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(ntroduction

The Valley Stream Central High School District is going electronic this year!! As a
result, we need you to follow these instructions carefully so that ALL of the colleges
you are applying to receive our transcript and secondary school report on a timely
basis.

Completing your application, step by step:

1. Register with the Common Application — See Instructions #1

2. Finalize your college list and input this into Naviance — See Instructions #2 and
sign the FERPA (Privacy Notice) agreement

3. Request Letters of Recommendation through Naviance — See Instructions #3

4. Update or create your high school resume so that you have all this information,
including correct dates ready to input or upload

5. Review/write essays with your English teacher

6. Have your SAT or ACT scores sent directly to each college you apply to

(www.collegeboard.com for SATs and www.act.org for ACTS)

7. Make sure you create an email, user name and password that is appropriate.
We suggest you use this for all of your applications

8. Complete your online application(s) — See Instructions #4

9. For CUNY Online — See Instructions #5

10. Before hitting send on the electronic applications, print to have your counselor
review ALL parts of the application

11. Complete the College Application Transcript Request form listing EVERY college you
are applying to and submit it to your Guidance Department — See Instructions #6

12. For your school information, see pages 6 and 7

13. After your counselor’s approval, submit your applications



http://www.collegeboard.com/
http://www.act.org/

Instructions #1 - COMMON APPLICATION

Go to www.commonapp.org . (The Common Application is accepted by over 400
colleges and universities — NOT CUNY)

Create a user name and password. Remember, the email name must be
appropriate and you need to keep a record of the one you created for future
access and to provide to both Naviance and your counselor

If a college utilizes the Common Application — USE it. You should apply to the
SUNY schools that take the Common Application as well.

Make sure you complete all supplemental forms
Have your counselor review all forms before you hit ‘submit’

. You will need to have a credit card number to pay for the applications

[nstructions #2 - NAVIANCE

Make sure you have the Naviance- Family Connection user name and password
that you created last year — if you don’t, see your counselor.

Sign into Family Connection and go to the College Tab

If you haven’t done so, click on Colleges | am Thinking About and create your list
of colleges

Valley Stream Central High School Logged in as: Ashley M Abreu (log out)

search for colleges:

Go
MORE SEARCH OPTIONS > colleges I'm thinking about .
Upcoming college visits

colleges I'm applying to No upcoming visits.

resources

test scores

Superhatch™ college search college resources
college match college maps
college compare scattergrams
college lookup acceptance history

college search

scholarship match scholarship applications

scholarship list



http://www.commonapp.org/

4. You will be asked to sign a ‘FERPA (Privacy Notice)’ form which is where you will
list the user name and password that you created in the Common Application.
This will enable the college to match your application with our transcript and
secondary school forms

5. Complete the College Application Transcript Request form listing all colleges you
are applying to

[nstructions #3 - REQUESTING LETTERS OF RECOMMENDATION

1. Go to Family Connection
2. Signin
3. Once on welcome screen, click on Colleges — then College I'm applying to

Valley Stream Central High School Logged in as: Ashley M Abreu (log out)

colleges

search for colleges

Go

MORE SEARCH GPTIONS colleges I'm thinking about . .
Upcoming college visits
al\e es I'm applying to Mo upcaming visits
resources

test scores

Superlatch™ college search college resources
college match college maps
college compare scattergrams
college lookup acceptance history

college search

scholarship match scholarship applications

4. Click under Teacher Recommendation. Click on Add/Cancel Requests

Valley Stream Central High School Logged in as: Ashley M Abreu (log out)

colleges

search for colleges colleges I'm applying to

GO | compare me

WORE SEARCH GFTIONS =>
College Type Applying via Common App? Submissions Deadlinef Office Status

