 Request & Release Your Records from CB South to Colleges: Quick Guide for Students		*Request SAT or ACT Scores directly from testing company to be sent to colleges.   
       THIS IS A PROCESS- do these steps in order!  Allow 15 SCHOOL DAYS to process all Document Requests.   Complete & Submit the "Release of Records Authorization" to school counselor
  This document grants South permission to send your educational records.
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Complete The Common Application: If not applying via the Common App, skip steps 2 &3.                      Use our FAQ guide for help with answers on the Common App.
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Match Common Application to Naviance & Complete FERPA Waiver
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Request Transcripts in Naviance	(AFTER submission of application to college)            Naviance  >  Colleges  > "Colleges I'm Applying To"  > Click  +  sign on right of page  > College  >  Choose "which college" >  "App Type"   >  "I'll Submit My Application" > Choose Common App or "Direct to institution" >  "Are you submitting test scores?" >  Confirm "I've submitted my application"   >   "Add & Request Transcript"   >   Select "Intial Transcript"  >  "Request & Finish"


Request Counselor Letter of Recommendation in Naviance  ONLY IF REQUIRED BY COLLEGE


Request CB South Teacher Letter(s) of Recommendation MUST COMPLETE STEPS 1-4 FIRST 


  Track Status of Transcript and Recommendations Requests                         	                 Naviance > Colleges tab > Apply to College > Manage Transcripts OR Letters of Recommendation


Check your email AND newly formed college portals frequently  		


Naviance > Colleges tab  >  Apply to College  >  Letters of Recommendation  >  Add Request  >   	    Select a Teacher (choose current counselor) > Submit Request 


Common App does not permit invitations to teacher recommenders through their platform


Naviance > Colleges tab  >  Apply to College  >  Letters of Recommendation  >  Add Request  >   	    Select Teacher > Submit Request   (only current South faculty can be requested).


Ask teacher prior to requesting letter in Naviance & complete survey if required.


Naviance > click your initials top right > Surveys from Your School > Counselor Recommendation Survey


Login to Common App  > "College Search"   >  Add colleges to which you are applying  >                     "My Colleges"  >  "Recommenders and FERPA"  >  Complete the FERPA waiver			


Login to Naviance  > "Colleges I'm Applying to"  >  Click "Match Accounts" 


There may be supplements, an SRAR, or additonal items that need to be completed on your end for your app to be "complete".  Allow colleges a minimum of 10 school days to process all sent documents. 
