
Hello rising seniors!

Now that it’s August, the Common Application has officially refreshed and is ready for
completion! Below you’ll find a step-by-step guide to completing the application, including where
to find the supplemental essay prompts.

1. If you haven’t done so already, please make an account at www.commonapp.org. You
should use your college-appropriate email address, not your school address, to create
this account (unless your high school counseling office says otherwise). Even if you’ve
taken college courses during high school, you are applying as a first-year student.

2. Once your account is made, you’ll need to add in the colleges from your list that utilize
the Common App. (You can see which ones take the Common App by making sure the
colleges of interest are in the “My Colleges” section of the college list in GuidedPath,
then click on the “Applications” tab, then “My Application Plans.” This section will show
you in the second column which application you’ll need to use to apply). You can add
colleges to your Common Application by going to the College Search feature:

Type in the name of the college and click on the blue plus sign to add it to your
application. Once you add the school, it will appear in the “My Colleges” tab.

3. The first piece of the application we’d like you to complete is the FERPA waiver. In order
for your recommenders to submit their recommendations, you need to waive your rights
to view the recommendation. In order to complete this waiver, you’ll need to go to the
Common App tab, then click on the Education section on the menu on the left side.

http://www.commonapp.org


You’ll need to complete this section about your high school experience in order to access the
FERPA waiver.

4. Once that Education section is completed, you can navigate to the “My Colleges” Tab
and select any school on the list to open the drop down menu of additional sections to
complete:



Click on where it says “Recommenders and FERPA,” scroll to the top of the page and click on
“Complete Release Authorization.” Once you click the button, a small window will appear with
instructions. Read through, scroll to the bottom, check the checkbox, and hit “Continue.” The
next page will say FERPA Form at the top. Be sure to select the appropriate buttons:



Once you hit save and close, the waiver will be applied to all schools and you’ll be taken to a
window where you can enter in your school counselor’s information, as well as your
recommenders:

5. Now that the confusing part is out of the way, the rest should be more simple and
straightforward. You can now start at the beginning of the application (by going back to
the “Common App” tab) and complete all of the required questions. You’ll need some
parent/guardian information for part of it, so if they aren’t available to provide answers as
you’re filling it out, don’t forget to go back to them! Most of the application can be
completed while watching TV, but be sure to pay attention to detail, because an incorrect
digit or response can result in an incomplete application.

6. Once your main Common App essay is finalized, the last major piece of the application
process is the supplemental essays. Some schools will require you to complete all of the
school-related questions in order to view the prompts (usually when the prompts are
specific to a major or college within the university), but others will automatically show you



the writing prompts:



7. We strongly encourage you to use an essay prompt tracker to keep track of various
prompts and word count limits. Be sure to copy and paste the prompt directly into a
separate document outside of the application, and to note the word minimums and
maximums where applicable. Putting all of the required prompts in one place will allow
you to see where the prompts may overlap so that you can begin to draft responses that
can cover all bases (working smarter, not harder!).

8. There is one section of the Common App (“Courses and Grades”) that is only required
by a handful of institutions, but it can be kind of confusing. Once your college list is built
within the Common App, if you go to the Common App tab, you can see if any of your
schools require it here:



You’ll need to have a copy of your unofficial transcript handy to complete this section. Click
“Yes” about accessing your transcript once you’re able to access it to complete this section, then
click “Continue.” Next you’ll hit the button that says “Add 9th Grade.” From there, you’ll select
the school name from the drop down (if you attended more than one school, they’ll all be in this
drop down from when you filled out the high school information in the Education section for #3).
Make sure to enter the course name exactly as it appears on your transcript, as well as your
school’s grading scale. Below is an example:



Please note, most high schools don’t do Final Grades for the year, and this section should
reflect your transcript exactly. You can ignore the red asterisk here (and only here) and leave the
Final section blank if your school doesn’t report final grades.


