
Common	
  Application–	
  Cheat	
  Sheet…5	
  Easy	
  Steps!	
  

Step	
  1:	
  Add	
  Roger	
  Williams	
  University	
  

After	
  you	
  create	
  an	
  account,	
  add	
  Roger	
  Williams	
  University	
  to	
  your	
  My	
  Colleges	
  Section	
  by	
  using	
  the	
  
College	
  Search	
  tab.	
  

	
  

Step	
  	
  2:	
  Complete	
  the	
  Common	
  Application	
  Section	
  

Complete	
  all	
  6	
  sections	
  of	
  the	
  Common	
  App,	
  once	
  complete	
  a	
  Green	
  Check	
  mark	
  will	
  appear	
  to	
  the	
  
right	
  of	
  each	
  section!	
  

	
  
	
  

Essay	
  Tips!	
  

• New	
  for	
  2013!	
  All	
  applicants	
  are	
  simply	
  
required	
  to	
  cut	
  and	
  paste	
  their	
  essay	
  
into	
  a	
  text	
  box.	
  	
  

• Common	
  App	
  will	
  not	
  allow	
  you	
  to	
  
enter	
  more	
  than	
  650	
  words	
  or	
  fewer	
  
than	
  250	
  words.	
  Once	
  you	
  paste,	
  click	
  
the	
  tab	
  key	
  for	
  a	
  word	
  count	
  below	
  the	
  
text	
  box.	
  	
  

• There	
  is	
  no	
  need	
  to	
  stress	
  that	
  your	
  
once	
  indented	
  paragraphs	
  are	
  now	
  
showing	
  up	
  a	
  little	
  differently	
  in	
  the	
  
print	
  preview,	
  all	
  institutions	
  are	
  aware	
  
of	
  this.	
  

	
  

https://www.commonapp.org/Login	
  

This	
  website	
  is	
  best	
  accessed	
  in	
  
Firefox,	
  Chrome	
  or	
  IE	
  9	
  or	
  above.	
  
Older	
  versions	
  of	
  Internet	
  explorer	
  
may	
  not	
  provide	
  all	
  current	
  features	
  



Step	
  	
  3:	
  Member	
  Questions	
  

Next,	
  you	
  will	
  need	
  to	
  answer	
  the	
  member	
  questions,	
  a	
  green	
  check	
  will	
  appear	
  when	
  you	
  have	
  
completed	
  all	
  RWU	
  specific	
  questions.	
  

	
  

	
  	
  

Step	
  	
  4:	
  Assign	
  Recommenders	
  and	
  Ferpa	
  Release	
  

Complete	
  the	
  FERPA	
  Release	
  Authorization	
  and	
  assign	
  required	
  recommenders	
  (found	
  on	
  the	
  “My	
  
Colleges”	
  tab).	
  	
  RWU	
  Requires	
  one	
  counselor,	
  and	
  one	
  Teacher	
  Recommendation.	
  You	
  may	
  invite	
  one	
  
additional	
  Teacher	
  to	
  submit	
  a	
  recommendation.	
  

	
  

	
  

	
  



Step	
  	
  5:	
  Time	
  to	
  Submit?!	
  

Progress	
  Indicators	
  within	
  the	
  dashboard	
  provide	
  a	
  quick	
  glance	
  at	
  Submission	
  and	
  Completion	
  status.	
  If	
  
all	
  are	
  marked	
  ‘ready’	
  it	
  is	
  time	
  to	
  submit!

	
  

a. Yellow	
  Orbs	
  indicate	
  that	
  the	
  app	
  has	
  not	
  been	
  submitted	
  yet!	
  
b. After	
  clicking	
  on	
  Roger	
  Williams	
  University	
  the	
  completion	
  status	
  indicators	
  inform	
  you	
  

of	
  your	
  progress	
  

	
   	
  

	
  

	
  

  

The	
  yellow	
  orbs	
  will	
  turn	
  
green	
  upon	
  submission	
  
of	
  the	
  Application	
  



Please	
  be	
  sure	
  to	
  complete	
  all	
  3	
  steps	
  of	
  the	
  submission	
  process. 

	
  

Once	
  you	
  click	
  submit,	
  common	
  app	
  will	
  generate	
  a	
  PDF	
  of	
  your	
  application,	
  Please	
  review	
  for	
  accuracy	
  
and	
  make	
  corrections	
  as	
  needed.	
  

	
  

Next	
  complete	
  the	
  payment	
  information	
  screen,	
  click	
  submit	
  to	
  get	
  to	
  the	
  signature	
  page.	
  	
  Once	
  there	
  
make	
  sure	
  to	
  sign,	
  then	
  click	
  the	
  final	
  submit	
  button,	
  and	
  you	
  are	
  done!	
  

	
  

Tip:	
  The	
  submission	
  process	
  will	
  not	
  be	
  complete	
  
until	
  your	
  signature	
  has	
  been	
  submitted.	
  

	
  


