How to Request Letters of Rec on Naviance:

**We strongly encourage you to complete a “Senior Brag Sheet” prior to requesting letters of
recommendation. This sheet will help your recommender write positive qualities you possess and
experiences that you have had. See steps 8-12 below for how to access Senior Brag Sheet.

***Please allow your teacher/counselor AT LEAST 2 WEEKS notice to complete a letter of
recommendation.

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

2. 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 Home” in the drop down menu
3. This will bring you to the “Colleges” Home Page
a. Scroll down on the left where it says “Apply to Colleges”
b. Click on “Letters of Recommendation” under Apply to Colleges
4. This will bring you to “Your Requests”
a. Click on “Add Request”
5. This will bring you to the new requests screen.
a. Inthe drop down menu, select a teacher.
b. Select either 1) a specific college or 2) all colleges in your “colleges I’'m applying to” list

6. Type a message to your recommender in the box provided. We recommend emailing separately your
brag sheet to your recommender so he/she has a lot of information about you. (**Preferred)

i. If you do not complete the brag sheet, you may include your activities, awards, academics,
community service/volunteer information, etc. Your recommender may still request some
information from you.

ii. If you do not complete a brag sheet and leave the message box empty, it is likely your
recommender will not have a very detailed letter and may or may not request more
information from you.

a. Click “Submit Request”

7. You will see a green message that says: “Way to go! Recommender will be notified of this
recommendation request” You should also see the word “Requested” to the right of the school for
which you requested a letter. Now you wait patiently, there is nothing left to submit for that
recommender.

a. You may add more recommenders by starting again at step 4a.

**Where to find Senior Brag Sheet**

8. Log into your Naviance Account
9. Scroll to the bottom left where it says “Resources to Get Ready”
a. Click on “Document Resources”
10. You will see a section titled “Documents Shared with Everyone”
a. Click on “Senior Brag Sheet” or “View”
11. You will see a PDF version of the Senior Brag Sheet.
a. Click on the name “Senior Profile.pdf” or “View”
12. The file should automatically download and you should see it in the left bottom corner of your
screen.
a. Double click on the download file to open. The document says “Senior Profile” at the top.



Steps with pictures below:

2a. Click on the “Colleges” tab on the left menu
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2b. Click on “Colleges Home” in the drop down menu
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3a.b. Scroll down on the left where it says “Apply to Colleges” then click on “Letters of
Recommendation” under Apply to College
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4. This will bring you to “Your Requests.” Click on “Add Request”
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5. This will bring you to the new requests screen.
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1. Who would you like to write this recommendation?*

Seleck A Teacher v

2. Select which colleges this request is for:*

' Allcurrent and Future colleges | add to my Colleges I'm Applving To list°

*5elect only if vou have no preference For which teachars will mesk the recommendation requirements for each college
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3. Include a personal note to remind your recommender about your great qualities and any specifics about your
request:

5a. In the drop down menu, select a teacher.
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2. Select which colleges this request is for:*

All current and future colleges | add to my Colleges I'm Applying To listo
*Select only if you have no preference for which teachers will meet the recommendation requirements for each college

® Choose specific colleges from your Colieges I'm Applying To list

! select All Colleges - Due -
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5b. Select either 1) a specific college (picture 1) or 2) all colleges in your “colleges I’m applying to

(picture 2)

1)

2

1. Who would you like to write this recommendation?*

Jimenez, Veronica

2. Select which colleges this request is for:*

All current and Future colleges | add to my Colleges I'm Applving To listo

*Select only if you have no preference for which teachers will meet the recommendation requirements for each college

* Choose specific colleges from your Colleges I'm Applving To list

Select All

Colleges = Due *

Boston College
Jan 01 2020
2 required / 2 allowed / 0 requested

The University of Chicago
Jan 02 2020
2 required / 3 allowed / 0 requested

3. Include a personal note to remind your recommender about your great qualities and any specifics about your

request:

()

1. Who would you like to write this recommendation?*

Jimenez, Veronica
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6. Type a message to your recommender in the box provided. We recommend emailing separately

your brag sheet to your recommender so he/she has a lot of information about you. (**Preferred)
1. Who would you like to write this recommendation?*
Jimenez, Veronica v

2. Select which colleges this request is for:*

® all current and Future colleges | add to my Colleges I'm Applving To listo

#Select only if you have no preference for which teachers will meet the recommendation requirements for each college

Choose specific colleges from your Colleges I'm Applying To list

3. Include a personal note to remind your recommender about your great qualities and any specifics about your
request:

Dear Mrs, Jimenez,

Thank you again,

| have sent you an email with my completed Senior Brag Sheet for your reference when writing my letter of recommendation.
Student]|

P
2834 characters remaining
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* indicates a required field

community service/volunteer information, etc. Your recommender may still request some information
from you.

6i. If you do not complete the brag sheet, you may include your activities, awards, academics,
1. Who would you like to write this recommendation?*
Jimenez, Veronica

v

2. Select which colleges this request is for:*

® all current and Future colleges | add to my Colleges I'm Applving To listo

#*5Select only if you have no preference for which teachers will meet the recommendation requirements for each college

Choose specific colleges From your Colleges I'm Applying To list

3. Include a personal note to remind your recommender about your great qualities and any specifics about your
request:

Activities:
-Secretary of G54 Club, 3 years

-Captain of Varsity Badminton team, 2 years
-ROAR Mentor 2018-2019

Awards:

-6 straight semesters on High Honor Roll

-

s
2840 characters remaining

* indicates a required field



6a. Click “Submit Request”

1. Who would you like to write this recommendation?*

Jimenez, Veronica v

2. Select which colleges this request is for:*

® Al current and Future colleges | add ko my Colleges I'm Applying To listo
#*5Select only if you have no preference for which teachers will meet the recommendation requirements for each college

) choose specific colleges From your Colleges I'm Applying To list

3. Include a personal note to remind your recommender about your great qualities and any specifics about your
request:

Activities:
-Secretary of G54 Club, 3 years

-
-Captain of Varsity Badminton team, 2 years
-ROAR Mentor 2018-2019
Awards:
-6 straight semesters on High Honor Roll

-
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* indicates a required field

7. You will see a green message that says: “Way to go! Recommender will be notified of this

recommendation request” You should also see the word “Requested” to the right of the school for
which you requested a letter.
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**Where to find Brag sheet

8. Log into your Naviance Account
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9.a. Scroll to the bottom left where it says “Resources to Get Ready.” Click on “Document Resources”
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Naviance College, Career and Life Readiness Curriculum I Document Resources

From My School

LINKS PAGES UPDATES
Your school has no new links. Check back later. How To\'s for Student Your school has no new updates. Check back later.



10a. You will see a section titled “Documents Shared with Everyone.” Click on “Senior Brag Sheet” or
CCVieW”
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11a. You will see a PDF version of the Senior Brag Sheet. Click on the name “Senior Profile.pdf” or
‘CVieW7,
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12. The file should automatically download and you should see it in the left bottom corner of your
screen.
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12a. Double click on the download file to open. The document says “Senior Profile” at the top.
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List all activities you have participated in throughout your high school career. Indicate any Iea{dershlp role(s) you may have had.
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