
How To Request your Transcript Through Naviance 
 

Step 1: Sign on to you Naviance account and click on “Colleges I’m Applying To” 

 

 

Step 2: Click on the pink plus sign on the right hand side of the page 

 

 

 

 

 

 



Step 3: After clicking the pink plus sign, under “Which college are you applying to” search a 

college or university. 

 

Step 4: After searching a college name, select the application type (regular decisions, rolling, 

early decision, priority...ect) 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” 

 

 

 

 

 



Step 5: After clicking “Add Application” 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.” 

 

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” 

 

 

 

 

 

 



Step 7: At this point you will see at the top of the page a confirmation that you have requested 

your transcript.  ***It is your responsibility to check with each college and university that you 

apply to that they have received your transcript.” 

 

 


