
How to Match Common App to Naviance: 

Quick Video Instructions: http://www.screencast.com/t/gxEQkElyo1 

1. Go to commonapp.org. Click on “Create an Account.” 

a. If you have already created a Common App account, log in and skip to step 8. 

2. Under “Let’s Get Started,” click on “First year student.”  

3. Enter in your school email address (i.e. 40137@students.d94.org) and re-type your email in the 

space below. 

a. Enter a password (it is a good idea to write this down so you don’t forget!) 

b. Re-type your password in the space below 

c. Click on “Continue” 
4. Enter your first name, last name, phone number, and birth date. 
5. Click on “Add Address” and enter in your home street address in the second box then hit 

“Continue.” 

6. Select “No” to being based in a European Union Country. Select “2019 or 2020” if you plan to 

enroll in college after you graduate this year. 

7. Read the 3 paragraphs carefully. The first two are optional, but you must check the 3rd box to 

create an account. Once you’ve selected the ones you want, click on “Create Account.” 

8. You should see a page that says “Welcome, Your Name!” 

9. Click on the tab across the top row that says “Common App.” Then select on the left column 

“Education.” Click the blue link that says “Find school.” 

10. A list of schools should populate and “Community High School 94” should be the top one. (If it 

does not populate automatically, you can search in the “High School Name” box.) Click 

“Continue.” 

11. Enter “August 2016” for date of entry. Select “No” for Boarding School. Select “Yes” for if you 

will or have graduated from West Chicago. 

**Exception 1: You transferred in: Select the month and year you transferred to West Chicago. 

**Exception 2: You are graduating a year early/late: Enter in the month and year you started at 

West Chicago. 

12. Select “May 2020” for graduation date. If you are graduating a semester early, select “January 

2020.”  

a. Below graduation date, there is a list of reasons your graduation date may be affected. 

Most of the options will not apply to you. Select “No change in progression” unless you 

know that one of those other situations applies to you. 

13. Enter your counselor’s information (under job title, type “Counselor”): 

a. Mrs. Barb Brennan, bbrennan@d94.org 630-876-6314 

b. Ms. Tracy Eier, teier@d94.org 630-876-6308 

c. Mr. Gavin Engel, gengel@d94.org 630-876-6309 

d. Mrs. Julie Hensley, jhensley@d94.org 630-876-6315 

e. Mrs. Mary Roley, mroley@d94.org 630-876-6586 

f. Mrs. Deb Stack, dstack@d94.org 630-876-6312 

i. **Common App only lets you choose “Mr., Dr., or Ms.” (not Mrs.) If your 

counselor is female, use “Ms.” 

ii. Hit “Continue” 

14. Click on the tab across the top row that says “College Search” 

a. Type in the name of a college/city in “college or city name” bar, a list will automatically 

populate below 
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i. **Some colleges/universities have different campuses (i.e. Purdue, University of 

Illinois), so make sure you are selecting the correct one you want to apply to 

ii. ***Some colleges/universities do not use Common App so it is possible your 

Result List will say “Your search returned 0 Common App members” (i.e. 

Northern Illinois University) 

b. If the school(s) you are planning on applying to do not use Common App, add 1 

Common App school to your list solely to be able to match your Naviance account to 

Common App. You can find a list of schools that use Common App here: 

https://www.commonapp.org/search-colleges 

i. **You are not required to apply to the schools you list on Common App. 

15. Once you find the school you are adding on Common App, click on the school name in the 

results list. 

a. Click on “Add to My Colleges” 

16. Click on “My Colleges” tab, select the school, then click on “Recommenders and FERPA.” 

a. Under “Recommenders and FERPA” click on “Complete Release Authorization.” 

17. Read the FERPA information carefully and make a check in the box for “I have read and 

understood…” Then hit “Continue.” 

a. Read the last FERPA Release Statement and check the box. 

18. We recommend that you waive your right to review recommendations and supporting 

documents; however, it is your choice. If you do not waive your right, some colleges/universities 

may wonder if you are trying to hide something in your application. 

a. Select the 1st option if you choose to waive your right for FERPA “I waive my right…” 

b. Select the 2nd option if you choose not to waive your right for FERPA, “I DO NOT 

waive…” 

c. Make a checkmark in the box “I understand that my waiver…” 

d. Sign your name in the signature box, and enter the date. 

e. Click “Save” 

***At the end of Step 18 you are ready to match accounts through Naviance. 

19. Log into your Naviance Account  

(See step-by-step directions for “How to Log In to Naviance” if you do not know how) 

