How to Request your Transcript Through Naviance

Step 1: Sign on to your Naviance account and click on “Colleges I'm Applying To”
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Welcome, Lori!

Search for Colleges v Q, Typea college name SEARCH

Graduation Survey My Favorites

Seniors: Fill out the graduation survey, listed on the left side of the COLLEGES
screen under "about me,” to update your college admissions decisions and .

indicate where you plan on attending in September. See your counselor if

you have any questions.
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Step 2: Click on the pink plus sign on the right-hand side of the page
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Colleges I'm applying to

© It looks like you are not currently able to apply to Common App schools.

Match your Common App account to Naviance Student account to get started.
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Step 3: Under “Which college are you applying to” search a college or university.
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STEP 1 ﬂ STEP 2
Add Application
Which college are you applying to?

Colleges already in your application list would be unavailable for selection.

App type

Regular Decision

I'll submit my application

I've submitted my application

Step 4: After searching a college name, select the application type (regular decisions, rolling,
early decision, priority...) Next, answer the section “I'll submit my application.” Under this
section, select Common Application or if you are applying to a college from the college or
universities website or from Coalition please selection “Direct to the Institution.” Then click “Add
Application”
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Add Application

Which college are you applying to?
Syracuse University x

Colleges already in your application list would be unavailable for selection.

App type

Regular Decision

I'll submit my application
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Step 5: At this point you will automatically be brought back to the section “Colleges I'm Applying
to.” Click on the box to the left of the college or university that you would like the guidance
office to send your transcript to. After checking off this box, please click “Request Transcript.”

Colleges I'm applying to
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Step 6: After selecting “Request Transcript”, check the box to the left of the word “Initial.” At this
time you are ONLY requesting your initial transcript. After selecting “Initial,” select “Request and
Finish”

X Cancel Request College Application Transcript

©  Use this Form to request transcripts for your college applications. You can request additional ranscripts, such as midyear transcripts later using Add Transcript Request from your application list. Any existing transcripts requests for the chosen

college application/s will not be undone. You can check the status of any transcript request in Manage Transaripts.

What type of transcript are you requesting?

Initial

Where are you sending the transcript/s?

‘ X syracuse University‘

E> Request and Finish
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Step 7: At this point you will see at the top of the page a confirmation that you have requested

your transcript.

**|t is your responsibility to check with each college and university that you apply to that
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they have received your transcript**
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