How to Add a College Application and Request Application Documents

This article will show students how to add college applications and request application
documents such as transcripts and recommendations.

Adding college applications into SchoolLinks ensures that all documents required by
colleges are requested from your counselor, such as transcripts and counselor
recommendations. Additionally, once added to your College Application Manager, you will
be able to organize and manage your own checklist items as well as request teacher
recommendation letters for each application.

This article will walk you through the steps on how to add:
e Non-Common App applications
e Common App Applications

Add an Application

1. Click College in the side navigation bar, then select College Application Manager.
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*Note: if this is your first time accessing the College Application Manager, you will need to
first complete the 3-part setup process.
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Learn more ¢ College Application Manager Overview & Setup

2. Click Add Application from List in the top left corner to start tracking an application
for a college on your Final List.

This section provides an overview of how many applications you have added, categorized
by the four Final List categories: Guaranteed, Likely, Target, and Reach schools, helping you
track progress and maintain a balanced application strategy.

*Note: Learn how to build a final list How to Build a Final List

Final List applications

Applications added from list

1 01 @1 ¢2

l Add application from list ]

3. Alternatively, you can click Add Application in the top right-hand corner and use the
search bar to add an application for a college that you did not add to your Final List.
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<+ Add application
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Application Status: select the application status for this application: in-progress,
completed & pending, etc, then click Add Application.

Add application b4

Select a college to add:
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Application Method: select the method through which you will be submitting this
application. Every application method accepted by the college will be listed here.
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Follow the appropriate section below depending on the application method
selected.

Application Method

comrgg; o JALITION

Non-Common App Application Method

6. Application Type: select the application type for which you are applying: early decision,
regular decision, etc...

7. Application Deadline: provide the date the application is due.

*Note: some application deadlines are auto-fulfilled if already verified by SchoolLinks. For
unverified deadlines, find the application deadline on the college's website.

8. Doc Destination: if the college is in-network with Parchment, this field will display the
following message:

Doc Destination: "This college is In-Network. We'll make sure your materials are sent
electronically where they need to go"

If the Doc Destination field is empty, you will be prompted to enter either an email or a
mailing address. This address is where materials submitted by your counselor and
teachers will be submitted.
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Doc Destination

[ This college is In-Network. We'll make sure your materials are sent electronically where they need to go J

9. Program Name (Optional): Only fillin this field if you're applying to a program that
requires a different application.

10. Student Requirements: select any financial aid and/or scores & performance items
that apply for this application. Any items selected will be added to your student checklist
for this application. *Note: if a school requires test scores or a self-reported academic
record to be submitted, then those items will be auto-selected for you.

11. Click Save Application when all required details have been added
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Program Name (Optional)

Student requirements

Select any of the following that apply to this application. You can always add or remove from the student checklist later if you change
your mind

Financial aid

[ Applying for Financial Aid?

[J Applying for Financial Aid? Is FAFSA submission required?

Scores and performance

[ 1 will be submitting test scores along with my application to this institution. Optional (@

O I will be submitting a Self-Reported Academic Record (SRAR) along with my application to  oOptional
this institution.

@ SchooLinks does not submit any test scores or reports on a student’s behalf.

o e aue ApBhoAtion

Common App Application Method

If applying to schools via Common App, be sure to link your Common App accountin

Schoolinks first. Learn more here Connect Common App Account

6. After selecting the Common App method, click Add to My Colleges, then Add College
to Common App

Application Method

common COALITION
aPpy
QUESTBRIDGE

Add this college to "My Colleges" in Common App to track it on SchoolLinks.

