Naviance How-To: Uploading a Letter of Recommendation as a Teacher
1. After logging into Naviance users will be directed to the homepage. On this page users can see active requests
for letters of recommendations from students and the progress for these requests.

2. To access/upload active requests select the “Teacher Recommendations” link on the Quick Links menu to the
left side of the screen.

3. Users will be redirected to the Teacher Recommendations page. On this page teachers will be able to see
active/submitted/and cancelled requests along with corresponding due dates. To work on and upload a letter of
recommendation click on “Upload File” under Action for the corresponding student.

4. Users will be redirected to the eDocs portion of Naviance. Here users will select the “+Add” next to the Teacher
Documents section to upload Letters of Rec and complete the Common App Teacher Evaluation if needed.

5. To upload a Letter of Recommendation, select “Upload a File”. Users will be asked to select which application
they would like their letter of rec to be applied to. Users can select for the letter to go to all applications or one
single application.

6. Users will then need to select the type of document. Letter of Recommendation should be the only option. After
selecting this option, users will upload the file by selecting “Browse” and choosing the letter. Suggested file
types are word docs or pdfs.

7. Once the file has been selected users will click “Upload File” and the document will be uploaded.

8. Teachers may also need to complete the Common App Teacher Evaluation. To do this user will select the “+Add”
button from the homepage and click on the “Prepare a Form” tab.

9. Teachers will select the “Common App Teacher Evaluation” and then select “Prepare Form.” Teachers will be
redirected to the Evaluation and then should complete the questions regarding the student.

10. Once completed users will be able to see completed Letter of Recommendations and Evaluations on the eDocs
homepage and on the Naviance homepage.

