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Dear XX Class of 20XX,

We are very excited to introduce your school’s college and career readiness platform, SchooLinks!
All of the SchooLinks features are designed with students in mind to help you become career,
college, and life ready. This site can be accessed on your phone, tablet, or computer.

During the summer leading to your senior year, we recommend that you:

e  Use the College Search tool
® (reate a list of favorite colleges in SchooLinks
e  Build your Final List

Starting August XX, 2025, you will be able to complete the items listed below starting from creating
your Common App account and setting up your SchooLinks College Application Manager.

Next school year, we will be utilizing SchooLinks to fulfill college application requirements. The
SchooLinks College Application Manager allows you to:

Track the progress and requirements for your college applications.
Organize all the application materials for the colleges where you're applying.

®  Request your application materials including transcripts, letters of recommendation, etc. to
be sent to the desired institution.

SchooLink’s College Application Manager serves as an easy way to keep track of all the application
steps and materials you need to submit to colleges and when you need to submit them, but it is not
an application portal. You will need to submit applications using the methods offered by the

colleges where you're applying, including Common App.

The next couple of pages will provide you with information on how to use SchooLinks to track your
College Applications.

Regards,

XX Counseling Team
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Application Manager Guide

Logging in to SchoolLinks

Students log in to SchooLinks by going to app.schoolinks.com and clicking on the login method

designated by your district.

This guidebook outlines steps to add your college applications, request necessary documents, and track those requests.
Below, you'll find each section of this guidebook. Click the header to navigate to a specific section. Please note, relevant
help article links have been provided throughout this guide, but students must be logged into SchooLinks to view

the links.

Activities for the Summer leading to Senior Year

Start exploring and shortlisting colleges that align with your interests and goals. Create a final list of colleges you'll apply to, ensuring
a smooth transition to your College Application Manager after summer break.

College Application Manager Set-Up

Common App

Students must set-up College Application Manager by entering
personal details, determining fee waiver eligibility, and signing
the FERPA waiver prior to adding any college application

Common App allows students to apply to multiple colleges with a
single application. The Common App account must be connected
to SchooLinks. Check out this flowchart that outlines what steps
need to happen where!

Adding Applications

Application Requirements

Common App applications can be added to College Application
Manager in SchooLinks or through the My Colleges tab in
Common App as long as the Common App and SchooLinks
accounts are linked.

Non-Common App applications have to be manually added by
students to their College Application Manager in SchooLinks.

The Application Requirements page of a college application,
allows students to track the progress of the application, including
the Student Checklist, Teacher Recommendations, and Counselor
Documents.

Recommendations

Transcripts

You have the opportunity to complete a Brag Sheet to showcase

any accomplishments you would like to share with your teachers.

Counselor Recommendations and other school documents are
requested automatically in SchooLinks.

Teacher Recommendations and Outside Recommendations must
be requested by students.

Transcripts are automatically requested in SchooLinks once a
college is listed as In Progress in the Submission Tracker.

You will also have the opportunity to request non-college
application transcripts via the Record Center.
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During the summer you can use SchooLinks to do some college search, create your favorite and Final lists.

Using the School Search tool
Learn more <+ How to Use School Search

School Search is where you can explore colleges and universities, as well as programs offered at

schools (ex. Petroleum Engineering).

Access the School Search by
clicking the College icon and
selecting School Search
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School Search @ voamwrmer 5 0 9 Po e

Favorites & lists Admission stats Final list College applications Enrollment decision

School search
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Use different filters and
sorting options to narrow
your list.

Click on the School tiles to
open the School Profile and
learn more about the school
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Favoriting Colleges
Learn more <~ Favorite a School

After reviewing the College Profile, if you think this is a fit for you and you are interested in applying

to this institution, you can add them to your favorites list.
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Your Final List is the list of schools you plan to apply to. This list is made up of Likely Colleges, Target
Colleges, and Reach Colleges.

Building a Final List

Learn more <~ Create a Final List

Here are the definitions for these different categories:

Likely - schools where you will likely get accepted.
Target - schools you aim to get in and it's reasonable that you'd be accepted.
Reach - schools that you would like to get into but getting accepted would be much harder (less

likely) for you.

