
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. In the 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2b. Click on “Colleges Home” in the drop down menu 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

3a.b. Scroll down on the left where it says “Apply to Colleges” then click on “Letters of 

Recommendation” under Apply to College 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. This will bring you to “Your Requests.” Click on “Add Request” 

 

  

 

 

 

 

 

 

 

 

 



5. This will bring you to the new requests screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5a. In the drop down menu, select a teacher.  

 

 

 

 

 

 

 

 

 

 

 

 

  



5b. Select either 1) a specific college (picture 1) or 2) all colleges in your “colleges I’m applying to” 

(picture 2) 

 

(1) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(2) 

 

 

 

 

 

 

 

 

 

 

 

 

  



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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6i. 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. 

 

  



6a. 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. 

 

 

 

 

 

 

 

 

 

 

 

 

  



**Where to find Brag sheet 

8. Log into your Naviance Account 

 

 

 

 

 

 

 

 

 

 

 

 

 

9.a. Scroll to the bottom left where it says “Resources to Get Ready.” Click on “Document Resources” 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



10a. You will see a section titled “Documents Shared with Everyone.” Click on “Senior Brag Sheet” or 

“View” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11a. You will see a PDF version of the Senior Brag Sheet. 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12a. Double click on the download file to open. The document says “Senior Profile” at the top. 

 

 


