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Just so you know!! 

 
ACT/SAT Test Scores 
Many schools (but not all) have become Test-Optional for the Class of 2022.  It will be very 
important to know how the specific colleges and universities you’re applying to are 
handling the ACT/SAT. This is a family decision and you should consult the admissions 
representative at each school.  Generally speaking, if you have a score that you feel 
enhances your application; we advise you to send it. 
 

- Some schools are not requiring an ACT/SAT for general admission, Honors programs, 
scholarships or direct admit programs. 
 

- Some schools are not requiring an ACT/SAT for admissions but still require it for 
Honors programs, scholarships and some direct admit programs. 
 

- Some schools are still requiring an ACT/SAT score. 
 

On the Common App, under the school specific questions, you will select whether or not 
you want your scores considered with your application.  This is elected for each school 
separately.  Once you’ve submitted your Common App; this can NOT be changed. 
 
COVID-19 Impact: Short Essay Opportunity but not Required 
A question has been added to the Common App (under “Writing/Additional Information”) 
that allows the opportunity to share the impact of COVID-19 on you personally if you feel 
it’s impacted your application in a significant way.  For example, if you had to watch your 
younger 3 siblings all day while your parents worked and consequently had difficulty with 
your grades; you might share that. This space is intended to share significant COVID events 
that might have impacted you and your application.  It’s ok to leave this section blank. 
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An Overview: How to Apply Steps #1-6 
 

1. SEND ACT/SAT SCORES:  Do this First!!  IF you are choosing to have your ACT/SAT 
scores included in your application; please send them to the schools right away. (see 
page 8). If you’re still taking the ACT or SAT in the fall of your senior year, do not wait 
to receive those scores before submitting your college application. Submit the app. 
 

2. DECIDE WHICH APPLICATION YOU’LL USE:  Either through The Common Application 
or directly from the school’s website.   Go to these sites to start working. 
=  www.commonapp.org for common app schools (see page 3) OR 
= Directly to the school website for non-common app schools (see page 5) 

 
3. MATCH YOUR COMMON APP ACCOUNT TO NAVIANCE. The Colleges you’re applying 

to must get dropped into Naviance.  Follow Common App steps on page 3.  
 

4. REQUEST LETTERS OF RECOMMENDATION IN NAVIANCE.  Many schools permit only 
one so be careful to select each school and each teacher separately if that’s the case.  
DO NOT USE the blue buttons that says “INVITE Recommenders” in the Common 
App. We use Naviance to request letters of rec.  To do this Choose “Colleges I’m 
applying to” then scroll to “Letters of Recommendation” at the bottom. 
 

5. SUBMIT YOUR APPLICATION IN COMMON APP AND PAY THE FEE. 
 

6. REQUEST YOUR TRANSCRIPT BE SENT to the colleges you’ve applied to. Send an 
email to college@kingslocal.net stating each college for which your application is 
complete. Your counselor will send your transcript. Please allow 10 days. 
 
Also – in Naviance:  Tell us you’ve submitted your application.   

 
Click on “Colleges I’m Applying to”  
Click the blue “edit pencil” next to the college application that is completed. Choose “I’ve submitted” and 
answer the questions. 

 
For November 1st Early Action schools; Your Application should be complete and your 

transcript request should be emailed to college@kingslocal.net by October 20 !! 
 

Page | 1 

mailto:college@kingslocal.net


 
 

 

Which Admission Decision Option Should I Choose? 

 

Choose Carefully  
 
  

Rolling Admissions | This is the practice of admitting or rejecting an 

applicant as soon as all admission materials have been submitted. The usual 
length of time for notification is roughly three weeks. 
  

 
 

Regular Decision | You are applying by the normal date set by the college 

and will receive notification of admission based on how that college 
processes applications. 

 

 

Early Action | Allows students to receive an admission decision earlier than 

most students. This usually is the date many schools require applications to 
be complete for scholarship and financial aid applications.  (Most Popular 
Option!) 
 
 

 

Early Decision | This is a binding contract! Early decision is used primarily by 
selective schools, e.g., Miami Ohio. A student who decides that a particular 
college is her ABSOLUTE FIRST CHOICE applies early in the fall of their senior 
year. Under Early Decision, the applicant signs a statement agreeing to 
attend that university upon acceptance, regardless of financial aid offered. (If 
accepted, the student must then withdraw applications from all other 
colleges). The advantage of this system is that the candidate will receive 
notification by mid-December. 
  

 

Notification Date | This is the date that colleges notify all applicants of 
acceptance or denial. 
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IF You Will Apply via Common App; 
Complete steps 1-8 all at once. Then work on steps 9-11. 
 
1. Send your ACT/SAT Scores first to be sure they arrive at the school by the 

application deadline.  (see page 8) 
 

2. Start the Common App at www.commonapp.org.  
a. Click CREATE ACCOUNT; then “First Year Student” 
b. Create your account. It’s ok to use your KHS email. 

 
3. Follow the steps to register and set up your account. Write down the email 

you provided as a username and write down your password!! Keep it safe 
and do NOT create more than one account. 

 
4. Under the COLLEGE SEARCH tab - Add at least one college to proceed 

with initial set-up. This will add schools to “My Colleges”.  
 
5. Under the COMMON APP tab complete the first two tabs of the Education 

section from the left margin. This must be completed before you can proceed 
with anything else. The sections named “Current/Most Recent HS” and “Other 
Secondary/High Schools” must be completed to proceed.  
 
- CCP course work is considered “Dual enrollment” 
- We have 370 seniors in the Class of 2022 
-  We do not rank students – answer “none” 
- We report GPA on a 4.0 scale. 