Access the Final List by
clicking the College icon and
selecting Final List

e To add a school to your Final

List, click the Add from
favorites & lists button.

If you have not yet created a
favorite list, you can use the
search bar to add colleges to
your Final List.
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e Choose if that school is a
Likely, Target, or Reach
School and then click the add
button.

Note: If there is enough data O Rice unwersitg ¢
available on your profile and G e s
for the school, that school
will be pre-sorted into the
category to which it belongs.
You can see this in the
screenshot below.

If you think that the school is
placed in the wrong category,
you can message your
counselor and they can help
you move it to a new
category.

° Click the Add to Final List button

The following pages will guide you through the College Application process in SchooLinks.
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@ Schoolinks Student College Application Manager Guide (1 of 9)

Starting August Ist, you will be able to create your Common App account, if needed, and have access to
the College Application Manager tab in SchooLinks. Follow the steps in this guide to set up your
College Application Manager.

Set Up College Applications
Learn more <~ Adda College Application and Request Application Documents

Upon first accessing College Applications, students will be taken through a three-part setup process.

Part 1: Personal Details

Select College Applications FEE WAIVER ELIGIBILITY FERPA WAIVER
‘ ' Personal information

from the Colleges menu list T e ——

are using in your college application forms. This is needed for some

Enter birthdate and home
address

@ When you add or update your at

Part 2: Fee Waiver Eligibility

[ pensonaL oeTaiLs |—{ @ Fee waver ELGiBILTY FERPA WAIVER
C heCk Off Whether Or nOt Do you qualify for an application fee waiver?
. . The cost of y to colleges can add up! Some colleges waive application fees for students who
they qualify for a fee waiver ;
To see if you qualify, check off any boxes that apply to you.

[ student has received o is eligible to receive an ACT or SAT testing fee waiver.

led in or eligible to participate in the Federal Free or Reduced Price Lunch program

ily income falls within the income Eligibility Guidelines set by the USDA Food and

or local program that aids students from low-income families.
)

ublic housing, a foster home, o is homeless.

[0 Student is a ward of the state or an orphan.

[0 None of the above apply.
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Part 3: FERPA Waiver

e Complete the FERPA Waiver

*Note: You will complete a FERPA
waiver in SchooLinks to ensure
SchooLinks and the District is
compliant with FERPA when
sending teacher and counselor
recommendations

/ PERSONAL DETAILS | v e waveR eGiBITY |—{ O FERPA WAIVER

Complete the FERPA waiver
You might be asking yourself “What's FERPA?" Don't worry, you're not alone! Here's what you need to know:

How does FERPA relate to your college application?

« FERPA gives you the right to review letters of recommendation if you are enrolled in college that saves
the recommendations, OR you are 18 or older.

To waive or not to waive?

« Waiving your right lets colleges know that you don't intend to read your recommendations, which helps
reassure colleges that the letters are candid and truthful.

« If you choose not to waive your right, some recommenders may decline to write a letter for you, and
some colleges may disregard letters submitted on your behalf.
Still unsure how to respond?

. Ynal is OK. Many students are. Before yn u move on, take a moment mnmssyo raec;u wm Feos
cou ther school official, or your parent/legal guardian. You can also read o

[ [ 1 have fully read and understood the FERPA Release Authorization explanation above.

+ Finish application setup

Linking your Common App to SchoolLinks

Learn more €& Connect Your Common App Account

After completing the College Application Manager setup, ff you are applying to colleges via Common App,

you will be able to link your Common App account to SchooLinks.

