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Sign in to Naviance Family Connection 

 Log in to my.ncssm.edu. 

 Naviance should appear as a tile. If it does not, type in Naviance at the search option at 
the top left hand side of the page. 

 The Naviance account name is ncsciencemath. 

 Students: your username is your entire NCSSM email address (for example: 
Jones17T@ncssm.edu). Parents/guardians: your username is either your personal email 
address or your ncssm email address. 

 A temporary password was originally sent to you in an email from Family Connection. If 
you have lost the original temporary password, please contact your counselor. 

 If you have simply forgotten your password, click I forgot my password. 
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Home Page 

 Once you log in to Naviance Family Connection, you will be taken to the home page. 
From this page, you will be able to go to all the different sections of the website. 

 The navigation bar is near the top of the page. You can get back to the home page, 
colleges, careers, about me, and my planner sections by clicking on these tabs. 

 On the left hand side of the page, you will find useful links and pages.  

 Under resources you will find PrepMe. This is an adaptive platform for preparing 
students for the PSAT, SAT, and ACT. 

 NCSSM Counseling Services can send messages to you through Naviance Family 
Connection. Usually, these messages will let you know when colleges are visiting our 
campus. You will be able to see if you have any new messages on the right hand side of 
the welcome page. 
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COLLEGES 

Under the colleges tab in Naviance Family Connection, you can do a number of things and 
access a number of tools, including: 

 Save colleges to colleges I’m thinking about 

 Keep track of the application materials submitted to the colleges you are applying to 
in colleges I’m applying to 

 Get updates on college visits (mostly during first trimester) 

 Enter your preferences to search a list of colleges that match your criteria 

 Compare your own academic statistics to the average statistics of your prospective 
colleges  

 See the predicted outcome of your application to a specific college using 
scattergrams 

 Get information on individual colleges 

 Search for summer opportunities (enrichment programs)  

 Search for scholarships you may qualify for 
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Colleges I’m Thinking About 

Allows you to add or remove colleges to/from your prospective colleges list 

 View application types and deadlines for each college 

 In the Actions sections you may: 

 Email the admissions office for each college 

 Go to the scattergram for each college 

 Go the admissions office website for each college  

 Access all other college search tools available on Naviance 
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Common Application 

If you have not yet set up a common application account, please do so immediately at 
www.commonapp.org  

 Click on Create an Account to create a username and password (this is different than 
your Naviance/Family Connection username and password) 

 Write down your Common Application email address to use later in Naviance/Family 
Connection  

 Fill out the following Common Application tasks:  
o Click on the Common App tab and complete the questions in the Education 

section   
o Click on the My Colleges tab and add at least one college to your list 
o Click on the My Colleges tab again and click on the Recommenders and 

FERPA and sign The FERPA Release Authorization 
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Colleges I’m Applying To 

Allows you to add colleges to which Counseling Services will be submitting application materials 
(transcript, counselor summary letter, NCSSM Profile, secondary school report, senior schedule) 

On this page, you can track the following information: 

 View the colleges where your transcripts and recommendations have been sent 

 See what documents have been sent to each college 

 See the same action items menu as on the colleges I’m thinking about page: 

 Email the admissions offices directly 

 View the scattergram for each college on your list 

 Visit the admissions offices websites for each college 

 Access all other college search tools from the menu 

Before you get started, you need to match your Common App account to your Naviance account  

 Type in your Common App email address and your date of birth 

 Click Match 
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Based on feedback we have received from college admissions offices, all students should waive 
their rights to access their recommendation letters. In Naviance you do this by checking yes (see 
below). Additionally, in order to authorize release of requested records, check the last box of the 
form as well (see red arrow).  
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Now you may begin to add colleges to your applied list 

 Click on add to this list 

 You may add up to 10 colleges at once time by clicking look up next to each line 

 From the pop-up screen, search for colleges by name, state, or country. Click on the 
college of your choice, and it will appear on the list 

 Click the request box to enter your transcript request 

 Once you have entered all of your colleges, click add colleges at the bottom of the 
screen  

 

 

