
NAVIGATING NAVIANCE

*** HOW TO LOGIN:
https://student.naviance.com/beavercreekhs

(there is also a link on the counseling page)
Username: student ID number
Password:  lastname.firstname (must be 10 characters so if too short, 1’s are

added to end)

*** REQUESTING TRANSCRIPTS:
Steps:

1. Log in to naviance account
2. Select “Colleges I’m Applying to”
3. If the top of the screen is red, you must first match your common app account - to

do so click the big button that says “MATCH ACCOUNTS”. It will prompt you to
to put in the email you used on your common app account (DO NOT PUT YOUR
SCHOOL EMAIL HERE).  Once you complete this you should be able to match
your accounts and it will turn green.  If it doesn’t, that means you need to log into
your Common App account and complete the FERPA section. * It will not allow
you to match your accounts until that portion is done.

4. Your colleges should automatically populate onto this screen from those you
added to common app, however, if they do not or if you are applying to
non-common app schools, you click on the Red circle with the white plus in the
middle to add your schools. * Be sure when adding schools you select if you are
applying via common app or direct to the institution. This is a really important
step!

5. Once your schools are added and you are ready to actually request transcripts,
click on the “+ REQUEST TRANSCRIPTS”  link.

6. You will be prompted with the following question - WHAT TYPE OF
TRANSCRIPT ARE YOU REQUESTING?  - Always select “ INITIAL”

7. The next question is “Where are you sending the transcript/s? - there is a drop
down.  You can select as few or as many of the schools you are applying to at
that moment.

https://student.naviance.com/beavercreekhs


8. Finally - click on REQUEST and FINISH and your transcript request will be sent
to counselors database so they can complete the necessary paperwork on your
behalf.

Important things to remember when requesting transcripts:
● Be sure to select how you applying (either through common app or direct to the

institution) - if you don’t select the correct one, it could impact your transcripts not
sending properly

● Make sure your common app and naviance accounts are linked (and the FERPA
waiver on common app is completed)

● If you indicated that you applied through common app when requesting
transcripts, make sure that same school is also in your common app or naviance
will not send the transcript

● If you are applying “EARLY DECISION” to a specific college, you must reach out
to the guidance office as there is an additional form that must be completed

● When requesting transcripts please try to allow yourself plenty of time and watch
your deadlines.  We recommend that you allow at least 2 weeks for several
reasons.  Once you submit your request, there are several additional steps that
must be completed on the back end in order for your forms to be properly
processed and we want to ensure everything is correct. Also as a reminder,
when we are not in school - no one is in the guidance office to process your
requests (i.e. holidays, breaks, weekends, etc)

*** LETTERS OF RECOMMENDATION:
Steps:

1. Log in to naviance account
2. Select “Colleges I’m Thinking About”
3. On the left-hand side of the page there are a series of links.  Select the one that

says “Letters of Recommendation”
4. Next, you will click on “Add Request”
5. Question 1 is asking “Who you would like to write this recommendation?” - this is

a drop down menu of all of the teachers in the building - select the specific
teacher you want to write your letter

6. Question 2 - Select the recommendation request type - if you click on “Select all”
- their letter will go to all of the schools where you apply; if you wish for that
teacher’s letter to go to a specific school you can choose not to select all and
only select the specific schools

7. You can complete the personal note portion and provide some additional
information about yourself or we also have forms in the guidance office that you



can use.  Either way, it is helpful to provide as much information to the
recommender as possible.

8. Then click on submit request
9. If you have additional teachers, repeat the above steps

Important things to remember when requesting letters of recommendation:
● ALWAYS ALWAYS ALWAYS ask the teacher first
● Give the teacher plenty of time to write your letter (we recommend at least a

couple weeks) - they get asked to write a LOT of letters - remember they are
doing you a favor!

● Pay close attention to what the college is asking for and only provide that and do
not deviate from that.  Colleges have been known to throw out applications
simply because students cannot follow directions. Example, if they ask for 2
teacher letters, that is precisely what they want. Don’t send 3 because you think
it will look better and don’t send an “other recommender”, etc

● Naviance will only send teacher recommendations. If you happen to be applying
to a school that allows “other recommenders” (i.e. a coach, a minister, etc), that
request will have to be done directly through common app.  However, one
thought on this is those letters might be better suited for things like scholarships,
etc.

● On Common App, most colleges require something called a Counselor
Recommendation.  This is a very misleading term because it is not a true letter in
the traditional sense.  It is more like a form that we have to complete on your
behalf and is done automatically by your assigned counselor so you do NOT
have to request this from your counselor.

*** COLLEGE REP VISITS:

To Sign Up for College Rep Visits:

1. Log in to your Naviance account
2. Click on Colleges Tab - scroll down - All college visits are listed on bottom right (you can

click “SHOW MORE”)
3. To sign up  - click “Register Now” - then click “register - a link will be emailed to you the

morning of


