
CCS Transcript Verification 

In order to ensure senior transcripts are submitted to colleges with appropriate and accurate data, all seniors are asked to examine 

an unofficial transcript copy in Naviance and certify its validity.  

Understanding your Transcript:  

1. Your highest test scores (AP, ACT, SAT) are listed in order by date. If you have take both the ACT and the 

SAT, your lower score may have been omitted at your request. Please note that at least one score must be 

present on your transcript if you have taken the exams. AP scores of 2 or below have been omitted.  

FAQ: Should I have a test score removed? 

The counseling office is happy to remove either the ACT or SAT score from your transcript. Colleges are only 

going to use your highest scores for admissions purposes.  

3. Core classes are listed alphabetically at the top of your class list for each year, and your GPA for 

each class is calculated on a 5.0 scale. If you have taken and passed an AP exam which corresponds 

to a course, the class GPA is presented on a 6.0 scale and “ADV” has been added to the course title. 

Electives are listed at the bottom of your core classes. Electives taken M/W/F for one semester are 

worth 1.0 credit.  Electives taken T/TH all year are worth 1.0 credit. Therefore, a M/W/F class taken 

all year is worth 2.0 credits, and a T/TH class taken for one semester is worth .5 credit.  Elective class 

grades do not calculate into final GPA and show up as 0.0; they do not have a final letter grade.  

2. The activities box should list the school years you were involved in CCS sports, clubs, and organizations. 

Outside credits completed while you were enrolled at CCS should also be listed here; this includes online 

classes such as BYU coursework and alternative PE/Arts credits. We do not list outside activities such as club 

sports or church involvement on the transcripts. These should be on your resume.  

4. Check the student information box at the top of your transcript for accuracy. It is very 

important that your name, birthday, address and phone number are correct. The “Enrolled 

since” and “Social Security No.” box may be left blank, but if there is data provided it needs to 

be correct as well. The “Number in Class” box should be 58; this is the total number of 

students in class, not your class rank. Because CCS has a small graduating class, we do not 

provide class rank. If a college asks you for a number on an application, fill in “0”. They know 

what this means. “Honors/Other”  should have any all-year faculty commendations and 

“Graduation Honors” will say valedictorian and salutatorian at the end of the year for those 

two students. 

5. This box should contain your weighted high school GPA on a 5.0 scale. If you have taken no AP exams, you can put this number 

on an unweighted 4.0 scale by simply deducting a point - so a 4.28 becomes a 3.28. If you have taken and passed one or more AP 

exams, login to Naviance, click on the “about me” tab and go your profile. You will find both your weighted and unweighted GPA 

listed.  

FAQ: Why do colleges ask for the unweighted GPA? Does it mean that my honors courses don’t matter? 

Colleges are asking for you unweighted GPA because it is sometimes not provided on the transcript. They need and use both GPAs 

in determining admissions and scholarships.  

FAQ: What if I have outside credits (online courses) or I am a transfer student? 

CCS does not calculate grades from other schools or outside coursework into GPA. In most cases, students will provide the GPA 

from their CCS transcript on the college application and the counseling office will submit all official documents from other schools. 

When the college has all of your records, they will make their own GPA calculation. Transfer transcripts should appear in your 

Naviance account. If you find problems with a transcript from another school, you must contact that school directly to have them 

corrected.  



Please review your transcript in Naviance and turn in the following form to Ms. Kiefer by Monday, September 14th. 

Transcripts will not be submitted to colleges until this form is completed.  

I, ____________________________, with the assistance of _____________________________ have looked over my high school  
 (Student name)     (Parent name) 

 
transcript for errors and omissions. The CCS transcript posted in my Naviance account as of _________________ is accurate.  
           (Date) 
Student Signature: ____________________________________________ 
 
Parent Signature: _____________________________________________ 

Accessing your Transcript Draft via Naviance 

1. Once you login to Naviance, 

you should see a “what’s new” 

flag on your front page. Click 

on “private comment.” If this 

flag has already disappeared, 

you can access your journal by 

clicking on the “about me” tab 

and then clicking “journal.” 

 

2. Once in your journal, look under “private comments from your school” 

and click on “Unofficial Transcript.” 

3. Clicking on the file 

attached to this entry will 

allow you to view a pdf of 

your transcript. As you 

examine your transcript, 

please keep in mind the 

information provided on 

the back of this form.  

4. If you find problems with your transcript, please submit the attached form to the counseling office as soon as possible. You will be 

notified when a new transcript is available for review in your Naviance account or if changes are not approved. If your transcript is 

accurate, please submit the form below. If you have general questions, please email Ms. Kiefer but please understand that significant 

research has been conducted on the transcript format, and we have adapted our transcripts to best suit the college application 

process. While some choices may seem unclear to you, they are clear to college and university admissions offices.  



Official Transcript Change Request Form 

Student Name: ________________________________    Grade: __________    Graduation Year: __________ 

 

□ Please remove my ACT scores from my transcript.  □ Please remove my SAT scores from my transcript. 

□ Please add the following school activities to my transcript.  

Activity: _______________ Year(s): ___________ 

Activity: _______________ Year(s): ___________ 

Activity: _______________ Year(s): ___________ 

Activity: _______________ Year(s): ___________ 

Activity: _______________ Year(s): ___________ 

□ Please add the following electives to my transcript.  

Elective: _______________ Year(s): ___________ Schedule: MWF or   TTH 

Elective: _______________ Year(s): ___________ Schedule: MWF or   TTH 

Elective: _______________ Year(s): ___________ Schedule: MWF or   TTH 

□ Please add the attached test scores to my transcript. I have provided a print out from the College Board 

or ACT to verify my scores. (Note that test score updates are made automatically. CCS receives official scores 

from the college board directly about two to three weeks after students receive their scores.) 

□ Please add the all-year following honors to my transcript  

All-Year Faculty Commendation  Date:________________ 

All-Year Faculty Commendation  Date:________________ 

 

If your change request does not fit into one of the categories above, please describe your request below: 

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________ 

Please submit all change requests to Ms. Kiefer. Change requests can take up to 4 business days to process. 

Student Signature: ____________________________ Parent Signature: ______________________________ 

 



Please review your transcript in Naviance and turn in the following form to Ms. Kiefer ASAP.  

Transcripts will not be submitted to colleges until this form is completed.  

I, ____________________________, with the assistance of _____________________________ have looked over my high school  
 (Student name)     (Parent name) 

 
transcript for errors and omissions. The CCS transcript posted in my Naviance account as of _________________ is accurate.  
           (Date) 
Student Signature: ____________________________________________ 
 
Parent Signature: _____________________________________________ 

Dear Senior,  

 Your transcript has been updated based on the changes you 

requested. Please note that not all changes can be applied. In some 

cases, such as a grade change, you will need to obtain confirmation from 

a teacher. Some activities such as SSP, preparation courses, and outside 

of school activities are not included on the school transcript. Your 

original request form is attached with notations. Please see me if you 

have questions.  

 A new transcript has been uploaded to your Naviance journal. 

Please check this transcript. If you are satisfied that it is now correct, 

turn in the slip below. If you see that additional changes must still be 

made, fill out another transcript request form.  

 

     Blessings,  

      Ms. Kiefer 


