
HOW TO REQUEST 

TRANSCRIPTS

Using Naviance



STEP 1:

On the main 

login page 

select: 

Colleges I am 

thinking about



Step 2: 

Click on + 

Add 

Colleges to 

List



Step 3:

Choose your 

schools.

A. By quick list 

lookup

B. select the box 

next to your school 

name.



Step 4:

After you 

check the 

school boxes 

Select: 

FAVORITE



Step 5: 

All the schools you 

favorited

(schools you will 

want to send 

transcripts to). 

They will show up 

on this page.  



Step 6: 

Check the boxes 

next to the schools 

you are ready to 

send transcripts for.

Then select: 

MOVE TO 

APPLICATION LIST



QUICK NOTE: Delivery 

Type

These different 

images will tell you 

how your transcript 

will be sent or if you 

made an error.

If you see a ? You 
need to go back 
and make a 
selection to send 
transcript.



Step 7: Click  

MOVE TO 

APPLICATION 

LIST



STEP 8: 

Click the I’ve 

already sent my 

application box.

Then select:

ADD AND 

REQUEST 

TRANSCRIPTS



Step 9: 

Currently you only have 

the initial option at the 

end of the year you will 

have the final option.

Select Initial.

All the schools you want 

to send transcripts to 

will be on this list 

PLEASE Check.

Then select Request and 

Finish



Final Step:

Once you have 

submitted your 

request it will take 

you to this page.

Here you would see 

if you successfully 

requested your 

transcript and if 

your transcript has 

been sent.



IF YOU HAVE ANY ISSUES OR 

QUESTIONS, PLEASE CONTACT 

YOUR COUNSELOR/AVID/OR 

SENIOR SEMINAR TEACHER

We are all here to help!!!


