The Application Process
2011-2012
Naviance Website: http://connection.naviance.com/roosevelths

Colleges—This is your home for the college application process at Roosevelt High School. 
Colleges I’m applying to—Schools must be listed here for Roosevelt to process your applications and transcript requests.
Note: Your portion of the application is not on Naviance. You will find the application on the college’s website.
You may use Naviance to locate these websites. 
Transcript Requests—A school must be on the application list—“Colleges I’m applying to” before you’re able to request a transcript. Transcripts must be ordered 15 school days before the due date. NEVER submit more than a single transcript request for each application. If you’re uncertain as to whether or not your request has been made, go to “transcripts”, “view the status of all my transcript requests”. If you’re still uncertain about what you have/haven’t ordered, check with your counselor or with the Counseling Secretary. 
Note: At the end of your senior year, you will be required to complete a graduation survey on your Naviance account. The survey requires that you tell us where you’ll be attending school in the fall of 2011. We will automatically send your final high school transcript to the school you’ve selected. There is NO charge for this transcript, so there is no need to request it. Athletes: Don’t forget to send The NCAA Clearinghouse your 8th semester transcript. This one is not free and must be requested using your Naviance account under “transcripts”, “Request transcripts for scholarships or athletics”. 
Note: SAT and ACT Scores are not sent with your official transcript. You must order them directly from: 
actstudent.org (ACT) 
collegeboard.com (SAT I and SAT II’s) 
Note: If the application due date in Naviance does NOT match the application due date listed on a school’s application OR, if there is a late spring deadline or no due date listed (rolling admission), you must see the Counseling Secretary to have the date changed in Naviance. Transcripts will be sent by the due date listed in Naviance.
Finally: Remember your application deadline in Naviance is determined by the “Type” of application you’ve selected. 
Mid-Year Reports—Always confirm with your counselor that your application process includes a Mid-Year Report. NEVER check a Mid-Year box when you order transcripts. The steps for ordering mid-year transcripts are outlined below. 
The following steps for ordering a Mid-Year Transcript should be completed beginning no sooner than January, 2011.  Mid-Year transcripts are not available until February 2011: 
1. Log into your Naviance Account and click on Colleges, then colleges I’m applying to
2. Scroll down to transcripts 
3. Click on "Request transcripts for scholarships or athletics".
 4. In the drop-down box for Reason, select other. 
5. In the Recipient box type in “Mid-Year” then the name of your school (Mid-Year--Stanford). 
6. Do NOT select "Send mid-year transcript" further down the page next to "Follow-Up". 
7. Scroll to bottom of page and click Add Transcript Requests. 
Teacher/Counselor Recommendation—If you need letters of recommendation(s), contact your teacher(s) and/or counselor in person to request a letter. Once the teacher/counselor has agreed to write your letter: 
1. Go to colleges I’m applying to
2. Scroll down to Teacher Recommendations
3. Click on add/cancel requests and use the dropdown box to select your letter writer(s), both teacher(s) and counselor.
4. Letter requests must be made and the required materials received at least 15 school days prior to the application due date.
5. Never request a letter unless you know for sure you need one. Never request more letters than necessary. Check with your counselor if you have any questions about letters of recommendation. 
Is My Application Complete??—After everything has been sent in, check with the college to see if your file is complete. Many schools have an online system allowing you to look at the status of your application. You may also check on Naviance by going to “view detailed status” under “colleges I’m applying to” to see what materials have been sent. If it’s been a couple of weeks or longer since the materials were sent to your college and they still don’t have them, double check with the college, then see Julie Batson or your counselor right away so we can follow up and make sure your college receives what they need for your file to be complete. 

Never hesitate to ask your counselor or the counseling secretary any questions you may have so they can help you through this process. It can be complicated, confusing and anxiety-provoking. This is normal and the Counseling Department is quite used to it, so please let us help!
