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Section No. 1: Getting Started

a. To access the NCAA Compliance Forms Database, login to the membership side of www.ncaa.org.

MEMBER LOGIN | EMPLOYMENT | CONTACT US | NCAA.COM

Vs
NCAA' National Collegiate Athletic Association

About the NCAA Academics Student-Athlete Experience Key Issues Championships Resources

L@ : THEE Eligibility Center
2011 Walter ByerS 'S BIRER R [l Student-athletes register here

Scholarship Award

; U ' In the

Walter Byers | nAawes

b. The NCAA Compliance Forms Database will appear as a business application, Compliance Forms, in the
My Application Links box. If Compliance Forms does not appear in the My Application Links box,
contact your institution’s Single-Source Sign-On Administrator to have the application added to your
privileges.

ollegiate Athletic Association

Championships Governance Student-Athlete Programs Contact

All
May 6 deadline for most 2012 Honor awards

Big time is no small feat for Goucher AD
Leadership role - Lynn Oberbillig
Ethnicity report reveals impact of NCAA diveg
DI Board appoints four new members

DIII presidents consider philosophy enhance
Executive Committee proposes new diversity
Gatz, Pixler win 2011 Byers Scholarships
DII presidents adopt new long-range budgef]
Board directs alternative approach to Divisid
DI Board approves changes to clarify roles d
appeals committees
More...

The deadline for nominations for the 2012 Theodore Roosewvelt, Silver
Aanniversary, Award of Walor and Inspiration Awards is May 6, 2011.
Selections will be made in June 2011 for the awards, which recognize
current and former student-athletes who hawve brought distinction to
themselves, their institutions and intercollegiate athletics and will be
presented at the Honors Celebration at the 2012 NCAA Conwvention in
Indianapolis.

Moward criteria and nomination forms are available online.

welcome to MyNCAA

Applications: MNew navigation format

‘ My Application Links
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c. The NCAA Compliance Forms Database may also be accessed by the visiting the following link:

https://webl.ncaa.org/CompFormSchool/exec/schoolHome

d. The following page will appear:

NCAA Applications
- 2! Authentication Service

NCAA User ID:

Password: Forgot Password?

e. Enter your valid NCAA User ID and Password and click LOGIN.

f. The following page should appear after logging into the database:

- Welcome Comp_Form Test_User
Bl Compliance Forms TRy = Closs
Institution Academic Year: 2011-2012 Log Out

Create Sguad List Edit Staging List R

Welcome!

Please select from below:

| Import from Text File |mportfrom MLl Importfrom IRl |mport from Compliance Assistant  |mport from Roll-Over

® 2011 NCAA
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Section No. 2: Creating a Squad List

You may choose to import data from the following sources to create a squad list:

1)  Text file (manual entry)

2)  National Letter of Intent (NLI) database

3) Institutional Request List (IRL)/NCAA Eligibility Center

4)  Compliance Assistant (CA)

5)  Compliance Forms Database Roll-Over Under construction!

- Welcome Comp_Form Test_User
Compliance Forms i

Institution Academic Year: 2011-2012

4 Fd

quad List Edit Staging List Review/Email Squad List Resources

Welcome!

Please select from below:

| Impor from Text File |Impotfrom ML Impodfrom IRL  Import from Compliance Assistant  |mport from Boll-Cwer

Importing Data from a Text File

a. The Import from Text File option allows the institution to enter its student-athlete data into the system
through a text file.

Compliance Forms g‘m’;“jn‘.m“"“ Test_User
Institution Academic Year: 2011-2012

Create Sguad List Edit Staging List Review/Email Squad List Resources

Welcome!

Please select from below:

_.—F"'-'_'_‘_'-"‘-l-._
M’IEEI’T from Te_xt_Ei_Ig:' Import from ML Import from [RL  Impod from Compliance Assistant  Impor from Roll-Owver
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b. Click Import from Text File. The following page will appear:

Compliance Forms Pucuetnnersty
=o' [nstitution Academic Year: 2011-2012

Create Squad List Edit Staging List eview/Email Squad List

Import from Text File  |mport from MNLL  Importfrom IRL  Import from Compliance Assistant  |mport from Roll-Over

Import from Text File

Text File: Browse... [ Import from Text File ] [ Reset]
(This will import student-athlete data from a "tab delimited™ text file)

This tab delimited text file must have the following format. There should be a "tab" between each data item. Show me a sample file.

First Name Last Name Student Type Division Sport Code Date of Birth
2901001234 testEmail@ncaa.org John Clayton IF 3 MFB 1213111993 Indianapolis Us

Data should comply with the following conditions:
It should be avalid email address.

