How to link your Common Application account with your Naviance account

Step 1: Log on to your Common App account. (https://www.commonapp.org/ ) Then click
“Create an Account”
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Step 2: Click “First year student” and create your account.
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Step 3: Next, click the top tab “Common App.” Then complete the entire “Education” section on
the left-hand side.
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Step 4: After answering all of the questions under the “Education” section, you will see a green
check mark appear next to “Education.” Many of the questions under the education section can
be answered by looking at the green sheet “Class of 2021”
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Step 5: In order to link your Naviance account with your Common App account you must add a
college to your Common App account. Click on the tab “College Search” and search a school

name.
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After searching a college or university, click on the blue plus sign located to the left of the

colleges name.
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Step 6: Next, you will see a green check mark next to the college that you have successfully

added on Common App.
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Step 7: Click on the tab, “My Colleges” and select the school that you just added.

{
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Step 8: Under the college or university, select “Recommenders and FERPA.” Next, click
“Complete Release Authorization”
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Step 9: Check the box that you have fully read and understand the FERPA Release
Authorization and then press continue.

X  Release Authorization

Rights anc Privacy Act. Since FERPA 1s 3 complex law, we want to provide
some key information before you respond. We encourage you to leam about
FERPA by reading our FAQ. We also suggest discussing FERPA with your
counselor, parent, guardian, or other school efficial to be better informed
about your rights.

1. How does FERPA relale to your college application?

« FERPA regulates the privacy of atudent education records, which could
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provided as part of that application after you enroll.
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3. still unsure how to respond?
« That's OK. Many students are. Before you move on, take a moment 1o
discusa your decision with your councelor, another school official, or
your parent/legal guardian. For more infarmation about FERPA, wsit the

Help Center
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After pressing “Continue,” checkoff that you authorize the release of all requested records and
recommendations to every college that you are applying to. Next, check that you waive your
rights and that you understand that once you sign this page you cannot change this section of
your application. After checking this section off, sign your first and last name, todays date and
then press “save and close” at the bottom of the page.

> Release Authorization

FERPA Form

- | acknowledge that every schoal that | have attended may
release all requesied records and recommendations 1o
colleges 1o which | am epplying for admission, | also
understand that employees at these colleges may
confidentially contact my current and former achoaola should
they have questions about the information submitted on my
behalf.x

Flesse select one: *

- ®) | waive my right te review all recommendations and

supporting decuments,

| DO NOT waive my right to review all recormmmendations and
supporting documents.

- | undesstand that my walver of no walver selection above
partains to all collages ta which | apply and that my selections
on this page cannot be changed once | sign and click Save
below.*

Signature *

Step 10: After completing step 9, you will see a green check to the left of “Recommenders and
FERPA.” This green check will automatically appear next to “Recommenders and FERPA” for
every college and university that you eventually add to the tab “My Colleges.”
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Step 11: At this point you will sign on to Naviance. On the right-hand side click on “Colleges
I’'m Applying To.”

a NaViaﬂce | SfUdenf Home Colleges  Careers  AboutMe My Planner

Welcome, Laurel !

Search for Colleges v Ty 1a name SEARCH

Graduation Survey My Favorites

Senlors: Fill out the graduation survey, listed on the left side of the
screen under "about me,” to update your college admissions decisions and
indicate where you plan on attending in September. See your counselor if
you have any questions.

Deciding

Read more

Step 12: Click “Match Accounts” on the right-hand side. In order to match your Naviance
account with your Common App account, you must first submit the Authorization for Release of
Records form, located on the counseling website.
(https://www.csh.k12.ny.us/cms/lib/NY02214132/Centricity/Domain/77/CSH%20Records%20Release%
20Form%202019-20.pdf)

M Naviance | Student Al iz

Colleges I'm applying to

0 It locks like you are not currently able to apply to Common App schools.

Match your Commen App account to Maviance Student account to get started,

0O Your parent/guardian must give you consent for you bo request transcripts. Contact your counseling offfce ifyou think this s a mistoke

B Manage Transcripts al Compare Me
+ = extended profile available

J Office Submission Type s
College Type Deadline Transcripts ateria 0 Application
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Step 13: After submitting the Authorization for Release of Records form, you will see that the
yellow bar is removed. Once this bar is removed, click “Match Accounts.”

I'm applying to Q Search for colleges

0 It looks like you are not currently able to apply to Common App schools.

Match your Commen App account to Naviance Student account to get started,

ﬁ Manage Transcripts ol Compare Me o

+ = extended profile avallable 4 REQUEST TRANSCRIFTS @ REMOVE

College that I'm attending:

Step 14: Type in the email address that you use for your Common App account. (This email
address may be different from your email account associated with Naviance.) Type in your date
of birth and then click “Match Accounts.”

X Close Common App Account Matching

A Note: Once you match account, your FERPA status can no longer be changed and you cannot unmatch your account.

We're excited that you are ready to apply to colleges. Some colleges allow you to apply with Common App. You can match your Common App and Naviance Student
account to track your applications in one place! In just a few short steps, we'll have your accounts matched.

Get Started with Common App TIPS
« Create a Common App account on Common App Online These tips will help you successfully match your accounts.
» Mark sure you use the email address that you chose for your Common A
« Sign the Common App (CA) FERPA Waiver on Common App Online (' : o y y o
accoun

» Make sure that last name on your Naviance Student account matches the

Match Your Accounts last name you used to create your Common App account.

» Make sure the date of birth on your Naviance Student account matches the
Tell us the email address you are using for Common App and your date of birth. date of birth on your Common App account.

Common App Email Address

Date of Birth

I don't need this

SRR
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Step 15: After successfully linking your Common App account with your Naviance account, you
will see the following screen.

Colleges I'm applying to

4 = extended profile available 4 REQUEST TRANSCRIPTS  J§ HErOWE

College that I'm attending:
A W

Letters of recommendation
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