
 
 

Students can request a transcript by logging into their Naviance account.  To request a transcript through Navi-
ance you must have a Transcript Release Form on file in the Counseling Office and have colleges listed in your 
Naviance account.  Please follow the steps as listed and see your counselor if you have any questions. 
 
 

Add Colleges To Your Naviance Account and Request Transcripts 
 
 
 
 

 Go to www.dallastown.net and select “Dallastown Area High School” from the drop down list. 

 Click on the “School Counseling” tab at the top of the screen. 

 Click on the “Naviance/Family Connection” link and use your Dallastown Username and Password to ac-
cess your account. 

 Go to the “Colleges” tab and click on “colleges I’m applying to”. 

 Click on “+ add to this list” (under the Common App Account Matching box).  You’ll be able to “look up” 
your colleges of choice.  Once your college of choice appears, please click on it.   

 If you’re using The Common Application, you’ll need to match your Common Application account with your 
Naviance account.  (See below.) 

 Please click the button to request a transcript as well as the button that notes that you submitted your ap-
plication.   

 Scroll to the bottom of the page and click on the button “Add Colleges”. 

 Please visit the Counseling Office to add colleges to your “Transcript Request Form” with Mrs. Beck.  This is 
a double-check to be sure that all requests are processed in a timely manner.) 

 
You will now be able to manage your personal details within Naviance.  Please use this page as your “hub” to 
track your college applications, transcript requests, and admissions decisions.  You may add to this college list 
and request transcripts throughout your senior year as needed.  If you cannot find your college of choice or 
need additional assistance, please see your counselor. 

 

Counseling Office 
Dallastown Area High School 

700 New School Lane 
Dallastown, PA 17313 

(717) 244-4021 ext. 3530 
Fax: (866) 938-6084 

 

School Counselors 
Mrs. Alison Wabnik (A-Cl) 

Mrs. Jill Nobile (Co-Go) 
Miss Lauren Long (Gr-La) 
Mr. Garrett Boop (Le-Pas) 

Mrs. Kristen Cooper (Pat-Sm) 
Mrs. Kerris Bouchillon (Sn-Z) 

Mrs. Laura Dixon (Cyber and Alt. Ed.) 
Mr. William Probert 

Workforce, Career, and College Counselor 
Department Chairperson 

 

Counseling Secretaries 
Mrs. Heidi Beck, Transcripts 

Mrs. Jane Winemiller, Student Records 

Please note the following directions when requesting a transcript. 

Applying to college can be an exciting experience but can also cause much anxiety!  Please take a moment to review the notes listed for you.  As 

always, please visit the Guidance Office if you have additional questions. 

How do I apply to a college? 

You should always start at the college’s web-

site.  You’ll usually find an “Apply Here” 

button to click.  If not, go to the college’s 

“Admissions” page.  You will be directed from 

there.  Please note that once you start the 

process, you may be directed to a different 

site such as SENDedu or The Common Appli-

cation.  This is a very common experience.  

No need to panic! 

What should I do with my letters 

of recommendation? 

You will need letters of recommendation for 

some colleges.  When you get copies, please 

give a copy to your counselor.  He/She will  

send your letters to colleges upon your re-

quest.  Please note that you still need to pro-

vide your counselor with letters even if you’re 

using The Common Application. 

What if a college or scholarship 

agency needs my class rank? 

Dallastown Area High School no longer pub-

lishes class rank.  In the event that a college or 

scholarship agency needs a class rank to make 

an admissions decision and/or to award schol-

arship monies, please request to have your 

rank sent directly to each specific institution.   

The Common Application and Naviance Matching 

Students using The Common Application when applying to colleges will need to go through the set-up process to link The Common Application 

and Naviance.  This is a simple process and we have a short video that takes you through the steps.  We will also offer workshop opportunities 

for students during the Wildcat Period to help them with their integration process.  Students wishing to attempt this on their own can access the 

directional video by going to https://vimeo.com/102639828.  Note that all letters of recommendation and supporting documents that you 

wish to send must be uploaded through the Counseling Office.  Please be sure to provide Mrs. Beck and/or your counselor with all letters and 

necessary documents. 

mailto:Kathryn.Hughes@dallastown.net
mailto:kristen.cooper@dallastown.net
https://vimeo.com/102639828

