SCOIR

Instructions for completing
The Common Application
when your high school
IS using Scoir

This guide shows students how to complete the Recommenders,

Fee Waiver, and Early Decision sections of The Common Application
when their high school is using Scoir to manage all application documents.



Recommenders

When completing the Education section of your Common App profile, you will be
prompted to enter your Counselor’s name and contact info. Since your counselor is
using SCOIR to send your transcripts and recommendations, be sure to leave
Counselor’s email and Counselor’s phone fields <blank>. This will prevent confusion and
misrouting of school documents needed to complete your application.
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When completing your first college application, the Recommenders and
FERPA section might require you to invite a Counselor recommender and
one or more Teacher recommenders.
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Click “Invite Counselor” (if required) and complete the pop-up form.
Be sure to leave the email address field BLANK.
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You'll then be instructed to provide various PDF forms to your counselor.
You do NOT need to provide these forms. Your counselor will access
and complete these forms within Scoir.
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Click “Invite Teacher” (if required) and complete the pop-up form. Be sure to
leave the email address field BLANK. Depending on the number of teacher
recommendations required, you might need to invite multiple teachers.
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After “inviting” a teacher, you'll still be prompted to assign specific
teacher(s) to each individual application.
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You'll then be instructed to provide a Teacher Evaluation PDF form
to your teachers. You do NOT need to provide this form. Your
teachers will provide their recommendations within Scoir.
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If inviting Other Recommenders, you can choose to either:

(a) invite them via the Commmon App, in which case they will receive an email prompting
them to upload their recommendations to Common App, which will deliver it along
with your submitted applications.

(b) ask them to provide the recommendation to your counselor, in which case your
counselor will upload the document into Scoir, which will deliver it to all colleges to
which you are applying (provided they accept “other recommendations”).
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Login to Scoir, go to My Colleges and be sure to add your Common App

colleges to the Applying section
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While on the My Colleges page, click Request Recommendations and enter
the name of your teacher(s) from whom you are requesting a letter of
recommendation.
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Early Decision Applications

If you're applying Early Decision to a college, you will be required to
acknowledge and agree to the terms of an Early Decision Agreement.
This document also needs to be signed by a parent/guardian and your
high school counselor. In Scoir, you can download an “ED Contract”
document to sign and have a parent/ guardian sign, then deliver to
your counseling office so they can easily send it along with all other
application-related documents.
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Entry term*
Fall 2020 -

Preferred admission plan*

Early Decision -

Do you intend to pursue need-based financial aid?*
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College Information
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other applications until you have received notification about financial aid
Recommenders and from the admitting Early Decision institution.*
FERPA

Review and Submit -
Common App

other institutions.

ED Signature*

Do you intend to use one of these school-specific fee waivers?*

Choose an option v




Fee Waivers

If you're applying to a college using a Common App Fee Waiver or a college-
specific fee waiver, you must complete this section in your Common App
profile so colleges know not to charge you an application fee. However, you
must also request a Fee Waiver in Scoir so your counselor knows to send a
copy of this document to the colleges to which you are applying.
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USDA Food and Nutrition Service
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to request an admission application fee waiver. | also
understand if | am a first year student my counselor will be
asked to verify my eligibility.

Fee Waiver signature:*

Jane Doe

1 would like to receive information from Strive for College (US residents only)
Yes
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When submitting your application, you'll see this note informing you that no
payment is required. However, be sure to indicate in Scoir that you're
applying with a Fee Waiver. Colleges might consider your application
incomplete without payment or a corresponding fee waiver.

X Review and Submit

0 Final Review e Payment e Signature & Submission

© You have indicated in your application that you are requesting an application fee waiver.
Please continue to the certification page to finish the application submission process.




HELP, | INCLUDED EMAIL ADDRESSES WHEN
ADDING MY RECOMMENDERS

If you included an email address when adding your school counselor and/or
teachers as Recommenders, that's OK. As long as they haven’t submitted
their recommendations, you can still uninvite them. You can do this by
going into any application on your My Colleges page and clicking “Manage
Recommenders”.
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You'll then see an overlay pop-up window listing all your Recommenders. Go
to your counselor’s and/or teacher’s tile a click the “Delete” icon. You'll then
be prompted to confirm this action.

@ Manage Recommenders

Mary Doe
Parent

Jane Jones

Sort by: Last Name ~
I Teacher I ﬁ
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Now that your counselor and/or teacher is deleted from your list of
Recommenders, you'll need to again click /nvite Counselor and/or Invite
Teacher. This time, leave the Email Address field <<blank>>.
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You'll then be instructed to provide various PDF forms to your Recommenders.

You do NOT need to provide these forms. Your counselor and/or teacher
will access and complete these forms within Scoir.
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If your counselor and/or teachers login to Common App after you've
uninvited them, they will see the following screen. (If they've been invited by
other students, your name will just no longer show as one of their Students.)

Wel yJ !
commen . + XD

About Your Account

This account is not yet associated with a Common App online recommender role. You will be invited to accept a recommender role as soon
as the first student invites you from his/fher Common App account (you will receive an email from us alerting you to this invitation).

If you are a teacher or counselor and your school uses one of our partner solutions for letters and transcripts, you will use that system

instead of Common App to submit your teacher and counselor materials. You should only use this Common App account if a student
invites you as an Other Recommender.

If you believe that you have reached this page in error, please contact the Solutions Center.



CONGRATULATIONS!

You're now able to complete and submit your Common Application
without causing confusion for your counselors and teachers.

Have any questions or concerns?
Drop us a note and we’'ll get back to you ASAP!

SQOIR

support@scoir.com



