
 

 

  

 

 Alumni Handout  

Change Your Email, Username, and Password 

After graduation you will not have access to Clever. But that doesn’t mean you have to lose access to 
your Naviance account. This means you will be able to continue to use Naviance to for college and 
career research.  Also, any alumni needing transcripts will request them in Naviance.  If you would 
like to continue to use Naviance you will need to follow the steps below to login.  
 

Step 1. Update Your Email Address 

1. If you have not already done so, 
you will want to add your 
personal email address. From 
the About Me dropdown menu, 
click My Account.In the 
Contact box, click Edit.Type 
the email address you plan to 
use after graduation. 

2. Click Save. 
 

 

Step 2. New Alumni Login Credentials 

1. Your new username will be the email 
provided in Naviance.  

2. Your password will be your initials and your 
date of birth in the following format 

xxmmddyyyy 

3. To login: 
Go to the THS website 
www.fortbendisd.com/ths  
Click the Naviance icon 
Login using the email and password (you will 
no longer click “Login with Clever”) 

 

Step 4. Reset Your Password (optional) 

1. At any time, you may reset your password 
as long as your personal email has been 
added. Click Forgot your password? 

2. Type the same email address you entered 
in Step 2.  

3. Click Reset My Password. 
4. Check your email for Naviance Student 

Account Information. 
5. Follow the directions in the email to login 

and reset your password.  
  

 

 

 

 

http://www.fortbendisd.com/rphs


 

 

  

 

 

Adding a College to the List & Requesting Transcripts 

Colleges I’m Applying To 

1. Click the Add button (+ sign).  

The Add New College Application, Step 1 Add 
Application displays. 

2. From Which college are you applying to? 
use the drop-down or type the name of the 
desired college. 

3. From App Type click the drop-down to identify 
your answer. This is VERY IMPORTANT! The 
app type will determine the Deadline that 
our office sees for sending documents.  

4. From I’ll submit my application? Indicate 
which Submission Type you used to apply.  If 
you do not see your option listed, then select 
“Direct to the Institution” 

5. Select the checkbox labeled I’ve submitted my application.   

6. Click Add and Request Transcript. 

The Add New College Application – Step 2 Request Transcript displays. 

7. From What type of transcript are you requesting? select the checkbox(es) that identify your answer. 

Final – As alumni you will only need to request your FINAL transcript.   

8. From What additional materials, if any, do you want included?  

** We are unable to hide this feature in the system but please note RPHS does NOT SEND TEST SCORES!! 
You must request your test scores be sent through the testing website.  

9. Click Request and Finish. 

Other Transcript Requests 

Official transcripts can be sent directly to an organization via email, mail or uploaded to a website.  If a 
student requests a transcript to be emailed to 
themselves, they will be given an unofficial transcript.   

10. From the Colleges Home page, click Manage 
Transcripts. 

11. Use the Add (+) button to add Other 
Transcript. 

12. Use the checkboxes and drop-downs to 
answer the transcript-related questions. 

13. Click Request and Finish. 

IMPORTANT! 

- Unofficial Copy - If you are requesting an 
unofficial transcript for yourself, you MUST 
include your email where it says recipient. 
We will not mail unofficial transcripts home.  

 

 

 

 



 

 

  

 

Manage Transcript Requests 

Use Manage Transcripts to keep track of your general transcript requests, whether for college applications 
or scholarships. 

From the Colleges Home page, click Manage Transcripts. 

Here you can see all the institutions to which a transcript request has been associated.  Under the column, 
it will say pending when a request was made.  A date will appear when the transcript has been sent by the 
registrar office.  

 

 

Dual Credit 

If you took dual credit classes with HCC, you need to send your HCC transcripts in addition to your 
THS transcripts to your colleges.  Requests for HCC transcripts are done on the HCC website.  

https://www.credentials-inc.com/cgi-bin/dvcgitp.pgm?ALUMTRO010633 

 

GPA and Rank 

The GPA and Rank that is printed on your transcript can be viewed in Naviance.  Click the About Me 
tab > My Account > Academic 

TSI Assessment Scores 

How do I send my scores to the college I plan to attend? 

It is the college you will be attending’s responsibility to pull your TSIA scores to determine if you have 
met the TSI Standards, it is NOT Fort Bend ISD’s responsibility to send the college your TSIA score 
report. Most colleges have a form (Cross Institutional Reporting Form) that students need to fill out in 
order for the college to pull your TSIA score report. For your college or university to pull your TSIA 
score report you will need to provide the college/university with the following information 

 Your First and Last Name (as you entered it when you took the exam) 

 Your DOB 

 Student ID – If you took the test at your high school this is your TSDS ID number; you wrote 
this on the handout you were given after you tested.  

 Your Testing Center Location: Fort Bend Independent School District  
o NOT YOUR HIGH SCHOOL CAMPUS NAME 

Fort Bend ISD will NOT send your scores for you; you must contact your college/university to have 
them pull the scores.  

Contact Information 

Naviance questions – becky.martinez@fortbendisd.com 

Transcript questions – krystal.minear@fortbendisd.com  
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