Select Connect under the
Common App section

e Select the Link Common App
Button

Log in to your Common App
account and then come back
to SchooLinks and refresh
your page
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How to Connect Your Common App A

If you are applying in the 2025-2026 school year, ploase wait until after Aug 1, 2025 to setup your Common App account

A or tolink y
1. Login using the email and password that you used to create your Common App Account (these could be different
he

i before 8/1/2025 You will need 0 follow the steps on the screen to roll it

1. Click *Create an Account”

2.Fil In account details your accoun
3 Check the box to hnevo Cmmolnnn a back to SchooLinks

Connect your Common App Connect your Common App

Link Common App Account >

How to Connect Your Common App Account

f you are applying in the 2025-2026 school year, please wait until after Aug 1, 2025 to setup your Common App account

A A your account:

in using the email and password that you used to create your Common App Account (these could be different
o )

\pp account before 8/1/2026 You will need to follow the steps on the screen to roll it

jour Common App data back to Schoolinks

follow the process

1. Click *Create an Account”
2 Fal s scooumt oetats 10
3. Chect ktmmlhmv o Gasian A ik o mensoLs

Once you've completed the steps above, refresh this page the latest changes from Common App.
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If you are sending applications via Common App, once you link your Common App account, the
colleges you have in your Common App list will automatically populate in SchooLinks.

However, if you are also sending applications outside of Common App, you will need to manually add
those applications to your SchooLinks College Application Manager list.

Adding Applications & Selecting Application Details

A

Learn more <~ Add an Application

Add an Applicati
an Application - -
A u
College Applications ° - 0 P ° 8
@ School search Favorites & lists Admission stats Final list College applications Enroliment decision,
Home —
i Board  List Q Se: n application by name [ Comments
. . Student
You can add an application _ [F— = Completo & pancig A
BRI /3 Applications added from list fapplication below to request Be sure to upload award letters and add an
Vi a. fivi} 20 00 @0 90 ecommendations or update checklist. enroliment decision.
.
pan aitho sy () Coborado Schoolof Trades 7 ~. Abilene Christian University 2 :
“ ) ©Unknown unknown
Engage Rolling ¥ Enrolling
B  Recommendation tracker Bon
: : : ciries @ e OtioState Unversity 7 ¢
o A app ication from list P Fulfted 1 Pending © Dectined @) Comomiom o dodaiad
View all requests @ Unknown _—
b s b Upload award lette
utton Brag Sheet ©  INCOMPLETE oz ®in
e + Add application button
= @ Unknown Complete the student checklist to mark
FAPSA/  Ofgomieme " an application completed.
TASFA —
N oo Woi2 o
Update Status ) Lovola niversiy Cicaso
© Unknow
Deadtine
common -~ @ NOT e
PP CONNECTED 8o 6 .

Search and choose a college
from the list and click the
Add Application button

Add application

g Lehigh University

$_ stanford University

B University of Houston

Choose application status:

in progress

Cancel

Completed &
pending

Add application

When adding the application, make sure to add it as “in progress”. Select the “completed & pending” option if you have

already submitted your application.
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To start tracking a college application in your College Application Manager, you need to set up the
application add your student checklist items and add all the requirements. Requirements are things
like test scores and letters of recommendation that you have to send to a college separate from your
application.

Update the Application Details

Learn more <~ Add an Application

G Once you have selected a
school from the list, you
will need to update the
application details.

Remember to also update ~| s ‘G
the Application Details for o ‘ :

the applications that were
automatically added by
the Common App
integration.

o Click Save Application

Application Details Fields

Application Method: How you will be submitting this application. Remember, if you plan on submitting an
application with the Common App, you should set up your Common App in SchooLinks first.

Application Type: Select your application deadline from the list (like Regular Decision or Early Action). Verified
options will have the deadline filled in. For Unverified options, you'll have to find the application deadline on the
college's website and enter it.

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

Student Requirements: Add items you will be working outside of SchooLinks regarding your application (FAFSA
submission, test score submission via ACT or College Board, transcript submission if it’s a self-reported school. This
will allow you to have one place to track all of these items!

Financial Aid Requirements: Leave both options blank if you will NOT be submitting financial aid.

Scores and Performance Requirements: Leave both options blank if you will NOT be submitting test
scores as part of your application.
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Application Requirements

) . . .
Learn more ¢~ Track Application Requirements
Once you save an application, you can S Goiegs noptcatins LT LA,
start tracking your application T - UE(U

Admissions | Application Info | Financial L Aid

requirements and your counselor will be | .2.

able to prepare application materials.

