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GWCS Seniors:  Below is a detailed explanation on how to use the “College Recommendations” block on your CoyoteWeb account. 
 

STUDENT ENTRIES SECTION 
 

1. Formally ask teachers to be either a counselor or teacher recommender at least one month before your first application deadline. 
 

2. Log onto your CoyoteWeb account:  http://www.gwcscoyoteweb.com 
 

3. Scroll down to the block titled “College Recommendations” 
 

4. Click “Add” 
 

5. Complete the form (follow the directions): 

 
6. Complete the form for every college on your list and for each of the recommenders for those colleges.  For example, let’s say you 

are applying to George Mason University and you have asked Mr. Pereira to be your counselor and Mr. Connelly and Ms. Shumard 
to write you teacher recommendations.  You would enter GMU three times – once for each teacher! 

a. George Mason University     |     Mr. Pereira      |        Counselor        |    01/15/2016 
b. George Mason University     |     Mr. Connelly    |    Recommender   |    01/15/2016 
c. George Mason University     |     Ms. Shumard   |    Recommender   |    01/15/2016 

 
7. Rolling Admissions - if you apply to colleges that have rolling admission (or very late application deadlines) please enter the date 

by which you would like GWCS to submit your recommendations, forms, and transcript.  Keep in mind - teachers need at least one 
month advanced notice. 

http://www.gwcscoyoteweb.com/
http://www.gwcscoyoteweb.com/
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8. Update / Delete – It is the student’s responsibility to keep their ‘College Recommendations’ block up to date and accurate and to 

keep counselors/teachers informed.  If you change a due date, inform your counselor/teacher recommenders!  If you decide not to 

apply to a college on this list, delete it and inform your counselor/teacher recommenders! 

 
 

STAFF ENTRIES SECTION 

9. Your counselor and teacher recommenders will check the following columns as explained below:

 
 

10. Confirmed:  When a teacher receives your personal request to write a letter of recommendation for you, they will go to your 
“College Recommendations” block on CoyoteWeb and check “Confirmed” if they agree.  If ‘Confirmed’ is not checked, it is your 
responsibility to talk with the teacher.  They may not have received your request.  They may need more information.  They may 
not be able to write your letter.  
  

11. Received:  When a teacher receives notification from the college requesting they submit an evaluation, a letter of 
recommendation and/or a transcript for you – the teacher will check ‘Received’.  This is how you know that the teacher has what 
they need to complete their end of the deal.  If ‘Received’ is not checked and the application deadline is less than three weeks 
away – it is your responsibility to check in with the teacher and clarify where things stand.  There are many, many different ways 
teachers may receive what they need to complete the evaluation/recommendation/transcript request.  Some examples: 

a. Common App – student enters counselor and recommender email addresses on the Common Application.  Teacher will 
receive an automated email from Common App requesting information.  Once they receive this email they will check 
‘Received’.  Common App provides a way for your counselor to upload your transcript as well. 

b. College App – some colleges have their own online application process but the recommender process will vary greatly 
from college to college.  Here are a few typical scenarios: 

i. AUTO GENERATED:  Online college applications may ask for student to enter teacher email address (as 
the Common App does) and then send an automated email to the teacher/counselor.  

ii. PRINTED FORMS:  Online college app may have counselor/teacher evaluation forms that you need to 
print out and give to your counselor/teacher recommenders.  In this case you will need to provide your 
counselor/teachers with stamped addressed envelopes in which they will mail their recommendation, 
evaluation and/or transcript. 

iii. ADMISSIONS SUGGESTION:  Some colleges will just have a sentence or two on their application or on 
their admissions page that says ‘recommendation letters accepted’ or ‘ask your high school to send us 
your transcript’ but not provide any information on where/how to send the information.  In this case 
you will need to provide your counselor/teachers with stamped addressed envelopes in which they 
will mail their recommendation, evaluation and/or transcript. 

 
12. Submitted:  After a teacher submits your letter of recommendation and/or evaluation they will check ‘Submitted’ 

 
13. Transcript Sent:  After your counselor submits your transcript they will check ‘Transcript Sent’.  Read above comments carefully as 

you may need to provide your counselor with a stamped envelope. 


