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BridgeU sends Documents in two ways:

● Document submission to 2,300+ 

institutions

● Does not require CEEB code

● Document submission to 800+ Common 

App institutions

● Requires CEEB code to use

● Student account pairing and syncing

Tip: Click here to see 
Parchment and Common 
App enabled Universities

https://help.bridge-u.com/hc/en-gb/articles/360012104198-Parchment-CommonApp-Enabled-Universities
https://help.bridge-u.com/hc/en-gb/articles/360012104198-Parchment-CommonApp-Enabled-Universities
https://help.bridge-u.com/hc/en-gb/articles/360012104198-Parchment-CommonApp-Enabled-Universities


Document Sending for Common App
Before adding documents, the next section walks you through the 

pre-submission Checklist for Advisors and Students 
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Before sending documents, we have a PreSubmission 
Checklist for Common App for Advisors:

● Ensure that Common App and Parchment are enabled for your school.

● Information on Common App's One and Done Policy 

● Fill out the School Details and Upload School Profile in BridgeU

● Ensure documents are in PDF format and no larger than 2MB

● Recommendation letters must be sent through BridgeU and not 

Common App

● Use your own email address rather than a shared one

● Double check your students have setup properly using the Student 

Checklist

● Ensure the student has an advisor assigned on BridgeU. 
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Ensure that Document Sending is 
enabled for your school

● If you are not sure whether they are enabled, you can 

ask your designated Customer Success Manager and 

they will check for you.
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Information on Common App's 
One and Done Policy 

Common App does not allow different versions of certain 

documents to be sent to different universities, so certain 

documents can only be submitted once. 

The documents from the One and Done Policy are as follows:

● School Report (including the School Profile and 

Transcripts that are attached)

● Advisor (i.e, counselor) Recommendation

● Midyear Report

● School Final Report

Teacher recommendations can be sent to an individual university. 

Please note that these documents are only released to 

Universities from Common App after the student has submitted 

their application and paid any fees. 
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What is the School Details and 
School Report?

● The  School Details provides summary information 

about the school's student body, curricular offerings, 

and grading system.

● The School Report is a form submitted by the high 

school counselor to provide basic information about 

student academic performance.

● You can complete these in BridgeU settings under the 

School Details page. For more instructions on how to do 

so, please go to this page. 
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Ensure documents are in PDF 
format and no larger  than 2MB

● Documents can only be sent to Common App as a 

PDF, and no larger than 2MB. You can compress PDF 

documents if they are too large. We like to use this 

website for merging or compressing documents: 

https://www.ilovepdf.com/

https://help.bridge-u.com/hc/en-gb/articles/360011436018-Uploading-School-Report-School-Profile
https://www.ilovepdf.com/
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Recommendation letters must be 
sent through BridgeU and not 
Common App

● The Common App does not allow the same email 

address to be used by staff members across both 

platforms. If you have sent any documents through the 

Common App this document sending season, please 

either update your email address on BridgeU, or email 

us/the Common App Support to change your email 

address on their portal.

8

Use your own email address 
rather than a shared one

● Similarly,  teachers and counselors should use their 

own email address rather than a shared department 

email address. This is useful for avoiding different 

names coming up when tracking recommendation 

letters.
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Before sending documents, we have a PreSubmission 
Checklist for Common App for Students:

●  Make sure they link their  BridgeU and Common App account using the 

CEEB Code. Instructions of how to do it can be found here.

● Make sure they answer the FERPA Release Authorization.

● Requesting Teacher Recommendations must be done through BridgeU

9

https://help.bridge-u.com/hc/en-gb/articles/360002557418-Pairing-your-BridgeU-CommonApp-accounts-for-Students
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Make sure they link their  
BridgeU and Common App 
account using the CEEB Code.

● Ensure they link the correct Common App account to 

BridgeU, and that their information is consistent 

across both platforms (in particular the Common App 

ID). When linking both accounts, students will indicate 

the school they are currently studying in when filling 

the “education” section of the Common App profile. 

We recommend that students select the school from 

the list by searching  the CEEB Code. See student 

setup guide here.

