
Completing College 
Applications

Martin Luther High School



Where are You in the Process?

•Have not started

• Just started

• Lost

•Stuck (need help with a few items)

•Completed one or more

•Done, but need to finalize/revise





Common Application

• Why Common Application? One application – over 700 schools

• DO NOT USE NAVINCE IF USING THE COMMON APP

• Your steps
• Invite counselor/teachers as recommenders (ASK IN ADVANCE!)

• Complete Application (Consider Early Action/Early Decision) 

• Transcripts are requested through here

• Pay the $10 transcript fee

• Letters of Recommendations requested through here

https://professionals.collegeboard.org/guidance/applications/early


Requesting Transcripts - Naviance
• Click on the colleges tab 
• Click on colleges I’m applying to 
• Click on +add colleges to this list 
• Click on lookup, and search for your college. 



Requesting Transcripts - Naviance
• Search for your college name. Then, click on the Transcript Request button 

next to the college name to request that your high school transcript be sent. 

• Once all your colleges are listed and your transcripts have been requested, 
click on the Add Colleges button at the bottom of the list.



Requesting Transcripts - Naviance
• You need to indicate how you applied in order for your transcripts to be sent. Under "How 

are you applying", click on any that say I'm not sure yet and have a "?" under 
"Submissions".

• For each college application, select how you applied and click Update Applications at the 
bottom when finished. 

• Pay the one time $10 transcript fee



Requesting ACT Scores

• Colleges will ask for your official ACT scores

• Your ACT scores are included on your transcript.

• Most colleges will accept these as official

• Some universities will not

• Request your official ACT transcripts through actstudent.org

• Log into account

• Request that your scores be sent

• Pay the fee



How Many Schools Should I Apply To?

• No magic number. 5-8 is enough

• Include 3 types of schools on your list
• Safe

• Probable

• Reach

• Diversify your list for Financial Aid purposes



What to Avoid
• Letting parents take the lead

• Submitting a lengthy resume

• Hitting submit without proofreading

• Waiting until the last minute

• Repeating yourself

• Asking for information that can be easily found

• Telling colleges what you think they want

• Writing a one-size-fits-all essay

• Trumping up your extra-curriculars

• Failing to check curriculum requirements



Letters of Recommendation
• Complete your Postsecondary Resume!
• Give references at least 3 week notice
• Read your applications carefully, it may tell you WHO needs to write your 

letters

• Always waive your right to view recommendation forms on your 
application

• Follow up with your reference a week or so before recommendations are 
due

• If applying through Common App – request letters through Common App
• If applying through website – request letters through Naviance



Requesting Letters of Recommendation 
Through Naviance

• Complete a Postsecondary Resume

• Talk to your teacher(s) to confirm that they will write a recommendation for 
you!



Requesting Letters of Recommendation 
Through Naviance


