
Requesting Your High School Transcript and Letters of Recommendations 

Common Application Schools 

 

1. Match Your Common Application in Naviance 

1. Complete the “Education” section of the Common Application 

 

2. Add your colleges to your Common Application via the “College Search” tab 

 

3. Click on the “My Colleges” and select any of them 

 

4. Click on “Recommenders and FERPA” 

 

5. Answer all questions and sign FERPA release 

 

6. Login to Clever: https://clever.com/in/wgsd/student/portal 

 

7. Select “Naviance” under WGSD Clever Portal 

 

8. Follow the directions (in the pink banner) to Match Your Common Application 

 

9. All of your Common App colleges should now be listed in Naviance 

 

Once you have matched your Common App and Naviance you are ready to 

request transcripts and/or recommendations. 

 

2. Request Your High School Transcript 

1. Match your Naviance and Common App accounts using directions in Step 1 

 

2. Login to Naviance via Clever 

 

3. Select “Colleges” from the top menu 

 

4. Select “Manage Transcripts” 

 

5. Click on 

 

6. Select “College Application Transcript” 

https://clever.com/in/wgsd/student/portal


 

7. Select “Initial” transcript 

 

8. Select the college or colleges to receive it 

 

By default, we do not include ACT or SAT scores on your transcript. Want your scores sent? Please email 

Mrs. Smith (smith.barbara@wgmail.org). 

 

3. Requesting Letters of Recommendations 

1. Determine if each college accepts or requires letters of recommendations by reviewing the 

details for each school name under the “My Colleges” tab 

 

2. Ask your teacher(s) and/or counselor if they would be willing to write a letter on your behalf. Be 

sure to give them at least two weeks’ notice prior to any deadline. 

 

3. Match your Naviance and Common App accounts using directions in Step 1 

 

4. Login to Naviance via Clever 

 

5. Click on “Colleges” from the top menu  

 

6. Select “Letters of Recommendations” 

 

7. Click on “Add Request” 

 

8. Select the teacher or counselor from the dropdown menu 

 

9. Select “General Request” if you want the recommendation to go to all of your colleges 

(preferred) or “Specific Request” if you want to send to a specific college 

 

10. Include a note to your recommender, if desired. 

 

11. Click on “Submit Request” 

 

12. Repeat to make additional requests as needed 

 

 

Questions? Contact Ms. Verstraete (A-K) or Mrs. Lombard (L-Z) 

mailto:smith.barbara@wgmail.org

