
COMMON APP

Setting up your Common App
Account
Log in to www.commonapp.org
Select “Create an account”

You will select “FIRST YEAR STUDENT”  (ALWAYS SELECT THIS OPTION EVEN IF YOU
ARE A CCP STUDENT)

You will create your account - it will ask you to enter your email address and create a password

● DO NOT USE YOUR SCHOOL EMAIL
● WRITE YOUR EMAIL AND PASSWORD DOWN SO YOU DON’T FORGET IT

BECAUSE YOU WILL HAVE TO ACCESS THIS REGULARLY

http://www.commonapp.org


● COLLEGES DO SEE THIS EMAIL SO IF YOU HAVE HAD THE SAME EMAIL SINCE
YOU WERE YOUNG, NOW MIGHT BE A GOOD TIME TO CREATE A MORE “GROWN
UP” EMAIL (ex. Hellokitty123 doesn’t sound very professional)

When it asks for “GIVEN FIRST NAME” - make sure to put your legal first name - NOT A
NICKNAME

- Once you have completed all of the information on this screen, select “CREATE
ACCOUNT”

Now that your account is created, it is time to start working in common app - this process does
take a while so do not plan on completing it all at once.  There are some things you will actually
complete out of order in order to get your account ready and then you can go back and
complete the rest later.

First thing you will want to do is add your colleges to your dashboard - you can start with even
just one if you would like (you can always add more later if you’d like).  You can find your
colleges under the “COLLEGE SEARCH” tab.  As you add colleges, they will populate into your
“dashboard” as well as your “My Colleges” tab.

This is what your DASHBOARD looks like once schools are added - it basically shows you a
summary of the schools you are looking at, applying to, etc.



The MY COLLEGES tab will be one that you use the most (the other will be the COMMON APP
tab which we will get to later)

If you go to the MY COLLEGES tab, on the left hand side of the screen you will see each of the
colleges you selected.  As you click on the arrow next to each college you will see specific
information about each school.  PLEASE PAY CLOSE ATTENTION TO WHAT EACH SCHOOL
REQUIRES.  They have certain requirements for a reason and rule number one is making sure
you can follow directions.  This page will list things like:

● Deadlines for regular admission
● Deadline for EARLY ACTION (NON - BINDING)
● Deadline for EARLY DECISION (BINDING)
● How many and what type of recommendation letters are required (IF ANY)
● Contact information for the college
● ETC



One of the next things you will need to do is to COMMON APP section for just a moment and
add your high school information.  This step will link your information to Beavercreek.  Under the
Common App tab, there are several different sections that you will need to complete (Profile,
family, education, etc.).  As you complete each section, a green check mark will appear in the
box indicating it is completed.  Make sure you complete that part that asks about your
secondary school.

Education >> You can search for Beavercreek High School or put in the CEEB
Code - 365660

Once you have completed this part on the education section, return to MY COLLEGES tab.
The next thing you MUST do is complete the FERPA section!!! This step is absolutely critical.
Select one of your colleges (it doesn’t matter which one - you only need to do this step once
because it will populate to all your other schools, even if you add more schools later) - you will
see a tab on the left hand side that says “RECOMMENDERS AND FERPA” - click on that and
the screen below will come up.



Next, click on the COMPLETE RELEASE AUTHORIZATION button.  Scroll down, Click the box
that says “I have read and understood the FERPA Release Authorization explanation above”
and then click CONTINUE

On the next screen, that says Release Authorization, Click the box that says, “I acknowledge
that every school that I have attended…. “  Once you click on that, additional information will
pop up.

It is STRONGLY RECOMMENDED THAT YOU SELECT THE TOP BOX THAT SAYS “I Waive
my right to review….”  (otherwise, it significantly delays your application process)

Finally, click the last box that says “I understand that my waiver or no waiver….”

Signature is your legal first name, middle initial and last name and then today’s date

Click Save and Close

You are now set to use your common app account and work through it at your leisure.  You will
be working through the actual COMMON APP tab and completing all of those sections.  This is
where you will complete your essay, etc.

Some things that might be helpful to have on hand when completing the common app:
● Your unofficial transcript



● Family information (or at least access to a family member that can help answer some of
those questions)

Once EVERYTHING on common app is completed, you can submit your application to the
college (if you are missing anything, it will not let you submit it - so make sure everything has a
green check mark next to it).  Once you submit, you will be directed to a payment screen for
your application fee.