I~ cuny Brockivn Coll RD - = - Initial matesials susmi
my colleges I™ Gty Coll of WY RD - =% - Initiel me
colleges I'm thinking CUNY Hunter Co RD - S 2111 Initisl msf

about

RO - 3 1215110 Initial maf

tcu\letes I'm applying ohoC RO - = 241 Initisl mat
to

college visits

RD - = 200111 Initisl materials submi

college research College that | am attending
Superhatch™ CUNY Queensboraugh CC
college search

I tch i
college malch Teacher Recommendations
college compare

colleqe loaku add/cancel requests
college lookup

college search Mo teachers currently listed




5. Where it says Add New Requests, click on the drop down menu of the first
Select Teacher Box. Highlight the appropriate selection (these are arranged by
the teacher’s last name.
6. Personal Note (MANDATED)
Create your own personal note that must include the following:
e Click on the drop down menu to select the teacher you want to complete your
letter of recommendation. Input a personal note in the box using this or a
similar message:

o Dear , Would you be able to write a letter of recommendation for me. |
need it for (specify college or list of colleges or just in general).
You were my teacher for (class/average you had in that class/the grade

you had this teacher). | have participated in the following activities (list both in
school and out of school activities, volunteer work or employment). | am thinking
of majoring in (if you know). | need this by . Thank you.

e Do the same for each teacher you need a letter from
¢ Click on Update Requests

Valley Stream Central High School Logged in as: Ashley M Abreu (log out) Manage my account

colleges

search TC’&“EQGS request teachers to prepare recommendations
wore search orTions#= Add New Requests

Teacher Personal note to teacher (optional) ;
my colleges
colleges I'm thinking

(select teachen [
Richard Adams
e Victor Adi
—_—— Debra Albrecht
Frank Alesia

college research Hayward Alfred

- . Katie Anderson
Krystal Asher
Peter Augello
Mario Bakalov
Dana Ballatore
Reyna Batista
Luisa Batista-Escandan
Tara Bellewe
Gita Bhairam
Jacques Blain
IMaureen Boyce
Anne Buith
Jennifer Buenagurio
Lorraine Burnett
Mr. Buschhom
Laureann Candreva

Si tch

SChO'QrSmDS & Cristina Canle
maney Joanna Capobianco
scholarship match Michzel Caputo

i Justine Chan
schnlarshin list "

Follow the same format for up to four teachers. This process will generate an email
to your teacher from your Naviance email account including the note. Follow up with
your teacher in person.



Instructions #4 - APPLYING ONLINE

1. Applying on-line has become the most popular way to submit applications. The
Valley Stream Central High School District is sending all necessary documents to
college electronically including transcripts and secondary school reports. To be
successful however, you must avoid certain pitfalls:

a. If you hit the submit button before your counselor reviews the application you
will not have the opportunity to have your counselor help you check for
accuracy, spelling and to read your essays — so Print Everything before
hitting the SEND button.

b. You are responsible for telling your school to submit all supplemental forms.
These include the secondary school report and the mid-year report. This is
accomplished by completing the College Application Transcript Request
Form (see Instructions #6) listing all colleges, deadlines and the way you are
submitting — e.g. via the Common Application, CUNY online, etc.

c. If you do not complete and submit the College Application Transcript
Request Form, the high school forms will NOT be sent, delaying the
decision. Students have missed application deadlines and thus were
rejected _when this _happened. No application is complete until the
submission of ALL forms to the college. Many, if not most, colleges will not
review an application until the EVERYTHING is received. Please note: It takes
approximately 2 to 6 weeks for documents to be processed by the college —
therefore do not get nervous if the college states that your application is not
complete until after a month!!!!

2. The student goes on-line to the Common Application website (www.commonapp.orq),
the CUNY online application website (www.CUNY.edu) for the on-line application or,
if the college is not on the Common Application, to the web address of the college.

3. The student reads the instructions for each question and answers them appropriately.
The student writes the essay in Word to utilize spell check, grammar check and word
count. Once corrected and finished, the student uploads his/her essay. The student
checks if there is a supplemental application and completes that as well.