NCAAID MCAA ID should always be 10 alphanumeric long

Student type should be 2 characters long. lt can only be 'IF, 'IT" or RS’
Student IF —= Incoming Freshman

Type IT —= Incoming Transfer

RS —= Returning Student

Sport code should be 3 characters long. It must be avalid NCAA sport

Sport Code code.
Valid Sport Codes: Baseball (MBA) -
Country code should be 2 characters long. It must be a valid country

code.
Valid Country Codes:

UNITED STATES OF AMERICA (US) -

Iltcan only be 1, 2, or 3.

Date of birth must be in MM/ODNYYY format only.

If country code is "US" or Canada ('CA’) then the state code must be provided otherwise it can be left blank.
value for any other country will be ignored.
State Code should be 2 characters long. It must be avalid US or Canada state/province code.

Valid State Codes: ALABAMA (AL) -

c. The institution may create a text file using Microsoft Notepad or Microsoft Excel.

1) If the institution elects to use the Microsoft Notepad program, click Start, All Programs,
Accessories and then Notepad to access the program.

2) If the institution elects to create a text file using Microsoft Excel, the file must be saved as type Text
(Tab delimited) (*.txt). Macintosh users should save the comparable Excel file as type Text
(Macintosh) (*.txt).

e Column headings may be used in Microsot Excel to facilitate data entry; however, column
headings must be deleted prior to importing the text file.

d. Enter the data elements in the text file.

1)  Eleven data elements must be entered in the order specified below for each student-athlete:

e NCAA ID (must be 10 digits in length)
e Email



NCAA Compliance Forms Database
2011-12 Instructional Manual
Page No. 7

e First Name
e Last Name
e Student Type

»  Enter IF if the student-athlete is an incoming freshman.
»  Enter IT if the student-athlete is an incoming transfer.
»  Enter RS if the student-athlete is a returning student.

e Division (must be 1, 2 or 3)

e Sport Code (must be three characters in length; refer to spreadsheet)
e Date of Birth (MM/DD/YYYY format only)

e City

e Country (must be two characters in length; refer to spreadsheet)

e State (must be two characters in length; refer to spreadsheet)

2) Each data element (for each student-athlete) should be separated by one tab command.

»  Failure to separate each data element by one tab command will result in an
unsuccessful import.

3)  Each student-athlete must appear on a new line.
e. The data elements must appear as follows:
0910324564 jkennylO@ncaa.org Kenny Juliette IF 1 WCC 5/03/1989 RYE US NY

f. Below is a sample Microsoft Notepad text file.

18] WCC Squad List 2011-12.txt - Notepad
File Edit Format View Help
0910324564 jkenmylo@ncaa. org Kenny  Juliette IF 1 wCC 5/03/1989 RYE us NY
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g. Below is a sample Microsoft Excel text file.

WCC Squad List 2011-12.xlsx - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
. ) _ . ] | {mum] ==
b cut calibri -1 ~|A || = =||®-| | SiwrapText General - }E‘ . ?‘ ﬁ
~— 3 Copy — £ - & il
Paste ) B 7 U-~||ifi~|d~- A~ |= = =|<E <5 Merge & Center =~ ||| % = % » ||%9 09| Conditional Format  Cell Insert Delete Forn
p F Format Painter l U )| | —— || || #= £ | B merg | - (|58 3] Formatting ~ as Table = Styles ~ - - &
Clipboard (F] Font F} Alignment Ta Number (F] Styles Cells
D9 - (2 f-|
A B = D E F G H | J K
1 (0910324564 jkennyl0@ncaa.org Kenny Juliette IF 1 WCC 5/03/1989 RYE us NY
2

h. Save the text file and return to the Compliance Forms Database. As noted above, if the text file was
created using Microsoft Excel, it must be saved as type Text (Tab delimited) (*.txt).

i. Click Browse, select the text file and click Import from Text File.

. Welcome Comp_Form Test_User
Compliance Forms Purdue University

Institution Academic Year: 2011-2012

Create Squad List Edit Staging List teview/Email Squad List Resources

| Import from Text File Importfrom WLl |mport from IRL  Import from Compliance Assistant  |mport from Roll-Over

Import from Text File

_ p— T
Text File: Import from Text File
- e ————

(This will import student-athlete data from a "tab delimited™ text file)

J. After successfully importing the text file, the text box will populate with “Data from text file imported”.

. Welcome Comp_Form Test_User
Compliance Forms Purdue University

Institution Academic Year: 2011-2012

e Squad List Edit Staging List levie nail Squad List

| Importfrom Text File  Import from WLI  Import from IRL  Import from Compliance Assistant  Import from Roll-Owver

Data from text file has successfully imported.

k. If the data has not been imported successfully, an error message will appear.
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- Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

22’ |nstitution Academic Year: 2011-2012 Log Out

Create Squad List Edit Staging List : v/Email Squad List

Impaort from Text File Importfrom NLI  Importfrom IRL  Import from Compliance Assistant  Import from Roll-Owver

Your text file import has failed due to the following errors. Data has not been imported. Please correct your text file and try again.