 Indicate if you are applying Early Action, Early Decision, Regular Decision, Priority (for 
scholarships), or Rolling 

o Early decision plans are binding — if you are accepted as an ED applicant, you 
must attend the college  

o Early action plans are nonbinding — you will receive an early response to their 
application but do not have to commit to the college until the normal reply date 
of May 1 

o Rolling admissions schools will accept and examine your application as they are 
sent in instead of waiting to judge all applications concurrently 

o Indicate if you will be using the Common Application for the application 
o Make sure a deadline date has generated (If it has not, please email your 

counselor; otherwise your transcript may not be sent on time.) 
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 An icon will show up next to the school indicating what type of submission they will 
accept 

o  this icon represents  Common App destinations that accept documents 
electronically via Naviance 

o  this icon represents Docufide destinations that accept documents 
electronically via Naviance 

o   this icon represents schools that only accepts supporting documents via 
mail, not electronically  

o  this icon is displayed when a student adds a Common App school but has 
not indicated whether he/she plans to apply via the Common App  

o this icon is displayed when a student has added a Common App school 
but has indicated that he/she is not applying via the Common App online  
 

 The office status will say pending until your transcript, counselor summary letter, 
NCSSM Profile, secondary school report, and senior schedule are sent. Once they are 
sent, the office status will reflect initial materials submitted 

 
 
 

 Most colleges will require you to submit official ACT and/or SAT scores. Official scores 
need to be sent directly to each college from the testing agency. Your standardized test 
scores are NOT on your transcript. 

o SAT: log into your account on www.collegeboard.com 
o ACT: log into your account on www.actstudent.org 

 You do NOT need to bring secondary school report or counselor forms to Counseling 
Services. We use our own forms. 

 

http://www.collegeboard.com/
http://www.actstudent.org/
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Requesting Teacher Letters of Recommendation 

Colleges typically require students to submit one or two academic core teacher letters of 
recommendation. You may also request a supplemental recommendation. You will request your 
NCSSM teacher recommendations through Naviance, not through the Common 
Application. You will NOT request teacher recommendations from your previous high school 
through Naviance. 

To request a letter of recommendation from a teacher: 

 Click on the colleges I’m applying to link within the colleges tab 

 Scroll to the bottom of the page and under Teacher Recommendations, click on 
add/cancel requests 

 Select a teacher from the drop down list of names. You may include a personal 
email/note with the request to include deadline reminders or other specific 
information. You may enter up to four requests at once. Once names and notes are 
entered, click the Update Requests button, and your teacher(s) will be notified of 
the request. Please note: this should not be the first communication with the teacher 
regarding writing your letter of recommendation. The teacher should have already 
agreed to write your letter. 

 You must notify your teachers regarding whether they should send their letters to all 
colleges or only specific colleges. Naviance defaults to sending to all colleges. Most 
colleges have a limit as to how many teacher letters they will accept through 
Naviance. 
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College Search  

You may enter the specific information about what type of college you are looking for and find a 
list of colleges that match your criteria (see below) 

 There are several different categories of preferences you can use. You may 
search using only one or two of them or all of them: Type, Location, Students, 
Admission, Athletics, Majors, Costs, and Special Programs  

 You will answer questions to input your preferences 

 As you enter additional preferences, you can see how many colleges match your 
criteria. The more criteria you enter, the smaller the number of matches you’ll 
see 

 At the end of each category page, you may click Show Matches to show the 
list of colleges that meet your criteria 

 You can also choose to move on to the Next or Previous category to add 
additional preferences 

 You can access other college search tools by using the menu items on the left 
hand side of the screen 

 

Once you decide to view the matches, you can select colleges to add to colleges I’m thinking 
about. These colleges will be saved for you to review (see below): 

 You may review your search criteria to make sure you included all your 
preferences 

 Look over the list of colleges that matched your search criteria 

 Sort the colleges by specific criteria such as state, average SAT scores, 
enrollment, etc. 

