
Naviance College Application Tracking Form
Turn in to Mrs. Roma in the Counseling Office at least 15 school days before application deadlines. 

SHOREWOOD HIGH SCHOOL COLLEGE APPLICATIONS   

COLLEGE NAME APPLICATION 
DEADLINE

APPLICATION 
TYPE

TRANSCRIPT 
REQUEST 

OFFICE 
USE ONLY

STUDENT CHECKLIST

In Naviance: 

¨ Add schools to Colleges I’m Applying To list.

¨ Select Type:  Early/ Regular/ Priority/ Other

¨ Select How you are applying:  Common 
App/ Directly to the institution/ Other 

 Do not leave the selection “I don’t know”. 

¨ Request transcripts & letters through 
Naviance if and as your schools require them. 

If you have Common App schools:

¨ Match the two accounts.  

¨ Email your counselor to notify them   
  of your deadlines. 

¨ Send your counselor your brag sheet.  

All students: 

¨ If you see a red stamp icon            by a school 
in your Applying To list, provide a stamped 
envelope addressed to the college so we can 
mail your transcript. 

¨ Read the statement below and sign. 

By signing this form, I give permission to Shorewood High School to provide colleges with requested records. I authorize school officials to 
communicate with the above schools in the event that there are any significant changes between the time of recommendation and graduation. 
I hereby authorize the release of all requested student records and understand that my student records may contain any disciplinary records. 

I also understand that I need to arrange to have my standardized test scores sent directly from the testing agencies to the colleges I am 
applying to. SAT: www.collegeboard.org   ACT: actstudent.org

Student Signature

Date 
submitted to 
Counseling 
Office

Student Name                            

Counselor Name

List each college you are applying to. 

All must be in your 
Colleges I’m Applying To list

List the deadlines.

If you do not see a 
deadline, select the 
application type. If it 
is a rolling deadline, 
see Mrs. Roma. 

Regular
Early Action
Early Admission
Early Decision
Rolling
Send EDU

Did you request 
a transcript in 
Naviance? 
yes or no

Date 
submitted 
or mailed to 
college

FULL INSTRUCTIONS ON WWW.SHORELINESCHOOLS.ORG/SWCOLLEGEANDCAREER > COLLEGE APPLICATIONS

FULL INSTRUCTIONS ON WWW.SHORELINESCHOOLS.ORG/SWCOLLEGEANDCAREER > COLLEGE APPLICATIONS



WHERE DO I _________ IN NAVIANCE? 
Add Schools
Colleges tab > look under My Colleges >  Colleges I’m Applying To list > +add 

colleges to this list

Request Transcripts
When you add schools, you can check “request transcript” or you can do this 

step separately. 
Colleges tab > Resources (on left side) > Transcripts  
 
Request Letters of Recommendation
Colleges tab > look under My Colleges > letters of recommendation

SHOREWOOD HIGH SCHOOL COLLEGE APPLICATIONS:  NAVIANCE NOTES  

HOW TO MATCH COMMON APP & NAVIANCE? 
In Common App
1. Create an account at commonapp.org. 
2. Complete registration information. 
3. Under the Common App tab, complete Profile, Family, and Education 

sections, including choosing Shorewood as your current school and filling in 
your counselor’s name.  

4. Add at least one school to your list under the College Search tab. 
5. Read and sign FERPA release authorization under the My Colleges tab. 

In Naviance
1. Go to Colleges tab > Colleges I’m applying to
2. Enter the email address you used for the Common App 

WHAT’S THE FERPA WAIVER? 
Why you are asked to sign
Signing the FERPA waiver allows Naviance and the Common App to share 
letters of recommendation and other educational documents with the schools 
you are applying to. 

You are waiving your right to see the letters. Waiving your right shows integrity 
and assures colleges that the letters are candid and truthful. Don’t worry about 
not being able to see the letters; teachers will not agree to write letters for you 
unless they will write a positive letter.  

What FERPA stands for
The Family Educational Rights and Privacy Act, a big huge privacy law, allows 
your parents (when you are young) or you (when you are 18+ or enrolled in 
college) the right to see your educational records. In order for the letters of 
recommendation to be confidential, the agencies need your consent to make 
them so. If you are really curious, go to ww2.ed.gov and search for FERPA.

CAN I HAVE SOMEONE NOT AT SHOREWOOD WRITE A 
LETTER OF RECOMMENDATION? 
Yes, but... most schools want academic references, so be sure that the college 
will accept a letter from another adult. You will probably have to give your 
recommender a stamped envelope addressed to the college. 

WHAT’S A BRAG SHEET AND WHERE DO I GET IT? 
There are two brag sheets: one for teachers, and one for counselors. You answer 
the questions and then give your answers (hard copy or email) to your teachers/ 
counselor to help them write letters of recommendation for you. Find hard 
copies in the Career Center or look on the College & Career website. 

WHAT DO THE ICONS MEAN?

Electronic delivery, not Common App

Common App

Unknown (you probably need to select)

Mail in only (provide an addressed, stamped envelope)

Coalition App

If the college accepts electronic documents, we will send the school portions of 
the application (transcript, letters of recommendation, and the school profile) 
electronically through Naviance. 

FULL INSTRUCTIONS 
www.shorelineschools.org/swcollegeandcareer  > college applications

STILL HAVE QUESTIONS? 
Mrs. Stephens in the Career Center marianne.stephens@shorelineschools.org 
Mrs. Roma in the Counseling Office sharon.roma@shorelineschools.org


