
 

How to…. 

Naviance Tools for 12th Grade 

 

Match Your Common App Account 

1. Click “Colleges I’m Applying To” under “favorites” or under the “colleges” tab 

2. If your Common App is not matched, you will see a red section near the top of the screen 

a. If it is already matched it will be green 

3. Click the white button that says “Match Account” on the right side 

4. Enter your email address under “Common App Email Address” 

5. Click “Match Accounts” 

 

Complete the Recommendation Questionnaire 

1. Click “My Planner” on the top right of the home screen 

2. Click ”Tasks” 

3. Look under “Tasks You Need To Work On” on the left side of the screen 

4. Click “Recommendation Questionnaire” 

*Must be done if requesting a Letter of Recommendation 

 

Request a Letter of Recommendation from a Teacher 

1. Complete the Recommendation Questionnaire (see above) 

2. Talk to your teacher BEFORE submitting a request 

3. Click “Colleges I’m Applying To” 

4. Scroll down to see “Letters of Recommendation” 

5. Click the teal hyperlink “letters of recommendation section” 

6. Click “Add Request” 

7. Select a teacher from the drop down menu 

8. Decide if you want that teacher to send a letter to all colleges you apply to or a specific college 

9. Tell your teacher “Thank you” in the notes section 

10. Notify teacher once request is submitted 

*NOTE: Teachers will be using the recommendation questionnaire to write your letter 

 

Request a Letter of Recommendation from a Counselor 
1. Request a Transcript through Naviance 
2. Come to the Counseling Office 
3. Find your Transcript Card in the black boxes to the right of the front desk 
4. Fill out your card as directed 

a. Indicate if you applied through Common App by writing “CA” 
b. Indicate if you need a Counselor Letter of Rec with a check mark in the “Give to Counselor” column 