 Click pick to select a college to add to colleges I’m thinking about 

 Once you pick a college, it will appear in the Hand-picked List box 

 Click Add to Colleges I’m Thinking About to add your hand-picked 
colleges  

 You may adjust your search options or conduct a new search as many times as 
you want/need until you find a good number of colleges to consider 

 If you already have a number of specific colleges you’re interested in, you may 
choose those colleges to compare directly using the college Compare option 
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SuperMatch College Search 

You will select from a list of 23 college decision factors and rank their importance. As you make 
selections, the best-match colleges appear with information about why the colleges may be a 
good match. You may save your searches and add colleges to the colleges I’m thinking about 
list from here. 
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College Match  

Provides three different tools to suggest colleges that might be a good match based on your 
profile 

 Colleges Looking for Students Like You provides a list of colleges that are looking 
for students who match your profile. You may choose to add these colleges to Colleges 
I’m Thinking About, research the school for more information, or ignore the college if 
you’re not interested. 

o Along with the name of the college, the profile also gives the location, distance of 
the school from NCSSM, and a brief description of the school 

o It is a good idea to at least get a little more information about any school on this 
list before adding or removing to/from your colleges I’m thinking about list 

 

 

 Colleges Other Students Like takes all the college on your colleges I’m thinking 
about list and your colleges I’m applying to list and for each college provides a list of the 
most common colleges that students also applied to along with that college. 

o The colleges on the list are the colleges already on your colleges I’m thinking 
about list 

o Often, the colleges listed on the right are similar in nature to the schools that you 
are considering. 

o The colleges listed on the right are the most common overlap schools. A school is 
considered an overlap school when it is common for the same student to apply to 
both colleges because of a similarity between the two colleges. 

o Along with the schools already on your list, these schools may also offer the kind 
of academics, campus life, and other amenities that you’re looking for, so it’s 
worth gathering more information about them. 
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 Colleges That Have Accepted Students Like You provides a list of colleges that 
have accepted students with similar GPA and SAT/ACT scores as you 

o This tool lists colleges that previous NCSSM students with similar GPA and 
SAT/ACT scores as you have applied to and been accepted. 

o This tool also lists the number of previous NCSSM students with similar GPA and 
SAT/ACT scores as you have applied and been accepted to each college. 

o Listed are the average SAT, ACT, and GPA for the students who applied to these 
schools. 

o This tool provides ONLY an academic comparison. There is no guarantee that the 
colleges on this list will match your list of college preferences. You should do 
more research on any of the colleges on this list to find out what type of academic 
programs, campus life, or other amenities they offer. 
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College Compare  

 Allows you to pick a list of specific colleges you already have in mind and compare them 
o Click the college picker link to bring up the college list pop-up. Click on the name 

of the college you want to select to add to the compare list. 
o As you select a college from the list, it will appear on your college compare list. 
o When you have selected all the colleges you want, click the Compare Colleges 

button. 
o Once you have selected a list of colleges and clicked on the Compare Colleges 

button, you will be able to see your academic profile compared to the average 
scores of other NCSSM students who have applied to your list of colleges. 
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Entering Test Scores 

Your GPA will be input by Counseling Services. You will need to enter and update your own 
standardized test scores. 

 Click on the colleges tab 

 Under resources, click on test scores 

 You may also scroll down to official things and click on test scores 

 Click on edit and input your test scores 
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Compare Me  

link (located right under the colleges I’m thinking about title on the top of the page.) When you 
compare yourself to the colleges, you’ll have the opportunity to see your academic information 
and the average scores for all NCSSM students who have applied to that college over the past 
few years. 

 Your information will appear in all black font in the first row next to your name 

 When your information compares favorably to the average scores of students who have 
applied to that school, the information will appear in green font 

 When your information compares unfavorably to the average scores of other students, 
the information will appear in red font 

 Even after you compare a list of colleges, you can add another college by clicking on the 
add another college link 

 The last column called Accept will show you how many NCSSM students have applied 
and been accepted to each school over the last few years (accepted/applied) 
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Scattergrams 

Allows you to predict what your admission decision might be based only on your GPA and 
SAT/ACT information. You can access a scattergram for a particular from either your colleges 
I’m thinking about or colleges I’m applying to lists (see below) 

 

 

 

 

 Your information will appear at the bottom left hand corner of the graph next to a red 
circle. (The red circle represents you. It appears twice.) 