4. The student completes the College Application Transcript Request form listing all
colleges, deadlines and the application you are using — e.g. Common Application,
CUNY online, etc.

The student saves the application and the supplemental application (if required) and
prints out a copy for proofreading and for his/her counselor to review.



http://www.commonapp.org/
http://www.cuny.edu/

5. The student completes the Letters of Recommendation request in Naviance (See
Instructions #3).

6. The student pays the appropriate fee either by credit card online or a check sent.

[nstructions #5 - CUNY ONLINE

1. Go to www.cuny.edu — click on Admissions

2. Click on Undergraduate
3. After reading ‘Have you prepared for your application, click on ‘Apply Now’
4. Fill out an Admission Application

5. Register for their portal

SCHOOL INFORMATION FOR APPLICATIONS

CENTRAL HIGH SCHOOL: 135 Fletcher Avenue, Valley Stream, NY 11580
Guidance fax # - 516-561-4479 CEEB Code: 335710

Counselors:

Kathleen Hardy— 516-561-4427, Hardyk@vschsd.org

Tina Kosel — 516-561-4428, Koselt@vschsd.org

Ronald Rini — 516-561-4429, Rinir@vschsd.org

Amy La Personerie — 516-561-4426, Lapersoa@vschsd.org

Web Addresses: Naviance: http://connection.naviance.com/vschs

Common Application: www.commonapp.org

Valley Stream Central High School District website — www.vschsd.org

VS email addresses are the first seven letters of the teachers’ last name and their
first initial followed by @vschsd.org


http://www.cuny.edu/

NORTH HIGH SCHOOL: 750 Herman Avenue, Franklin Square, NY 11010
Guidance fax # - 516-705-0033 CEEB Code: 331986

Counselors:

Joshua Brodsky — 516-564-5525, Brodskyj@vschsd.org
Jamie Carbone— 516-564-5529, Carbonej@vschsd.org
Nicole Maier — 516-564-5526, Maiern@vschsd.org

Web Addresses: Naviance: http://connection.naviance.com/vsnhs

Common Application: www.commonapp.org

Valley Stream Central High School District website — www.vschsd.org

VS email addresses are the first seven letters of the teachers’ last name and their
first initial followed by @vschsd.org

SOUTH HIGH SCHOOL: 150 Jedwood Place, Valley Stream, NY 11581
Guidance fax # - 516-791-0356 CEEB Code: 335712

Counselors:

Patricia Antonelli — 516-791-0342, Antonelp@vschsd.org
Philip Corsentino — 516-791-0325, Corsentp@vschsd.org
Michelle Lyons — 516-791-0327, Lyonsm01@vschsd.org

Web Addresses: Naviance: http://connection.naviance.com/vsshs

Common Application: www.commonapp.org

Valley Stream Central High School District website — www.vschsd.org

VS email addresses are the first seven letters of the teachers’ last name and their
first initial followed by @vschsd.org






nstructions #6
COLLEGE APPLICATION TRANSCRIPT REQUEST

VALLEY STREAM CENTRAL HIGH SCHOOL DISTRICT

Student Name: Date:
Last First

Email Address: Counselor:
Common Application Online: User Name Password

List Common | ED,EA, | Appli- | Appli- T?sjg;iy:: Resume Coprg,n;on Teachers Writing

Name of College/University App (CA), Reg. cation | cation your attalched Sehool Letters of
isi D F ot YIN i
CUNY or other | Decision D:t‘: ee Application | (Y/N) YIN) Recommendation
NOTE: e SAT/ACT scores must be sent directly from College Board and/or the ACT Company.

e Students who qualify for a fee waiver must submit the waiver to their counselor

PLEASE DO NOT WRITE BELOW THIS LINE - FOR OFFICE USE ONLY

Missing or Incomplete items:

Resume

Essay
Date to Counselor: Date Submitted:
Date from Counselor: Counselor Initials:
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