●
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Make sure they answer the 
FERPA Release Authorization

● Students can check on Common App to see that they 

have completed the FERPA. They should then sync 

their Universities on their Applications list on 

BridgeU once it has been completed.

https://help.bridge-u.com/hc/en-gb/articles/360002557418
https://help.bridge-u.com/hc/en-gb/articles/360002557418
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Requesting Teacher Recommendations must be done through BridgeU

● Please make sure they do not invite Teacher or Counselor 

Recommenders through the Common App. They may have 

done so before linking their accounts, which will prevent 

Counselors and Teachers from uploading 

recommendations through BridgeU. 

● To resolve this, they can manually remove 

recommendation requests put through their Common 

App accounts. To do so, they can go to the trash can icon 

on their Recommender & FERPA page on the Common 

App.

11



How to add the School Details and 
School Profile

These are added in the School Settings and only needs to be done once. 
The School Report (with School Profile attached) is sent in bulk to the 

Common App according to the One and Done Policy.



○ Click School Settings

○ Click School Details to complete the form

13

This is the form from 
Common App



○ Click School Settings

○ Click School Profile to add it in PDF format, no larger than 2MB. 

Tip:  For ideas on how to 
compile a School Profile, 
NACAC has a database of 
sample school profiles 
that you can check out. 

14

https://www.nacacnet.org/knowledge-center/school-profiles/


Document Sending- How to find

In this section we'll cover where to go to add documents for a student, and 
give you a quick tour of the Doc Sending interface
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Click on Document 

Sending to add and edit 

documents for a student
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This takes you to the Summary Page

You will find a convenient overview of 20 students per 

page, arranged based on their next upcoming deadline 

date. Additionally, you have access to search and filter 

options, enabling you to prioritize the most relevant 

actions. This page provides valuable information at a 

glance, including the student's CAID, FERPA status, 

Applications, Recommendations, and Pending 

Documents.



You can search for an 
individual here

○ The Document Sending summary page is your overview of what 
has been uploaded and also what is still needed.

Select the relevant 
filters here

18



○ What do the coloured bubbles mean?

19



○ The document sending landing page provides an overview of information for each student and their 

current applications and documents.

○ You can see the # of applications, # of Teacher Recommendations, and Pending Common App 

documents that are to be sent.
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You can click on one of 
the bubbles to view the 
PDF document

Click on the student 
name to bring up a list 
of their Applications 
and add Documents



○ The School Report and School Profile that you have uploaded in School Settings will now appear on 

the student Document Sending tab.

○ They will both appear for ALL students on the Document Sending Tab

21

You can click on one of 
the bubbles to view the 
PDF document



From the summary page, 
you will be able to click 
through to each 
individual student, with 
applications split by 
Common App, 
Parchment, and Other. 
From here, you can view 
applications individually, 
as well as see whether 
students have sent off 
their own applications.

22

○ Student Page



Click to add Documents
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The Common App 
section will allow you 
to add all documents 
and forms for a 
Common App 
application, as well as 
manage teacher 
recommendations.
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Here you can see a list of documents 
already uploaded, when they were 
added.



You can see the School 
Report and School Profile 
have been added here from 
School Settings

25

Here you can find 
the documents 
information



Updating Counselor information for 
Common App

Ensure that students are assigned to an Advisor before working on their 
Documents for Common App
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● Ensure that students all have an assigned advisor on 
BridgeU. You can check by using the filter Without advisor
Click here for instructions on how to update or edit a student’s 
advisor 

● Once the student has paired their Common App Account with 
BridgeU, their assigned Advisor/Counselor will be populated 
on the Document Sending tab, along with other personal 
details (name, phone, etc). 

● You NEED to confirm the assigned Advisor by filling out the 
Counsellor Profile (next page), but this is advised to do before 
you add any documents for the student.

27

Before uploading Common App Documents ensure that the 
student is assigned to an Advisor

https://help.bridge-u.com/hc/en-gb/articles/115001296605-Edit-or-Update-a-student-s-advisor
https://help.bridge-u.com/hc/en-gb/articles/115001296605-Edit-or-Update-a-student-s-advisor


You will need to 
confirm your 
Counselor Profile 
within your 
assigned student’s 
Common App 
overlay.

