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How to Add References 

•  In the Student 
Center, click on 
the link 
“Transcripts /
References”.


•  Once here, click 
on the button 
“Add Reference 
Information.”
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How to Add References 

•  A new box will 
open for you to 
complete.


•  Complete the 
information, then 
click “Save”. 
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Requesting a Recommendation 
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•  The reference you 
added will now 
appear on the 
Transcripts/
References page.


•  To send an email to 
the reference, select 
the button “Request 
Recommendation.”




Reference Email & Link 

•  The reference will 
now receive an email 
with instructions. (If 
you did not receive 
this email, please 
check your spam 
folder.)


•  The reference must 
click on the link 
provided in the email 
in order to submit the 
proper information.
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Reference Log-in Page 
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•  The link provided in 
the email will send 
the reference to the 
reference log-in 
page.


•  If the person has 
been a reference in 
the past, he/she will 
already have an 
account set up and 
can log in here.




Adding a Recommendation 

Upon logging in, 
to add a 

recommendation, 
select the “Add 

Recommendation” 
button at the 

button. 
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Submitting a Recommendation 
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•  Enter the information 
using the drop down 
boxes.


•  Be sure to scroll 
down to ensure that 
all questions are 
answered.


•  Add any additional 
comments. (If you 
have a letter already 
prepared for the 
student, copy and 
paste it in this box.




Submitting a Recommendation 
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•  After clicking Save, 
you will be returned 
to this screen.


•  To complete the 
process, click on 
“Submit 
Recommendation” to 
complete the 
process.


•  After submitting, you 
will receive a 
confirmation email.