Row HNo.  NCAA ID First HName Last Hame Problem with Data

1 0910324564 Kenny Juliette Country Code is not valid!

Importing from the National Letter of Intent Database

a. The Import from NLI option allows the institution to import student-athlete data contained in the National
Letter of Intent database.

. Welcome Comp_Form Test_User
Compliance Forms A F—— Close

=a' [Institution Academic Year: 2011-2012 Log Out

Create Squad List Edit Staging List iew/Email Squad List Re:

Welcome!

Fleasze select from below:

e —
| Import from Text File {lrlﬂ_:_}ortfrom r\_1_|'_'|:_) Importfrom [RL  Import from Compliance Assistant  Import from Roll-Cver
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b. Click Import from NLI. The following page will appear:

: Welcome Comp_Form Test_User
Compliance Forms e e

2! [nstitution Academic Year: 2011-2012 Log Out

Create Squad List Edit Staging List

| Import from Text File Impodfrom MLl [ImpordfromIRL Imporfrom Compliance Assistant Import from Roll-Over

Import from National Letter of Intent (NLI)
Sioning/Academic Vear -

(This will pull student-athlete data for selected signing/academic year for which student-athletes have signed a National Letter of Intent. )

c. Select a signing/academic year from which to import student-athlete data by clicking the
Signing/Academic Year drop-down box.

d. Click the Import from NLI button to import student-athlete data for the selected signing/academic year.

] Welcome Comp_Form Test_User
Compliance Forms S

=a' [nstitution Academic Year: 2011-2012

Create Squad List Edit Staging List leview/Email Squad List Resources

Import from Roll-Over

| Importfrom Text File Importtfrom ML Importfrom IRL  |mport from Compliance Assistant

Import from National Letter of Intent (NLI)
e ——
Signing/4cademic Year "(J_ Impaortfrom NLI D

(This will pull student-athlete data for selected signingracademic year for which student-athletes have signed a Mat

e. A message will appear indicating that the system is processing the user’s request. The user should refrain
from clicking the Import from NLI button multiple times.
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- Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

=a' [nstitution Academic Year: 2011-2012 Log Out

Create Squad List Edit Staging List ! 3 ist R

| Importfrom Text File [mportfrom NLI Importfrom IRL  Import from Compliance Assistant  [mport from Roll-Over

Import from National Letter of Intent (NLI)

Signing/Academic Year - Importfrom NLI Import may take a few minutes. Please wait. Importing data &
(This will pull student-athlste data for selected signing/al Transparent Image [ch student-athletes have signed a National Letter of Intent. )

f. A message will appear indicating that the student-athlete data for the selected signing/academic year has
been successfully imported via the NLI database.

. Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

=a' Institution Academic Year: 2011-2012 Log Out

Edit Staging List Review/Email Squad List Resources

guad List

| Import from Text File |mportfrom NLI Import from IRL  Import from Compliance Assistant  Import from Roll-Over

Import from National Letter of Intent (NLI)

Signing/4cademic Year - [ Import from NLI ]
{This will pull student-athlete data for selected signingfacademic year for which student-athletes have signed a Mat

C: NLI data successfully impoD

Importing Data from the Institutional Request List (IRL)/NCAA Eligibility Center

a. The Import from IRL option allows the institution to import student-athlete data contained in the NCAA
Eligibility Center database.
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: Welcome Comp_Form Test_User
Compliance Forms A i— Close

Institution Academic Year: 2011-2012 Log Out

guad List Edit Staging List

Welcome!

Please select from below:

- rr——
| Import from Text File  Import from ML ¢ Import from IRL ) Import from Compliance Assistant  Import from Roll-Over
e —

[ Import IRL Data from Eligibility Center database. i

b. Click Import from IRL. The following page will appear:

: Welcome Comp_Form Test_User
P Compliance Forms Purdue University Close
Institution Academic Year: 2011-2012 Log Out

quad List

Edit Staging List Review/Emai Resources

| Import from Text File |mportfrom ML Importfrom IRL  [mpor from Compliance Assistant |mport from Roll-Owver

Import from IRL

Recruitment Cycle M Import from IRL
(This will pull student-athlete data from the MCAA Eligibility Center for selected Recruitment Cycle. )

c. Select an academic year from which to import student-athlete data by clicking the Recruiting Cycle drop-
down box.
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Compliance Forms m"’(}":?:mm“ﬁl_“ﬂ!r
g’ Institution A —

