
WAYNE HIGH SCHOOL GUIDANCE DEPARTMENT 

COMMON APP TIP SHEET 

1. Go to www.commonapp.org and create your account 

a. Use an email address you check frequently or create one you AND your parents can access for all college 

correspondence 

b. Write down your password or save it in your phone! 

2. Once logged on, click on ‘Common App’ tab to complete the sections below.  As you complete each section a 

green checkmark will appear and you will be able to finish the rest of the application. 

a. PROFILE:  Anything with a red *(asterisk) requires an entry.  It is not necessary to answer questions 

regarding religion, military status or race. 

i. Enter SOCIAL SECURITY NUMBER for financial aid purposes 

ii. Common App Fee Waiver –must be approved by your guidance counselor 

b. FAMILY:   You will need to know your parents’ occupations, name of employers, levels of education, 

names of the universities/colleges they attended, names of degrees earned and the years they earned 

those degrees. 

c. EDUCATION:   

i. Choose the correct WAYNE HIGH SCHOOL in Dayton OH, CEEB Code:  361870 

ii. Date of Entry:  August 2013 

iii. Graduation Date:  May 2017 

iv. Counselors Information:  counselor’s email  first.last@myhhcs.org  

v. Courses taken:  enter ONLY college level courses you taking. Example, ENG 1101 or any earned 

college credit (CCP) courses completed. 

vi. Class Rank:  Exact 

vii. Graduating Class Size:  see your counselor 

viii. GPA Scale:  4 (this means A=4.0, B=3.0, C=2.0, D=1.0) 

ix. GPA Weighting:  Weighted if you have taken or are taking honors level courses. 

x. List all senior year courses and do NOT abbreviate their titles. 

1. Choose AP if taking an honors/AP level course. 

xi. You may list up to 5 hours earned within 9 – 12 grades such as AP Scholar, current NHS 

candidate, or any other specific award you have earned.  Start with your top honor. 

d. TESTING: 

i. You must send your official ACT and/or SAT Test scores to your college/university from the 

testing company.  Visit www.actstudent.org or www.collegeboard.org  

ii. You can choose to self-report any of your test scores on Common App or you can opt-out and 

not report any since you will send them via the testing company. 

iii. If you self-report the scores must be sent as soon as possible 

1. This includes: ACT, SAT, SAT Subject and AP scores 

2. You will select the tests, number of scores you want to report from the test, number of 

future sittings for that test, composite score, and each section score (ACT/SAT) with the 

date that you earned that score. 

http://www.commonapp.org/
mailto:first.last@myhhcs.org
http://www.actstudent.org/
http://www.collegeboard.org/


e. ACTIVITIES: 

i. You have the option of reporting 10 activities 

ii. Be ready to report the activity type, leadership position (if held), years of participation, timing of 

participation, hours spent per week, weeks spent per year, and if it is your intent to participate 

in a similar activity at college 

f. PERSONAL ESSAY: 

i. The essay must be typed within the provided box or you may find ‘cut and paste’ an easier 

option.  To achieve the best formatting, use TextEdit or Word Pad. 

ii.  The essay must be 250-650 words and you must select a prompt to answer. 

iii. Take time to explain or clarify the struggles or challenges you have faced during you high school 

years that have affected your academic performance adversely.  This may include personal 

and/or family issues. 

iv. Be honest but focus on the end result.  Emphasize what you have learned about yourself and 

how it will impact your future success.  You do not need to meet the 650 word limit. If it can be 

said in fewer words, do so. 

3. Click on ‘COLLEGE SEARCH’ to select the institutions to which you would like to send your application.  Choose 

the box next to the college and be sure to click ‘ADD’. 

a. Select the correct ‘admission plan’. This cannot be changes once you submit your application. 

b. Be sure to answer each college’s questions. 

4. RECOMMENDERS AND FERPA: 

a. FERPA – You have an option to select options which will waiver your right to view recommendation and 

supporting documents submitted on your behalf (transcripts).  While you do not have to waive your 

right, many recommenders will not submit information if you do not. 

b. RECOMMENDER – Your counselor must be listed since we have to include your transcript.  Be sure to 

include you counselor’s CORRECT email.  One letter of recommendation is typical for most schools.  

Choose an adult or a teacher who know you well.  It is customary to ASK the recommender to write the 

recommendation for you.  Complete the information and select ‘add recommender’ (RECOMMENDERS 

and FERPA TAB).  Check with the individual to ensure they have received the email invitation.  You can 

always return to COMMON APP to check the status of recommenders. 

5. NOTICE ALL DEADLINES!  It is YOUR responsibility to make sure all parts of your application are complete.  At 

times you may need to remind your recommender(s) of approaching deadlines. 

YOUR APPLICATION IS NOT COMPLETE UNITIL YOU HAVE PREVIEWED THE ENTIRE APPLICATION, SIGNED 

ELECTRONICALLY AND PAIS THE APPLICATION FEE! 

 

 

 

 

 