 
6.Under the MY COLLEGES tab double click on any school that you’ve added (it 
doesn’t matter right now which one) and select “Recommenders and FERPA” 
from the left hand margin. 
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7. Click “Release Authorization” and follow the steps. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8. NOW YOU MUST MATCH Your Account with Naviance. Log into Naviance 
using Clever. Choose “Colleges I’m Applying to” and you will see a large pink 
bar at the top. Click on the pink “Match Accounts” button. Enter the email 
address you used to create your Common App account and click “Match 
Accounts”. It should now say “Common App Account Matching – Complete” 

 

 

YOUR INITIAL SET -UP IS NOW DONE;  

YOU CAN TAKE YOUR TIME TO WORK ON 
YOUR COMMON APPLICATION AT THIS POINT  

 

9. Request Letters of Rec in Naviance.  See pg. 7. Do Not select  
“Invite Recommenders” in the Common App.  We use Naviance instead.  
 

10. Return to the Common App to complete your application. Because your 
Naviance and Common App are now matched any additions to colleges that 
you make in Common App will automatically appear in Naviance. 
 

a. Complete all sections under the COMMON APP tab like “profile”, “family”, 
“Education” and “testing”. 

b. Complete all “Questions” specific to each college under MY COLLEGES tab 

 
11.Once you have submitted the application for a specific college, Email your 
Counselor at college@kingslocal.net and ask them to send your transcript. 
Please allow 10 days. Also, go to Naviance and tell us you’ve submitted your 
app.  (see step 6 on pg. 1) 
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IF You Will Apply Directly to the College 
Use page 5 
 
 

 

1. Send your ACT/SAT Scores first to be sure they arrive at the school by 
the application deadline.  (see page 8) 
 

2. Log into Naviance: Add your college under the “Colleges I’m Applying to” 
section. 
Click on “Colleges I’m Applying to” 
Add schools using the pink “+” sign; Type the school name. 
 

3. Go to the school website and search for their on-line application. 
Open their application.  Complete their application. 

 
 
 

4. Submit the Application on-line and pay any fees. 
 
 

5. Send an email to college@kingslocal.net stating each college for which 
your application is complete. Your counselor will send your transcript. 
Please allow 10 days. 

 
6. Tell us (In Naviance) that you’ve submitted your application. 

 
Click on “Colleges I’m Applying to”  
Click the blue “edit pencil” next to the college application that is completed. Choose “I’ve submitted” and answer the  
questions.  

 
 
 
 
 
 

 

**  You MUST complete steps 5 and 6  in order for 
your  Counselor to know that youôre finished with 
your application and are ready for official 
documents to be sent on your behalf. **  
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Transcripts!!! --- what’s all the HYPE about? 
 
 

 

How long does is take the Counseling 
Department to send my Transcript after I email 
college @kingslocal.net  
  

Please allow at least 10 school days to process all Transcript requests. It’s 
important to know that the counselors have other documents they are 
required to prepare and send with that transcript. 
 
 

 

ñWhy Does the College Say It Needs My Initial or 
Final Transcript? My Counselor Said It Was 
Already Sent.ò 

Please read your email carefully. There are 3 possible scenarios. 
 

1.When you electronically submit your application, most colleges send an 
instant “reminder” email to have your transcript sent. If you emailed 
College@kingslocal.net then you’re fine. The Counseling Department will 
send your transcript. Please remember it can also take several weeks for the 
college to document its receipt of your transcript. 

 

 

2.The email actually states they want additional information. That means 
you need to send them additional test scores and/or your grades from the 
first semester of senior year. See your counselor. 

 

 

3.The email you received actually states that they need a FINAL transcript to 
officially enroll you. The FINAL transcript is mailed from the Counseling Dept. 
AFTER you graduate. The college has received your initial transcript but they 
are warning you that they need the FINAL transcript to prove you have 
graduated. This FINAL transcript is mailed in June and only to the college you 
are actually attending. You do not need to do anything for this to happen. 
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Frequently Asked Questions 
 
 

How Many Colleges Should I Apply to?  
 

•The majority of students apply to 3-5 colleges; it’s a decision for parents and 
students to make together.  
 
 

When Do I Apply for College?  

•Many colleges begin accepting applications in August/September. 
 

•Many colleges have an early decision deadline of Nov. 1 or Dec. 1. 
 

It is the student’s responsibility to know the deadlines of each school to  

which they apply. We ask that students complete applications by Oct. 20 for 
November 1 deadlines. 

 
 

What Much Does it Cost to Apply?  
 

•Each college application typically costs around $50. You can access the cost 
of the application in Naviance. Waivers exist for those in financial need, 
please contact your counselor if this applies.  

 

How Do I request Letters of Recommendation?  

Many schools will only accept 1 letter of rec so you’ll need to make good 
choices about who you request. Make sure you have an updated resume in 
Naviance before you ask teachers to write recommendations. Also, allow 
teachers one month to complete the letters of recommendation.  
  

1. Log into Naviance. 
2. Choose “Colleges I’m Applying to” 
3. Scroll down beneath the list of your colleges and click the thin blue line that 

says “letters of recommendation”.  
4. On the recommendation request page, students will click on the blue Add 

Request button, select a teacher name and then click the box next to the 
school you want the rec sent to.  Be careful to not choose the “select all” 
button if you want different recs to go to different schools. 

  
5. Follow Up your online request with a face-to-face visit the teacher. 
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How Do I Request my ACT/SAT Scores to be sent?  
 

•When you registered for the ACT/SAT, you might have chosen for your 
scores to be sent to certain schools. If so, this step may be complete. But 
Please double check before you submit your applications that you have 
done this.  

•If not complete – go to www.myact.org to send ACT results  

•If not complete– got to www.collegeboard.com to send SAT results 
 
For Class of 2022 applications, you may elect in the common app whether or 
not your scores are considered in the application. That question is under the 
section that is specific to each College or University. 
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