
Requesting Transcripts in Naviance - Former Students 

Class of 2017, 2018, & 2019 

Getting on to Naviance 

1. Go to the AHS Website at ahs.asd.wednet.edu 
2. Click on For Students, then Counseling Office, then Naviance from the drop down list 
3. In the “Email” field, type your user name: i.e. LASTNFIR000 without the @asd.wednet.edu. 
4. In the “Password” field, type your student ID# with a zero in front: i.e. 0900123 
5. Follow steps below to request transcripts 

 
Also, make sure you go into your profile settings and change your email address to a current one. The 
ASD email is no longer active. 

1.  

Manage Transcripts 

Use Manage Transcripts to keep track of your general transcript requests, whether for college 
applications, athletics, or scholarships. This is also where you can request an unofficial transcript. 

1. From the Colleges I’m applying to list in Naviance Student, click Manage Transcripts. 

 

The Manage Transcripts page displays. 

2. Here you can see all the institutions to which a transcript request has been associated.   

 

3. Use the Add (+) button to add either College Application Transcript or Other Transcript. 
Use “Other Transcript” if requesting an unofficial transcript or one for athletics/scholarship. 

 

 

4. Use the checkboxes and 
drop-downs to answer the 
transcript-related questions. 

5. Click Request and Finish. 



 

 

 

 

Click on this link to view a video with instructions for requesting and managing 

transcripts in Naviance: https://www.screencast.com/t/LMtSIif3e1  
 

Just a few reminders for requesting “Other” Transcripts: 
 

 When it’s Due: The date that you need it sent out by. 
 

 Where you’re sending it: Name is yours if you want it sent to yourself. If 
sending it to someone else, then please put in their name. 
 

 Address: You can put an email address in Line 1 if you need an “unofficial” 
transcript. If you need an “official” transcript sent in the regular mail, please fill 
in all of the address information.  

 
 Other Notes: Indicate here if you need “official” or “unofficial”.  

 

 
 
 
 
 
 

As always, please contact the Registrar’s office if you need assistance requesting 
your transcript. 

 
Registrar: Marie Nelson 360-618-6329 or RegistrarAHS@asd.wednet.edu 7:30-3:00 Monday-Friday 

mailto:RegistrarAHS@asd.wednet.edu

