
A Step-by-Step Guide to 
Requesting Transcripts

Please use this tutorial in 

conjunction with the 

instructions printed in the 

“Senior Mechanics” packet.



PAYING FOR YOUR 
TRANSCRIPTS

There is a flat $10.00 fee per student 
for transcripts.  A cash payment 
must be brought into the Guidance 
Secretaries prior to requesting 

transcripts on Naviance.

YOUR ABILITY TO REQUST TRANSCRIPTS 
WILL NOT BE ACTIVATED UNTIL PAYMENT 

IS RECEIVED!



PRIOR TO REQUESTING 
TRANSCRIPTS
Turn in the Senior Packet and 
Transcript Release/Waiver form

Pay for transcripts

Create an account with Common 
Application

Complete Waiver in Naviance
account



All students must create a Common 
Application Account, whether or not they
are applying to a Common App school!

ONLINE PART I:
THE COMMON APPLICATION

The mandatory creation of a 
Common Application account is 
new this year, and is now required 
by Naviance in order for you to use 
your Naviance/Family Connection 
account to request transcripts. This 
step needs to be completed, 
regardless of whether or not you 
are applying to a Common App 
school.

If a school offers you 

the option of using the 

Common Application or 

their own application, 

you mustmustmustmust use the 
Common Application. 



Log on to www.commonapp.org, find and 
click on “Never Registered?  Go here”



Fill out all the basic Registration information 
and click “Register” at the bottom of the form.



Click “My Colleges”



Use the “Quick Add” and/or “Search for 
Colleges” Features to add colleges to your list.

Only the Schools participating in Common App will come up in 
this search.  If the school is not Common App, you don’t need to 

add it to the list.



Your “My Colleges” page will look something 
like this…

Every Common App school you are applying to needs 
to be on this list before logging onto Naviance!



Don’t confuse the Naviance 

password with the Common 

Application password!

They may or may not be the same.

Log OUT of Common App and Log IN to 
Naviance/Family Connection: 

http://connection.naviance.com/ridge

ONLINE PART II:  
NAVIANCE/FAMILY CONNECTION



THE FIRST TIME YOU REQUEST 
TRANSCRIPTS…

Click the “Colleges” Tab



Click “Colleges I’m Applying to”



Complete the “Privacy Notice for Common Application”
(using your Common Application login information)



AFTER THE WAIVER IS COMPLETE…

Under the “Colleges” tab, click “Transcripts”



Click “Request transcripts for my college applications”



Check “Add Request” boxes for the transcript(s) you 
want sent at this time.

If the college name does not appear, use the “New Applications” feature.



Scroll down and click “Request Transcripts.”



Make sure you get a confirmation message.

YOU’RE DONE!!!



TO CHECK TRANSCRIPT STATUS…

On the “Transcripts” page,
click “View the status of all my transcript requests”



Your screen will look something like this…



Confirmed 
Receipt = Ridge 
guidance has 
received your 
transcript request

Requested = the date the 
transcript request was made

Due = the default date set 
by the college for the 
application deadline

Mailed = the date the 
transcript, school profile, 
counselor report, and 
counselor recommendation 
were sent from Ridge 
guidance

Mid-Year = the 
date the mid-year 
report is sent by 
Ridge guidance 
(February 2011)

Final = the date 
the final transcript 
is sent to the school 
you choose to 
attend next year 
(July 2011)



CANCELING A TRANSCRIPT 
REQUEST…

If you wish to cancel a transcript request, see 
one of the Guidance Secretaries.  This cannot 
be done through Naviance/Family Connection.