Add to My Colleges —>
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Steps to add this college:

Login to your Common App Account (if you're not already logged in)

1. You will see this school added to the list of schools on your dashboard

2. Click into the school and visit "Application” > "Questions”

3. Complete the "General" section, particularly the "Preferred start term" and "Preferred Admission Plan" so that you
can establish a deadline for this application

4. Come back to SchooLinks- you're ready to request any Teacher Evaluations you need

Dashboard My Colleges Common App College Search Financial Aid Resources

Dashboard 0

Sort by: College Name

Albright College 9 x

Add your term or admission plan
n # Application - In progress
Add College to Common App >

7. 0Once you are redirected to the Common App website, log in to Common App with your
Common App credentials (these may be different than your SchoolLink login credentials)

common
app

First Year Students Transfer Students

Sign In
First year student? Great! Enter your email and

password below to sign in, or create an account to
get started

* Indicates required fields.

Email *

l

Password *

l l

[ show password Eargot password?

Need help?
Visit the Applicant Solutions Center
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8. Once logged in, a pop-up window will appear confirming that the selected college has
been added to your Common App My Colleges list. Click Okay.

College added

The following college was added to your
My Colleges list:

+ California Institute of Technology
(Caltech)

9. Add your Preferred Start Term and Preferred Admission Plan under the General tab of
the college name on the Common App Dashboard. This will provide your counselor with
the application type and deadline in SchoolLinks.
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10. Return to the SchoolLinks tab and click Refresh Page to sync the application details in
Schoolinks.

Steps to add this college:
Login to your Common App Account (if you're not already logged in)

1. You will see this school added to the list of schools on your dashboard

2. Click into the school and visit "Application” > "Questions”

3. Complete the "General" section, particularly the "Preferred start term” and "Preferred Admission Plan” so that you
can establish a deadline for this application

4. Come back to SchooLinks- you're ready to request any Teacher Evaluations you need

[PECEREI My Colleges | Common App lege Search | Financial Ald Resources

Dashboard Application Requirem o

Sort by: College Name ~

Albright College 0 x

- Add your term or admission plan
n # Application - In progress

Once you've completed the steps above, refresh this page to get the latest changes from Common App.

*Note: to refresh Common App data manually at any time, click the Click here to manually
refresh! button within the Common App section of the College Application Manager
Schoolinks side panel.


https://downloads.intercomcdn.com/i/o/onb94xow/1690410397/87bbb76622c0b262be8aa7aeaa33/image.png?expires=1761324300&signature=231e535d33b8fd57329edbef9728db076fc6f2c197d15ac091f7d8360219a55b&req=dSYuFs1%2FnYJWXvMW1HO4zeEyEOBUc%2FrDJhjyUZV49EgdcH%2BTe4LMGWHZ%2FB74%0AsjPI%0A
https://downloads.intercomcdn.com/i/o/onb94xow/1690415515/40062387dc374aba66ece9e718c6/image.png?expires=1761324300&signature=2f7d7245d0b692f146820740be9c51b9afc7f25ac1d4d7bc808590e05e5e0dc1&req=dSYuFs1%2FmIReXPMW1HO4zYNv6V%2FGz%2BUC31U2NSe6%2B4SaUDxxYT6EcAxfAKCE%0A1UzC%0A

)
cowmnon @ CONNECTED

Login =>

Application Requirements

After saving the application, you will see the college application requirements page. This
page contains:

1. The Student Checklist for keeping track of all required documents and tasks
associated with this application.

2. The number of Teacher Recommendations required, along with instructions from
the college.

1. Click Add Recommender and search for the teacher from the pre-set list of
rostered teachers in your district.

2. Ifyou are requesting a teacher from outside the district, click the add
manually link.

*Note: some colleges allow for optional teacher recommendations, while others don't
allow any recommendations to be submitted.

3. The Counselor Documents, which will be automatically requested for each
application. If you need to request additional counselor documents, you will need to
message your counselor in the message center.
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Financial Aid Application a -
[ ® Add Recommender  Required ]

Complete and submit your Financial Aid
Application for this school.

[ ® Add Recommender Required @ ]

@ @ Request Teacher Recommendation 6

® New Student Requirement

*Note: If your district has disabled the ability for students to request teacher
recommenders in SchoolLinks, you will have read-only access to the teacher
recommendation requests for your applications.
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Now that your application has been added, you can begin tracking your application

requirements. Learn more How to Track Application Requirements
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