found in the Dashboard To Do List

G Locate and expand the
Recommendation Letter Brag 8 oo+ 8 o B D o
Sheet task and select Go to Q oo x]  eomam
Feature v Racommendaticn Letis Brag Shest w0

To complete this To Do, click on the button shown below and go
through each step of the activity

ToDolList Events Reminders My Team Survey/Forms Shared Notes

This will redirect you to the college
application manager where you can
complete and submit your brag
sheet.

The Brag Sheet can also be accessed directly from the College Applications Dashboard

c Select College Applications
from the Colleges Module in the
side navigation panel

Q Click Complete brag sheet 4 Brag Shost ©  WCOMPLETE
.
under the Recommendation
tracker SeCtiOIl z’;IEIG:ge Application Manager

< Bit Student LOR Brag Sheet

<O D2 a0 8

e Complete the form and click
Submit Answers
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