M NAVIANCE Teacher Desk
BY POWERSCHOOL Quick GUIde

Overview

Teacher Desk is a Naviance dashboard just for teachers which creates a streamlined, step-by-step process for
submitting letters of recommendation. With three (3) easy steps, you know exactly what to complete in order
to fulfill a recommendation request.

Accessing the Teacher Desk Dashboard

X Your Recommendation Requests @
The Teacher Desk dashboard automatically
displays upon login for those users whose job 4 1 10
. . . . REQUESTED IN PROGRESS SUBMITTED ALL

function is set to teacher in Naviance. Just select a
O student Searc ortby: Deadline v

student name from the dashboard to get started. E— o
Adams, Charlie REQUESTED Nearest Deadline
(2021) 05/24/2021 11/15/2021
Shelby, Tommy REQUESTED Nearest Deadline
(2021) 04/30/2021 12/01/2021
Carver, Ash REQUESTED Nearest Deadline
(2021) 06/04/2021 01/15/2022

The Three (3) Step Process

L]

This request requires a Common App Teacher Evaluation form

Ste p 1 : P re pa re th € v Prepare the Common App Teacher Evaluation Form
CO mmon Ap p Tea C h er Common Application Teacher Evaluation
Evaluation Form

Applications: All Application

Background Information

How long have you known this student and
in what context? *

Upload your letter

Step 2: Upload a Letter of

Recommendation

Onlyschool. To print tob,

Req Uploads size status @ Deadiine

o, Requested 030172022

niversity of Washington-es. Requested 120012021
Choose File ] No fle chosen

Cancel Upload File

Your files are ready to submit!

Complete your recommendation

Step 3: Submit Your Files
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