
Naviance Instructions for Seniors 
 

Requesting a Letter of Recommendation 
You should always speak to the person you want to 
write a letter of recommendation for you before you 
make the request in Naviance 

• From the Home Screen, hover over the “Colleges” 
drop down menu at the top of the screen and select 
“Colleges Home” 

 
• Select “Letters of Recommendation” under the Apply 

to Colleges section  
 
 
 
 
 
 
 

• Select “Add Request” 
 

• Select a teacher from the  
drop down menu 

 
 
 
 
 
 

• Select “All current and future colleges I add to my 
Colleges I’m Applying To list” 

 
• Add a personal note to the teacher thanking them 

for taking the time to write you this letter of 
recommendation 

 


