How to Use the Common Application 

 
The Common Application is used by more than 277 colleges and universities throughout the country, and many colleges use ONLY the Common Application.  Member colleges encourage its use and all give equal consideration to the Common Application and the college's own form.  
The Common Application can be completed online or by paper – for a paper copy you can print one from their website or visit the college office.  For best results with the Common Application Online, please follow the following guidelines:

1. To begin the Common Application, go to www.commonapp.org.

2. Select the Students button and then the Common App Online button in the first bullet point.
3. If you have not registered, select the Register button at the top of the page and follow the prompts until you have an account.  If you don’t do this step, the information you enter will not be saved and you will be unable to print out a copy of what you did.  You also do not want to have to re-enter the information when you prepare applications for other colleges that use the Common Application. You cannot save or print the application unless you complete all fields designated with a red asterisk and SAVE each section.
4. After you have filled out all of the necessary items and hit the Register Me! button, your username and password will appear on the screen – print this page! 

5. Once you have registered, you will just need to go to Login at the top of the page and enter your username and password on subsequent visits to the Common App site.

6. Read the Instructions page.  It contains very useful information which will help you navigate the website. 
7. Select the Application tab at the top of the page. 
8. As you work on your application, be sure to SAVE regularly by clicking on the Save button at the top or the bottom of the page. When you complete a page, be sure to SAVE before clicking on the next page number located on the bottom of each page.

9. Page 1 will ask you basic demographic questions. It is critical that the contact information you provide is accurate so that colleges can get in touch with you. Do not use an inappropriate email address -this is your first impression – make it a good one – put an email address you check often.
10. Page 2 will ask for your educational data including high school info and test scores.  Make sure you select Beacon School in Manhattan as your secondary school. If you are planning on taking another SAT or ACT in the future, type in the month and year of your intended test date. 
11. Page 3 will ask for your activities and personal essays. For the Extracurricular Activities section, enter the information in the chart in order of interest to you. If you have too many activities for the given amount of space or want to provide additional information about the activities listed, you may use the space at the bottom of Page 3 entitled Additional Information/Explanation.
12. You probably will want to type out your essay in a Word document and then copy and paste it into the application. Make sure that you Print Preview your essays on the Common App screen and that your essay fits into the space provided. You don’t want your powerful concluding sentence to get cut off! 

13. The next section will ask about the colleges and universities to which you are applying. You can click the College Info button to find out what each college requires.  You might want to pay particular attention to the number of teacher recommendations, SAT tests, the application deadline, the application fee, and the college's address.

14. If the college requests a supplement, which may include an additional essay, you must provide it in order for your application to that school to be considered complete. Some schools will want you to submit supplemental materials online while others will require that you mail them in separately. You can click on the Supplements tab at the top of the screen for specific instructions for each of the schools to which you are applying. For any supplemental materials which you mail or e-mail directly to the college, be sure to type your name and social security number on the top of each page. 

15. Click on the tab at the top of the page named Additional Forms. You should print out the Teacher Evaluation form and provide ONE copy to EACH teacher writing your recommendations. This form only is applicable for the academic references, not for your advisor recommendation. In other words, do not give your advisor a Teacher Evaluation form! 
16. In addition to ONE copy of the Teacher Evaluation form, give the teachers who are writing your academic recommendations individual envelopes, addressed and stamped, for EACH college to which you are sending the Common Application.  It's a good idea to include a note with the form highlighting the schools’ deadlines.  After the teachers complete their letter, they will copy it to mail to each of the colleges.  
17. Because Beacon uses its own School Report form, you DO NOT need to print this Common App form out or give us a copy. Your advisor’s letter will be attached with our Beacon School Report form. Please DO NOT give the School Report Form to your advisor. The same is true for the Midyear Report form – Beacon will automatically send your midyear grades to all colleges that you are applying to and we will NOT use this form. 
18. It is important not to forget the Payment tab on the top of the page. Your application will not be considered complete unless the school receives the application fee (or an application fee waiver from Ms. Binder). Some schools accept payment online using a credit card while others require that you mail them a check. Be sure to follow the instructions for each school. 

19. The Checklist tab on the top of the page can help you keep track of your applications in progress and provides a quick look at schools’ deadlines. 
20. PROOFREAD everything carefully as you want the colleges to remember you for what you wrote not what you wrote incorrectly.

