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Inviting your Counselor on the Common Application

Required Step!

In order for your counselor to send your transcript, IMHS school report and recommendation, you must invite your
counselor as a recommender. Even if you do not need a recommendation letter from your counselor, your counselor will
not be able to send your transcript to the college if you don’t add him/her, and your application will show as incomplete.

Step 1: FERPA
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2. In a moment, you'll be asked if you want to waive the right to review
confidential letters of recommendation. What should you know about
this waiver?

= Waiving your right lets colleges know that you do not intend to read
your recammendations, which helps reassure colleges that the letters
are candid and truthful

= Some recommenders may decline to write a letter for you if you do not

waive your rights. Check with your counselor or teachers to see if any
of them follow such a policy.

L

3. Still unsure how to respond?

= That's OK. Many students are. Befare you move on, take a moment to
discuss your decision with your counselor, another school official, or
your parent/legal guardian. For more information about FERPA, visit the
Help Center

have read and understood the FERPA Release Authorization

xplanation above.*
—> D
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Release Authorization

X

FERPA Form

acknowledge that every school that | have attended may
elease all requested records and recommendations to
colleges to which | am applying for admission. | also
understand that employees at these colleges may
confidentially contact my current and former schools should
they have questions about the information submitted on my
behalf.*

one:

@ | waive my right to review all recommendations and
orting documents.

| DO NOT waive my right to review all recommendations and
supporting documents.

— G

Step 2: Invite Counselor

Release Authorization

X

Please select one: *

@ | waive my right to review all recommendations and
supporting documents.

| DO NOT waive my right to review all recommendations and
supporting documents.

| understand that my waiver or no waiver selection above

pertains to all colleges to which | apply and that my selections’

on this page cannot be changed once | sign and click Save
elow.™

Signature * Date *

JMHS Senior August 25, 2019
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Invite Counselor

Recommendés are people who will submit forms and information to colleges on your behalf.

Invite Recommenders Manage Recommenders

You must invite a school Counselor who will complete the School Report and other forms for you
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Read more
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Input the counselor first name, last name and email address (use ‘fcps.edu’ addresses!)

b 4 Invite Counselor

First Name *

Your Counselor's First Name

Last Name *

Your Counselor's Last Name

Email Address

YourCounselor@FCPS.edu

When you see this in your application, you will know you’ve successfully added your counselor.

J%nu nselor

Your Counselor's Name

School Counselor
Invited on 08/25/2019

School Report Not Started
Counselor Recommendation Not Started
Optional Report

Mid Year Report

Final Report
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Requesting Recommendations for the Coalition Application

In the Coalition Application, you can request letters of recommendation, which are submitted and stored in
your locker. When you apply to a college, you’ll be able to attach the appropriate recommendations from your
locker.

Important — regarding your JMHS counselor recommendation, that will be submitted in a different process.
Therefore, YOU DO NOT need to invite your counselor to the Coalition Application.

To request a teacher (or other) recommendation on the Coalition App:

Step 1: Go to Locker > Official Documents.

@ COALITION Home~ Profile Locker~ Colleges Help L e

Official Documents

Once you've started an

application,you'llbeabletokeep  Offjcial Documents and Recommendations

track of official document
requests and progress here.

All official documents, such as transcripts, required by any school to which you're applying will show here.

Step 2: Invite Recommender

Select Request Recommendation under either Academic or General (depending on which type of
recommendation). The button text varies depending on whether this is your first request of that type of
recommendation, or you’'re requesting another one.

+ REQUEST ANOTHER ACADEMIC RECOMMENDATION

Academic Recommendations (up to 4)

Use the "Request Academic Recommendation” button to get started

=+ REQUEST ACADEMIC RECOMMENDATION

General Recommendations (up to 8)

First Year applicants can use General Recommendations for any additional recommendations.
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In the field provided, type the name or email address of the recommender. Depending on whether the
recommender is already a contact, the process varies:

If the recommender is already one of your contacts in the Coalition system, select their contact name.

Request Academic Recommendation

Jane Doe

Choose an existing contact, or invite a new contact by email address. * 2

Jane Doel

CONTINUE

If the recommender is not already one of your contacts, enter their email address, and click or tap Continue to
enter their first and last name.

Request Academic Recommendation

L

Choose an existing contact, or invite a new contact by email address. * 2

| MTeacherl@fcps.edu |

CONTINUE

Request Academic Recommendation

James Teacher

L

First Name *

James

Last Name *

Teacheﬂ |

GO BACK CONTINUE

Select Continue.
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Step 3: Select if you do or do not waive your rights.

Select whether you do or do not waive your rights to view the document. You must select an answer.

Rqu@st Academic Recommendation

James Teacher

Do you waive your right to view this document? * 2

@ I waive my rights

I do not waive my rights

GO BACK CONTINUE

Why JMHS counselors recommend you DO waive your rights:

Waiving your rights lets colleges know that you do not intend to read your recommendations,
which helps reassure colleges that the letters are candid and truthful. Some recommenders may
decline to write a letter for you if you do not waive your rights. Not sure how to respond? Before
you proceed, discuss your decision with your counselor, another school official, or your
parent/legal guardian.

Select Continue.

Request Academic Recommendation

JT

James Teacher

I have chosen to waive my rights for this recommendation.

Learn more

REQUEST ACADEMIC RECOMMENDATION

GO BACK
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Step 4: Complete the Request and Notify Recommender
To complete the request and send a notification to the recommender, select Request Recommendation:

REQUEST ACADEMIC RECOMMENDATION

The button text varies depending on what type it is. At any time, to leave the process and return to your
Documents page, select Go Back.

A confirmation will be displayed (recommender’s name, date, and status). Click or tap Close.

If the email address you enter doesn’t already have an account on the system, an invitation will be sent to the
person to join the Coalition system. After signing up for a Coalition account, they can accept and complete
your recommendation.



