
 Requesting Transcripts & 
Letters of Recommendation

through



Steps for Requesting Transcripts 

Request through Naviance



Open Naviance through Clever on Homepage 
STEP 1 



Find “Colleges I’m Applying To”  
STEP 2 



Click the “+” Sign 
STEP 3 



STEP 4

Type out the college you applied to

Regular decision means you’re 
applying by your college’s application 
deadline for fall enrollment. 
Early Decision is a binding 
agreement 
Early Action is similar to Regular 
decisions but receive answer sooner 

Direct to Institution means you 
applied through the university 
website 
Common App means you used the 
Common App to complete your 
application 

Check- off if you submitted your 
college application 

Add Colleges 



STEP 5 
Select the type 

Make sure to click on “Initial”



All transcript 

All colleges will be posted here with the status of 

your transcripts (Example: Sent, Pending, etc.). 

Finished!  



Steps for Requesting Letters of 
Recommendation

Request through Naviance NOT 
Common App



Click on “letters of recommendation section” 
STEP 1 



Click “Add Request” 
STEP 2 



Answer each question then “Submit Request”
STEP 3

Select one teacher at a time.

Not all Colleges/Universities will 
require a Letter of Recommendation

Don’t forget to list any clubs, sports, 
activities, honors or awards that you 
have been involved in or received.



Finished! 