28



Preparing Common App Documents

Once students have been assigned an Advisor, you can begin working on 
their Documents



Click here to bring up 
the Common App 
forms

30

You can see the 
Student Common 
App ID and that 
their FERPA has 
been waived. If it is 
blank it means they 
have not paired 
their BridgeU with 
Common App yet.

○ Click on the relevant student you wish to work with



● A list of Required 
Common App forms 
will appear here.

● Click on the form you 
wish to work on

● Required documents 
will appear on this 
page automatically

● Click ‘Documents’ on 
the right to add 
additional documents 
as needed

31



Colour Key of the Bubbles:

Grey: Document has been 
uploaded and is ready to be 
sent
Red: Required document, 
but not uploaded yet
Dotted Red: Not a required 
document, and not uploaded 
yet
Green: Document has been 
sent

32

○ Reminder of the coloured bubbles:



First, click here to add 
relevant documents 
such as Initial 
Transcripts, which you 
will then attach  to 
Common App forms 
such as the School 
Report, which we will 
show you in the  next 
section.

33



How to edit Common App Forms
We will use the School Report as an example



○ Before completing the Individual School Report, you 
should add the required Transcripts ie Initial Transcript.

1. Click ‘Documents’
2. Click ’Document Type’ and add 

‘Transcript
3. Give the document a name ie. Initial 

Transcript
4. Select the document from your 

computer  in PDF Format
5. Click Upload

1

2 3
4 5

35
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Now you have added the Transcript/s, you 
can attach it to the School Report and 
complete the individual Student form.

1.Click ‘Common App’
2. Click ‘School Report’

1

2
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You will indicate the number of transcripts 
you will upload for the student. 

If you have not uploaded the documents 
yet, you will be able to upload the 
transcripts directly in this form



○ You can now fill out the Individual School Report

Click here if the 
Counselor has not been 
assigned  or confirmed 
yet (refer to page 25)

38



○ Scroll down the form to ‘Transcripts’ to attach the Initial 
Transcript or upload a new file to the School Report

In the Additional transcript field, you 
can select a pre-uploaded document 
or upload the document here.

39
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Scroll to the bottom of the form 
to Save.

○ Make sure to save the document 
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If the form is missing information, 
it will not allow you to save, and 
will tell you what is incomplete:



You can see that the  
Transcript is now 
attached to the School 
Report.

The School Report will 
be grey when  the 
general and the 
individual report are 
both complete.

42
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● Add the relevant Transcript/s under the ‘Document’ tab
● Click on ‘Common App’ and select the relevant the Common App form ie.Midyear Report
● Complete the form and attach the Transcripts 
● Press Save
● The bubble will be Grey when complete, and you will be able to send the form along with 

the attached documents.

43

This is the same process for other Common App forms:

Click the following links for  a 
step by step guide on how to 
send a:

●  Midyear Transcript

● School Optional 
Report

https://help.bridge-u.com/hc/en-gb/articles/360011545998-How-to-send-School-Midyear-Reports-for-Common-Applications
https://help.bridge-u.com/hc/en-gb/articles/360011810518-How-to-submit-an-optional-report
https://help.bridge-u.com/hc/en-gb/articles/360011810518-How-to-submit-an-optional-report


Teacher Recommendations

Now we will go through how to upload and edit Teacher 
Recommendations for  the Common App
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● Method 1:
Those requested by the student on BridgeU. 

● Method 2:
Those uploaded directly onto BridgeU by the Advisor

45

There are two ways of uploading Teacher Recommendations

Tip: Click here to see 
Minimum and Maximum 
Teacher 
Recommendations

https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
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Method 1- Those requested by the student on BridgeU

● The teacher does not need a BridgeU account. Teachers 
upload their letter and complete the Common App form in the 
email sent by the student through BridgeU, and this gets 
uploaded onto BridgeU. 

● As an advisor you will be able to keep track and manage their 
letters.

