
Requesting Transcripts In Naviance 
 

Getting on to Naviance 

At School 
1. Log on to the computer 
2. Click on the “Clever” link on the 

desktop. 
3. Click on the Naviance icon 

At Home 
1. Go to: clever.com 
2. Click “Log in as a student” upper right 

corner 
3. Type in “Arlington” 
4. Scroll down to your school name 
5. Click “Log in with Google” 
6. Log in to your School Google Account 

7. Click on the Naviance icon 

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. 
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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: 
 

 Type of Transcript: Initial is your current transcript (usually through Junior 
Year) Mid Year shows grades through Semester 1 of your Senior Year, and 
Final is just that, your final transcript which indicates your graduation date. 
 

 When it’s Due: The date that you need it sent to a coach, admissions 
counselor, parent, or to yourself. 
 

 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. If you need an “official” transcript, and you are 
a current student you will be asked to pick it up at the Registrar’s window. 
 

 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

