
SENDING LETTERS OF REFERENCE 
 

To begin sending letters of reference for your students, click the Letters of Reference link from your 
Advisor Home page.  
 

 

 
Click Add New Letter or Click Here to start.  You can store the request and upload a letter at a later point 

if you wish.   

 

 
 
 
 
 
 
 



Once you have entered the request, click on the student’s name to upload a letter/file. 
 

 
After uploading a letter, you are ready to send the request off to the college or you can choose to send 

at a later time. 

 

 



You can replace the letter with another anytime you wish and send or resend the request. 

 

Status Options 

Waiting for Letter – Request entered, but letter has not been uploaded and therefore not able to send 

to college. 

Not Submitted – Request entered, a letter has been uploaded, not submitted to college. 

Submitted – Request entered, a letter has been uploaded and sent to the college. 

Opened – Request has been sent to the college and opened by the receiving college. 

Expired – Request has been sent to the college but has not been opened by receiving ‘out-of-network’ 

college within 14 days. 

 


