
The College Application ProcessAnd Naviance 
 

 

Before starting, make sure that you have your user name and password for 

http://connection.naviance.com/jlhs.   
 

 

 

Setting your Colleges: 
 

 Enter your college names in “Colleges I am applying to” by using “+add to this list.” 

 Under the “Apply via Common App” column, indicate “Yes” or “No” for each college 

where you have a choice. 

 When you have completed AND SUBMITTED an application, click on “Have you 

applied” for that college and check off “I have submitted my application.” Then click 

“Update the Applications” at bottom of page. 

 You must tell your counselor (via email or in person) every time you submit an 

application or applications.  (Clicking on “Request Transcript” does not work).  Your 

counselor will then send to the college(s) all available support material (school profile, 

transcript, forms, letters of recommendation, etc.).  Note: counselors do not send 

SAT/ACT scores.  It is your responsibility to send your scores directly via the testing 

agency. 

 

Teacher Recommendations: 
 

 First, you must speak with the teacher to see if he or she will write a letter for you. 

 Once, you have this verbal approval, go to the “About Me” tab in Naviance.  Click on 

and complete one Teacher Brag sheet. 

 Go to the “Colleges I am applying to” tab and scroll to the bottom.  Under “Teacher 

Recommendation” click on “add/cancel requests.”  Use drop-down box to find the 

teacher, send a brief message to him or her, and then click “Update Requests.” 

 You can use no, one, or two teacher recommendations. 

 Teachers are automatically notified via email that you have requested a letter and that the 

Brag Sheet is available. 

 

Counselor Recommendation: 
 

 Go to the “About Me” tab in Naviance.  Click on and complete “student-counselor brag 

sheet.”  

 Notify your counselor, by email or in person, that you have completed a brag sheet. 

 Your counselor will then write a letter for you. 

 

 

Using the Common Application: 

http://connection.naviance.com/jlhs


 

 Go to www.commonapp.org and create an account.  Be sure to use the exact same email 

account for Common App and for Naviance.  Check with your counselor if you are not 

sure. 

 Complete the application and list all your common application colleges in the dashboard. 

 Note: Even though our grading system is 4.5, the Common Application only gives you 

the choices of 4.0 or 5.0.  Select 4.0, and we use a “weighted scale.”   

 Complete the FERPA form by clicking on one of your colleges in the dashboard and 

following the instructions for FERPA.  Note: you must complete this form in order to 

proceed. 

 Once the FERPA form is complete, go back to Naviance.  Go to “Colleges I am Applying 

to.”  At the top of the page, enter your email address, check that your birth date is correct, 

and then click on “Match.”  Your Naviance and Common App accounts should now be 

linked.  Check with your counselor if there is a problem. 

 You are now ready to apply to any college listed in your Common App account.  When 

you have submitted an application, notify your counselor of the school(s) and that you 

used Common App so that your counselor will know to use Common App forms. 

 Clicking on a “Transcript Request” does not help – this does NOT inform your counselor.  

 

Special Circumstance Colleges: 
 

 In order to apply to Rutgers University, you will need to “self report” your transcript.  

Ask your counselor for a copy of your transcript and your New Jersey SID number. 

 Some colleges (like Penn State) will require special forms.  Let your counselor know to 

complete these forms. 

 

Ocean County College: 
 

 You can apply to OCC on line.  Go to www.ocean.edu.  Click on “Apply Now” and then 

“1. Create your account.”  Go to the top of the page and click on “Create a Student 

Profile.”  Complete the form and submit.  (Note that you only have to answer the 

questions marked with an asterisk).   

 Once you have completed the profile, you can proceed to complete the application. 

 Be sure to indicate that you want to be a “Full Time” student who will begin in the fall. 

 Any questions, speak with your counselor. 

 Be sure to let your counselor know that you have submitted to OCC. 

 If you are in the top fifteen percent of your class, you can apply for the NJ Stars Program.  

Speak with your counselor about this. 

          

http://www.commonapp.org/
http://www.ocean.edu/