● Please refer to this article for guidance on how students can 
request a Letter of Recommendation: 
Request a recommendation letter- for Students

46

Uploading Teacher Recommendations

https://help.bridge-u.com/hc/en-gb/articles/360007636673-Request-a-recommendation-letter-for-Students
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Recommendation letter request example email

Click here to upload it 
directly to the platform
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Click here to see 
Recommendation Letters 
uploaded by Teachers

Click on the name of a 
teacher to see the 
status of their 
recommendation, and 
to view their letter if 
uploaded

c
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In the Document Sending 
tab, you will see the Teacher 
Recommendation Common 
App form here
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Method 2-  Those uploaded directly from the Advisor onto BridgeU

● As an advisor you can upload a letter of recommendation onto 
BridgeU. Note that the Common App form that goes along with the 
Letter will also needs to be completed. 

50

Uploading Teacher Recommendations

Tip: Click here to see Minimum 
and Maximum Teacher 
Recommendations

https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
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1. Head to ‘Document Sending’ and 
click on the student name
2. Click Documents
3. Select ‘Teacher Recommendation’
4. Name the document, upload it in 
PDF format, and press ‘Upload’.

2

1

3
4
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At the bottom of this 
page you will be able to 
see and open the letter 
in pdf format. The form 
will appear in the 
Common App tab.
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2.  Click on the Teacher 
Recommendation to 
complete and edit the 
Common App form

1.  Click ‘Common App’



How to send documents

Now your forms are complete, this section will go through how to send 
and keep track of them
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Sending Documents - Common App

55

1.Click Common App
2.Ensure the Status of 
the form is Complete
3.Tick the box of the 
required form/s you 
wish to send
3. Press Send

3

1
4

2
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Sending Teacher Recommendations 

56

Scroll down to the 
bottom of the Common 
App section and click 
here
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This grid with 
checkboxes and 
timestamps allows you 
to easily choose which 
documents should be 
submitted to which 
universities, and lets you 
see which ones have 
already been sent.
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1. You can see required 
Number of TR’s here

2. You can see this TR 
has been sent to the 
Common App

3. Select which TR you 
wish to send

4. Press Send

1

3

2

4
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The green tick and timestamp 
shows when the Document has 
been sent to the Common App.  
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Unsubmit Documents

60

The unsubmit feature on BridgeU allows 
you to unsubmit Global Common App 
Reports, including School Report, 
Counselor Recommendation, School 
Midyear Report, and School Optional 
Report.

If none of the universities listed here has 
already downloaded the report form, 
you’ll see the unsubmit button showing 
next to the report form.



Here are a few resources to help you
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Relevant Resources

● Common App Form Errors

● Min/Max Teacher Rec Limits

● Parchment & CommonApp Enabled universities

● Request a recommendation letter - for students

● Student Setup

● Sending Midyear Reports

● Submitting Optional Reports

● Troubleshooting & FAQs

● Upload Recommendation letters - teachers

● View Recommendation Requests (for 

Advisors)

●

62

https://help.bridge-u.com/hc/en-gb/articles/360012097758-CommonApp-Form-Errors
https://help.bridge-u.com/hc/en-gb/articles/360012101818-Teacher-Recommendations-TR-Min-Max
https://help.bridge-u.com/hc/en-gb/articles/360012104198-Parchment-CommonApp-Enabled-Universities
https://help.bridge-u.com/hc/en-gb/articles/360007636673-Request-a-recommendation-letter-for-Students
https://help.bridge-u.com/hc/en-gb/articles/360002557418-Student-Setup
https://help.bridge-u.com/hc/en-gb/articles/360011545998-How-to-send-School-Midyear-Reports-for-Common-Applications
https://help.bridge-u.com/hc/en-gb/articles/360011810518-How-to-submit-an-optional-report
https://help.bridge-u.com/hc/en-gb/articles/360012105498-Troubleshooting-FAQs
https://help.bridge-u.com/hc/en-gb/articles/360008305493-Upload-a-Letter-of-Recommendation-Guide
https://help.bridge-u.com/hc/en-gb/articles/360002585997-How-to-see-a-list-of-Recommendation-Requests
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