Method

ICRERERE

On the Application Details page, you will

see all application documents including
the Student Checklist, Teacher
Recommendation requirements, and

Counselor Documents.

¢~ Application Requirements Sections
Student Checklist - A list of the requirements that you are responsible for OUTSIDE of SchooLinks, like
submitting the application, filling out FAFSA and sending test scores. Check the box once tasks are completed.

Teacher Recommendations - The number of required & optional recommendations will be listed. You will click
on Add Recommender to request a teacher recommendation.

Counselor Documents - These are requirements that your counselor will submit on your behalf to the college,
such as transcripts and recommendations. These documents are automatically requested when you set up an
application in College Application Manager.

Application Status and Results
Learn more <7 Add College Application Results

Once you have completed all of the items in your Student Checklist and submitted your application, be sure to change
your Application Status to “Completed” in SchooLinks.

When you receive a decision from the college, update your Application Result, based on the decision your received
After you make an enrollment decision, remember to indicate where you will be enrolling on the Enrollment Decision

tab of College Application Manager. Upon confirming enrollment, a request will be made to your counselor to send
your final transcript after graduation.
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¢~ completing your Letter of Recommendation Brag Sheet

e Click Complete brag sheet
under the Recommendation
tracker section

e Complete the form and click
Submit

College Application Manager Qw50 PPo o

ot

uuuuuuuuu

Requesting Letters of Recommendation
Learn more <~ Request and Track Teacher Recommendations

When requesting letters of recommendation, be sure to ask your recommenders if they are willing to
write a recommendation, prior to entering the request in SchooLinks. Let recommenders know they will
receive an email with a link to fulfill the recommendation in SchooLinks. Be sure to send your
recommenders a written thank you note.

To Request Letters of
Recommendation:

G Click Add Recommender or
Request Teacher

Recommendation under the
Teacher Recommendation
section

Q Find your teacher on the list
and click Next, add a note if

ill your recommendation on SchooLinks.

desired and lastly click on e
Submit Request
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Other Notes on Recommendations

You need to repeat the process of adding recommendations for each college

Counselors Recommendations - automatically requested in SchooLinks Counselor
recommendations are automatically requested if required by the college. The counselor will
fulfill the required recommendation by the deadline established by the application type.
Students can view the status of counselor recommendations under “Counselor Documents on
the application detail page.

Outside Recommendations - must be requested in Common App
For all Common App applications, request an outside recommendation by clicking
“Invite Other Recommender” in Common App.

How to View College Application Transcript Requests

College application Transcript request are automatically requested once you add a college to your
College Application List.

Review transcript requests for
any added application via the }

pencil icon next to the college e

name °

aaaaaaaaaaaaaaaaaaaa

Initial & Midyear Transcripts: On the application details page, you will notice that any required
counselor documents will be auto-requested. This includes both the initial and midyear transcripts. You
do not have the ability to change the counselor requirements. Reach out to your counselor if there is
something you would like added to the list
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For Non-Common App
0 applications, you will see a
Transcript request.

For schools that require it, you
will also see a Mid Year
Transcript request.

e For Common App
applications, you will see a

School Report request
which includes the Initial
Transcript.

For schools that require it,
you will also see a Mid Year
Report request.

Status Icon Key:

@ Requested

@ Fulfilled

6 Sent

Final Transcripts: Final transcripts are auto-requested after indicating your enrollment decision in the
Enrollment Decision tab at the top of the the college application manager.
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How to Request Non-College Application Transcripts
Learn more <~ Request Transcripts for Non-College Applications

G Select Record Requests from

the Student menu in the side TS |
navigation panel | e
l eeeeeeeeeeeee

G Click on Send Official
Transcript to request a
transcript be sent on your behalf

Choose transcript destination
o NCAA Eligibility Center
e Email Address
e Mailing Address

*Reminder: All College Application Transcripts should be requested through College Applications in the
College Module
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