 The graph will display the outcomes for previous applicants from NCSSM to this college 
at the point that represents their GPA and SAT 

 The green vertical line represents the average SAT score for accepted applicants. If this is 
to the right of this line, you have a higher SAT scores than the average SAT score for 
previous accepted students 

 The green horizontal line represents the average GPA for accepted applicants. If the is 
above the line you have a higher GPA than the average GPA for previous accepted 
students 
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Enrichment (Summer) Programs 

Naviance has partnered with TeenLife to provide a robust database of enrichment programs for 
students to research in Family Connection. The TeenLife database is updated quarterly and 
includes programs for gap year, community service, post-graduate, school, and summer. 

 To view summer programs, click on enrichment programs under the colleges 
tab in the college research section 
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Scholarships 

The scholarship list is extremely helpful when looking for opportunities for financial aid. Each 
year, NCSSM students receive email notifications regarding national, state, and local 
organizations offering merit based and need based scholarships. Each one of these scholarships, 
along with basic information like deadline dates, application requirements, and award amounts 
are posted on this list.  

 To view the scholarship list, click on scholarship list under the colleges tab in the 
scholarships and money section 

 You may also search the national scholarship search database 
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Transcripts Requests for Scholarships, Summer Opportunities, Etc. 

 To request a transcript for a scholarship, click on colleges tab 

 Under resources, click on transcripts 

 Click on request transcripts for scholarships or athletics 

 Type in mailing address and deadline date 

 Click on Add Transcript Requests 
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Frequently Asked Questions 

How do I submit a teacher recommendation from a teacher at my previous high school? 

o Teachers from your previous high school are not in our Naviance 

system. Therefore, they must send hard copies of their letters to the 

colleges. It is appropriate for you to provide those teachers with 

stamped addressed envelopes to the admissions offices of the 

colleges. Also, please ask the teachers to put your full name, date of 

birth, and current high school on their letters. 

What if a date does not generate for one or more of my colleges? 

o It is very important that you make sure the correct deadline date 

generates for each college. Check to make sure you have correctly 

entered Early Action, Early Decision, Regular Decision, Priority, etc. 

(Rolling applications will not generate a deadline.)If a deadline is not 

generated, email your counselor immediately. Otherwise, your 

transcript may not be sent on time.  

Do I submit a request for a counselor letter of recommendation through Naviance? 

o No, you do not need to request a counselor letter of recommendation 

or bring us any forms. When you request a transcript, our office 

automatically sends: transcript, counselor summary letter, secondary 

school report, senior course listings, and the NCSSM Profile. 

How do I know if my transcript has been sent? 

o Click on the colleges tab. Click on colleges I’m applying to. Scroll 

down to your colleges, and look under the transcript column. If it has 

not been sent yet, it will say requested. Once it has been sent, it will 

say sent.  

What if I want my teacher recommenders to send their letters to specific colleges, but 

not to other colleges? 

o You must specify to which colleges you want your recommendation 

letters sent by telling your teachers. Naviance defaults to sending the 

letters to all colleges. Teachers have the capability to choose all 

colleges or specific colleges to which to send their letters. Some 

colleges limit how many letters they will accept through Naviance, so 

you need to make this decision early.  
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Number of Teacher Recommendations Allowed to be Submitted Through Naviance 

Brown University  2 minimum /4 maximum 

Cal Tech   2 minimum/3 maximum 

Columbia University  2 minimum/3 maximum 

Cornell University  2 minimum/3 maximum 

Dartmouth College  2 minimum/2 maximum 

Davidson College  2 minimum/4 maximum 

Duke University  2 minimum/3 maximum 

Emory University  2 minimum/4 maximum 

Georgia Tech   1 minimum/1 maximum 

Harvard University  2 minimum/3 maximum 

Johns Hopkins University 2 minimum/2 maximum 

MIT    -minimum/-maximum (recommendations through MyMIT) 

New York University  1 minimum/2 maximum 

NC State University  0 minimum/0 maximum 

Princeton University  2 minimum/2 maximum 

University of Chicago  2 minimum/3 maximum 

UNC Chapel Hill   1 minimum/2 maximum 

UNC Wilmington  0 minimum/1 maximum 

University of Pennsylvania 2 minimum/2 maximum 

University of Virginia  1 minimum/3 maximum 

Stanford University  2 minimum/2 maximum 

Wake Forest University 1 minimum/2 maximum 

Washington U in St. Louis 1 minimum/1 maximum 

Yale University  2 minimum/2 maximum 

 


