
Ordering

Letters of 

Recommendations 

From Naviance 



Log into Naviance 
Go to HSPVA.org or The HUB 

under Digital Resources 

Click on Naviance 

Sign in 

Use Clever to log in

No more having to remember a 

whole new sign in! YAY!



Loading Letters of Rec FYI

➢ While you are working on applications you will be loading letter 

of rec requests into Naviance

➢ Should have already asked your recommenders in the 

spring/summer, this SHOULD NOT be a surprise to them

➢ You do not need to request a Counselor letter of rec through 

Naviance. Remember: Counselor letters are automatic in 

Common App but not for other applications



On your Home Page

Click on the Colleges Tab

In the drop down 

choose Apply to 

College

In the drop down 

choose Letters of 

Recommendation



Begin Adding Requests

Click on the button Add 

Request



Choose a Teacher

➢ Click on the drop down for 

“Select a teacher”
▪ There will be a list of teachers that are 

currently able to take requests in 

Naviance

➢ Select your teacher

Reminder: This request not be a surprise to anyone 

*If you are requesting a letter from an HISD employee that 

does not appear in the drop down menu – contact 

counselor *



Choose which schools will receive 

the letter

Some schools don’t have deadlines 

loaded in, FIX THIS WHEN YOU SEE IT!*

❑You can choose for the teacher 

you selected to write you a 

letter for “All Current and Future 

Colleges I add to my Colleges I 

am Applying to List”

OR

❑You can choose specific 

colleges from your list you want 

that teacher’s letter to go to



Let’s look closer

➢ Notice how Pace is the only school I 

loaded which accepts letters of request 

➢ If that happens, go back and delete the 

school that doesn’t require a letter

➢ If the University states they do not want a 
letter then it is best to always follow the 

University admissions guidelines

❖ In this example, Pace requires 1 letter and allows 2 total

❖Once a school receives their allotted amount of letters for a student, their computer system 

will not receive more. Any additional letters will get canceled.

➢ In this instance, whoever the first two people that sent your letters are the ones they 

accept

❖ You need to pay attention to how many letters you have requested for each school



Write a personal note

❑ Some teachers may need/want this and some may not

❑ Some teachers may have their own system or 

questionnaire for you to complete

❑ ASK THE TEACHER, before you submit a request, what 

they prefer

Click the 

Submit 
Request

Button when 

done 



Letter of rec main page 

Back on the main letter of 

recommendation request 

page, you are able to see 

status

➢ This will update as it is sent

Click to see the date you 

requested and which schools



Too many letters 

You can then add more teachers and 

more requests off the main page

Possible Error
Requesting more letters than the school allows leads to the schools 

refusing letters.

Naviance tries to warn you about this BUT Naviance cannot do 
math. 

Scenario
Ms. Alexander (Camp) is writing a letter for Pace and so is Ms. 

Cardenas and Mr. Klein.

That’s 3 total and Naviance says nothing BUT
When trying to add another teacher for Pace only, Naviance will 

warn you of an over order for a specific school, 

however it doesn’t add in the ones where you chose ALL 

Applications

What happens?
The first two letters received wins and the next one is canceled by 

the school. They may cancel the letter you really wanted for their 

University, so pay attention to numbers! 



Canceling Letter Requests

If you need to, you can cancel a letter of rec request. The canceled request 

remain in your account so you are able to track and organize

Teachers whose letters have been canceled can see that in their Teacher 

Account. It helps to touch base with them if you need to cancel

A simple “I made an error in Naviance and tried to fix it.” will let a teacher know 

that it is not an error on their part.

Our teachers worry about your letters and want to make sure everything you need 
gets sent!



Who do I ask for a letter of rec 

from? What the colleges say

Rice University

 2 teacher letters – should come 

from teachers of core academic 

subjects – at least one in relation 

to field of study. Looking for 

Junior/Senior year teachers

UT Austin

 Not required. If you submit must 

come from anyone that is not a 

family member and something 

that gives information that is NOT 

in your application and resume.

Trinity University

 Counselors and teachers can also 

provide context when reviewing a 

student’s academic record with 

respect to the school they attend.

University of Southern California 

 One letter is required from either 
your school counselor or a teacher
from your school. Applicants to the 
School of Cinematic Arts must submit 
three letters of recommendation.



Tips on Letters of Rec

Stanford University says:
 Choose the people who know you 

best. Choose who has seen you grow 

and can enhance your application

 Ask early 

 Provide materials, examples:

 Draft of your application essays

 Transcript

 Resume

 Questionnaire

 Be clear on deadlines

 Keep in touch with recommenders

 Send a thank you note

 Update them on your admissions 

progress

US News and World Report says:
 Letters are one of the few ways to learn about 

prospective students beyond grades and test scores

 Emphasize that one quality letter of recommendation 

is more important than multiple letters

 Admissions officers generally want to see letters of rec 

from high school teachers and counselors

 Look for diverse sources, “If you are stellar math 

student and get two or three letters from all math 

teachers, that doesn’t demonstrate who you are 

beyond being a stellar math student.”

 Students do not submit their own letters of rec, they 

need to be sent directly to the institution



Next step…

Financial Aid and why FAFSA is important 

for everyone to complete 


