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Teacher’s Guide to Using Naviance Naviance Family Connection is a Web-based program specifically designed for students and parents. This comprehensive website can assist the student and parents in helping to make decisions about courses, colleges and careers as well as coordinate the application process. Family Connection also provides up-todate information that is specific to Edison High School. This system allows us to submit transcripts, school profile, letters of recommendations and forms to most colleges online, saving time, money, and the headache of lost documents. During the college application process, students will request letters of recommendations from the faculty in person. If you agree to write a letter, the student will process an electronic request to you through Naviance and an email will be sent to you requesting the letter. If a student is using the Common Application (a program linked to their Naviance account allowing them to apply to multiple colleges via one application), you will need to complete the “Common Application Teacher Form” through your Naviance account (shown below). The complete Common App materials include the Written Evaluation (Letter/Recommendation) and the Teacher Evaluation (Academic Ratings). The following is a step-by-step guide to introduce you to this system of submitting recommendations. Please let me know if you have any questions. Thank you for support! 1. Log in to Naviance Succeed New faculty will receive an email with a log in code to Naviance Succeed. http://succeed.naviance.com Account = edisonhs User name = first name.last name (ex. John Smith = john.smith) Password = provided in email (if new faculty) 2. Update your Information Move your cursor to the “Tool” symbol on the Naviance tool bar and select “My Account”
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Please update your title and include your phone number and email at EHS. All of this information will show up on the submitted documents, so please ensure its accuracy. You will also have the opportunity to edit your user name as well as change your password.



3. Finding student’s requests for recommendations



To see all recommendations that students have requested, click on Manage and complete your college recommendations
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From this screen, navigate to the student and select prepare forms.



4. Uploading Recommendations to Naviance. Click on the tab that says “Prepare”.



Click on the link next to Teacher Documents – “Add”.
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If you are just uploading your recommendation, please choose “Upload a File”, “All Applications”, and as “Type” select “Letter of Recommendation”, and continue to upload your letter. We also suggest that you complete “Prepare a Form” in case the student decides to do the Common App for any school. Please choose “Prepare a form”, select “Common App Teacher Evaluation” as “Type”, and click “Prepare Form”. In order to submit a complete form for the student, please select “yes” when asked about “academic ratings”. When you have completed the questions/form, please click “Save”. After the letter of recommendation is uploaded and the Common App Teacher Evaluation is saved, please return to your home screen in Naviance by clicking the Naviance icon on the upper left of the screen. Then select “Manage and complete your college recommendations”



Select the student for whom you just completed the Letter of Recommendation upload and the Teacher Evaluation form by clicking the small box next to their name. Use the pull-down menu next to “Process selected recommendation requests”, select “Mark as Completed”, and click the “go” button. This process can be completed after you have done multiple student recommendations/evaluations by simply clicking the box for each student (or using “all”) before marking the forms as completed.
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This is an important step which notifies the student and the counselor that the recommendation/evaluation is/are complete.



5. Sending your recommendation/school report forms. You will not be able to perform this step unless the student has already moved the specific college to their “Colleges/Applying to” list.  



On the “Teacher Recommendation” page, click on “prepare forms”. Under the “EDocs” tab, click “send forms”.
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Select your recommendation and report form to send to the particular school (please only click the smaller boxes for your submissions; do not click the larger box by the college/university name). Click on “Review and Submit” button on the bottom of the page.
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Frequently Asked Questions from Teachers Regarding Naviance Q. Are my recommendations secure? Do students have access to them? A. Yes your recommendations are secure. When sent to colleges, Naviance and Docufide (the e-docs program) will provide advanced security for the transfer of the information, similar to the level used for things like online banking. Students do not in any way have access to the recommendations unless you provide them with a copy.



Q. What if I did not receive an email with my user name and password? (For new staff) A. If you did not receive an email with your user name and password, please contact Mr. Andrew Barone ([email protected]) in the School Counseling office to have your account reset. If you do not remember your user name, please check with Mr. Barone. If you do not remember your password, please click “Forgot my Password”. If that does not work, then a temporary password can be sent to you by Mr. Barone.



Q. What if I receive an error message when uploading the document? A. As with anything in life, sometimes you receive an error message. This may happen if the document failed to upload properly. This rarely happens. However, if you receive an error message showing that the document failed to upload, you must try reloading again by following the same steps to upload the file. (TIP: Always click on view after uploading your recommendation to ensure you uploaded the correct file. Few things are worse than submitting an incorrect document for a recommendation on a student’s behalf!)



7 Edison High School – September 2014













Suggest Documents










A TEACHER S GUIDE TO





Read more





 




A TEACHER S GUIDE TO





Read more





 




A TEACHER S GUIDE TO





Read more





 




K to 12 TEACHER S GUIDE





Read more





 




Civilizations: Rise to Power Teacher s Guide





Read more





 




Introduction to Physical Science Teacher s Guide





Read more





 




Interactive Teacher s Guide to Activities, Kindergarten





Read more





 




Cooperating Teacher s Guide to. Practicum





Read more





 




Teacher s Resource Guide





Read more





 




Teacher s Study Guide





Read more





 




TEACHER S INSTRUCTIONAL GUIDE





Read more





 




Teacher s Guide. Background:





Read more





 




Introduction TEACHER S GUIDE





Read more





 




Teacher s Guide: Ableism





Read more





 




Teacher s Guide. Resources:





Read more





 




Cells: Teacher s Guide





Read more





 




GRADE. Teacher s Guide





Read more





 




PRIMARY TEACHER S GUIDE





Read more





 




Introduction TEACHER S GUIDE





Read more





 




TEACHER S REFERENCE GUIDE





Read more





 




Teacher s Guide RESOURCES





Read more





 




Teacher s Activity Guide





Read more





 




Teacher Guide to Activities





Read more





 




A Teacher s Guide to. Antelope Valley Ballet s Nutcracker





Read more





 












×
Report "Teacher s Guide to Using Naviance"





Your name




Email




Reason
-Select Reason-
Pornographic
Defamatory
Illegal/Unlawful
Spam
Other Terms Of Service Violation
File a copyright complaint





Description















Close
Save changes












Copyright © 2024 KIPDF.COM. All rights reserved.

About Us |
Privacy Policy |
Terms of Service |
Help |
Copyright |
Contact Us










×
Sign In






Email




Password







 Remember me

Forgot password?




Sign In




 Login with Google
 Login with Facebook