20. You should be in your home screen (You should see “Welcome, Your First Name”) 

a. Click on the “Colleges” tab on the left menu 

b. Click on “Colleges I’m Applying to” in the drop down menu 

21. This will bring you to the “Colleges I’m Applying to” Home Page. You will see a pink banner 

that says “It looks like you are not currently able to apply to Common App schools.” 

a. Select “Match Accounts” 

22. This will bring you to the “Common App Account Matching” page. Read through the 

information carefully. 

a. Enter the email address you used for your Common App account and your birthdate. 

b. Select “Match Accounts” 

23. This will bring you to the “Colleges I’m Applying to” Home Page. You will see 2 green banners 

that 1) Confirm you’ve successfully matched your accounts and 2) Confirm your FERPA status. 
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Steps with pictures below: 

1. Go to commonapp.org. Click on “Create an Account.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Under “Let’s Get Started,” click on “First year student.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



3. Enter your school email address, re-type the email address. Create a password, re-type the password. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your First Name, Last Name, Phone Number, and Birth date. 

 

  



5. Click on “Add Address” and enter in your home street address in the second box then hit 

“Continue.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Select “No” to being based in a European Union Country. Select “2019 or 2020” if you plan to 

enroll in college after you graduate this year. 

 

 

 

 

 

 

 

 

  



7. Read the 3 paragraphs carefully. The first two are optional, but you must check the 3rd box to 

create an account. Once you’ve selected the ones you want, click on “Create Account.” 

 

 

 

 

 

 

 

 

 

 

 

 

  



8. You should see a page that says “Welcome, Your Name!”  

 

 

 

 

 

 

 

 

 

 

9. Click on the tab across the top row that says “Common App.” Then select on the left column 

“Education.” Click the blue link that says “Find school.” 

 

 

 

 

 

 

 

 

 

 

 

 

  



10. A list of schools should populate and “Community High School 94” should be the top one. (If it does 

not populate automatically, you can search in the “High School Name” box.) Click “Continue.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. Enter “August 2016” for date of entry (**see initial directions for exceptions on page 1). Select 

“No” for Boarding School. Select “Yes” for if you will or have graduated from West Chicago. 

 

 

 

 

 

 

 

 

 

 

 

  



12. Select “May 2020” for graduation date. If you are graduating a semester early, select “January 

2020.” Below graduation date, select “No change in progression” unless you know that one of those 

other situations applies to you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Enter your counselor’s information (under job title, type “Counselor,” find all other counselor 

details in initial instructions on page 2). Hit “Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

14. Click on the tab across the top row that says “College Search.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

14a. Type in the name of a college/city in “college or city name” bar, a list will automatically populate 

below. (see initial directions on page 2 for help finding schools). 

 

 

 

 

 

 

 

 

 

 

 

  



14i. **Some colleges/universities have different campuses (i.e. Purdue, University of Illinois), so make 

sure you are selecting the correct one you want to apply to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14ii. ***Some colleges/universities do not use Common App so it is possible your Result List will say 

“No Colleges Found” (i.e. Northern Illinois University). 

 

 

 

 

 

 

 

 

 

 

 

  



15. Once you find the school you are adding on Common App, click on the school name in the 

results list. 

 

 

 

 

 

 

 

 

 

 

 

15a. Click on “Add to My Colleges” 

 

 

 

 

 

 

 



16. Click on “My Colleges” tab, select the school, then click on “Recommenders and FERPA.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16a. Under “Recommenders and FERPA” click on “Complete Release Authorization.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



17. Read the FERPA information carefully and make a check in the box for “I have read and 

understood…” Then hit “Continue.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17a. Read the last FERPA Release Statement and check the box. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



18. **Select the first option to waive your right to review documents.** Select “I understand that my 

waiver…” Sign your name (be sure to add your last name) in the signature box, and enter the date. 

Click “Save and Close.”   ***You have the right to not waive your right to review documents, but 

some colleges may think that you have something to hide if you don’t waive them. 

 

 

 

 

 

 

 

 

 

 



***At the end of Step 18 you are ready to match accounts through Naviance. 

19. Log into your Naviance Account  

(See step-by-step directions for “How to Log In to Naviance” if you do not know how) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

20a. You should be in your home screen (You should see “Welcome, Your First Name”). Click on 

the “Colleges” tab on the left menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



20b. Click on “Colleges I’m Applying to” in the drop down menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

21. You will see a pink banner that says “It looks like you are not currently able to apply to Common 

App schools.” Select “Match Accounts.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



22. This will bring you to the “Common App Account Matching” page. Read through the information 

carefully. Enter the email you used for Common App (should be your school email) and your birth date 

then select “Match Accounts.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

23. You will see 2 green banners that 1) Confirm you’ve successfully matched your accounts and 2) 

Confirm your FERPA status. 

 

 

 

 

 

 

 

 

 

 

 

 