Create Squad List

Edit Staging List Review/Email Squad List Resources

| Import from Text File Importfrom NLI  [mportfromIRL  Import from Compliance Assistant  [mpaort from Roll-Over

Import from IRL

Recruitment Cycle - ’ Importfrom IRL
= __—

dent-athlete data from the NCAA Eligibility Center for selected Recruitment Cycle. )

d. The institution should note that the 2010-11 academic year is not available for selection. For IRL
activation and monitoring purposes, the NCAA Eligibility Center has transitioned from the academic year
in which recruitment occurred to the academic year in which enrollment is expected to occur. The 2005-
06 through 2009-10 academic years reflect the academic years in which student-athletes were recruited.
The 2011-12 academic year reflects the academic year in which student-athletes enrolled.

For example:

1)  Select 0708 to import student-athlete data for student-athletes who were recruited during 2007-08
but enrolled during 2008-009.

2)  Select 0910 to import student-athlete data for student-athletes were recruited during 2009-10 but
enrolled during 2010-11.

3) Select 1112 to import student-athlete data for student-athletes who were recruited during 2010-11
but will enroll during 2011-12.

e. Please note that the institution must select an academic year from the Recruiting Cycle drop-down box.
This field may not be left blank.

Importing Data from Compliance Assistant (CA)

a. The Import from Compliance Assistant option allows the institution to import student-athlete data
contained in CA.
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Compliance Forms Welcome Comp_Form Test_User
ituti Purdue U
Institution urdue University

Close
Academic Year: 2011-2012

Log Out

Create Squad List Edit Staging List

Resources

Welcome!

Please select from below:

|ImgortfromTextFiIe Import from MLI  Import from IRL« Import from Compliance Assistanty Import from Roll-Over

l Import Data from Compliance Assistant ]

b. Click Import from Compliance Assistant. The following page will appear:

Compliance FOrms Welcome Comp_Form Test_User

. . Purdue University
Institution Academic Year: 2011-2012

fl Close
Log Out

Staging List

| Import from Text File  Importfrom ML Import from IRL  Import from Compliance Assistant  |mport from Roll-Over

Import from Compliance Assistant (CA)

Academic Year - Import from CA

(This will pull student-athlete data from Compliance Assistant for selected academic year. )

c. Select an academic year from which to import student-athlete data by clicking the Academic Year drop-
down box.

Compliance Forms Welcome Comp_Form Test_User

. . Purdue University
Institution Academic Year: 2011-2012

ns Close
Log Qut

Create Sguad List dit Staging List Res

| Import from Text File  Import from MLI

Import from IRL  |Import from Compliance Assistant  |mport from Roll-Owver

Import from Compliance Assistant (CA)

Academic Year —‘\') [ Import from CA
H—

| student-athlete data from Compliance Assistant for selected academic year. )
2012

2010
2009
2008
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d. Click the Import from CA button to import student-athlete data for the selected academic year.

. Welcome Comp_Form Test_User
Compliance Forms A T— Close

Institution Academic Year: 2011-2012 Log Out

quad List Edit Staging List A /Ema Resources

| Import from Text File  |mport from ML Import from IRL  Import from Compliance Assistant  Impor from Roll-Over

Import from Compliance Assistant (CA)
_.l-""'_'_'_‘_‘_'"-h_

Academic Year U ‘< Import from CA >
(This will pull student= a from Compliance Assistant for selected academic year. )

e. If no student-athlete data has been entered for the selected academic year, a message will appear in the
text box located to the right of the Import from CA button.

. Welcome Comp_Form Test_User
Compliance Forms e i— Close

Institution Academic Year: 2011-2012 Log Out

Create Squad List

Edit Staging List R

| Import from Text File Importfrom MLl Impor from IRL  Import from Compliance Assistant  |mport from Roll-Over

Import from Compliance Assistant (CA)

Academic Year - [ Import from CA
(This will pul student-athlete data from Compliance Assistant for selected academic year. )

No CA data available for selected academic
vear.

h""""‘--.._,____

Importing Data from Roll-Over

Under construction!
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Section No. 3: Editing the Squad List

Edit Staging List Overview

The Edit Staging List area is where imported student-athlete data is pooled and displayed. It can be
considered the squad list working area. Institutions must check the Edit Staging List area after importing
data to identify duplicate student-athlete records, identify any incorrect information, and to move student-
athletes to the final squad list. Duplicate student-athlete records appearing in the same sport may not be
moved from the staging area to a squad list.

Viewing Imported Data

a. To view and edit imported student-athlete data, click the Edit Staging L.ist tab.

: Welcome Comp_Form Test_User
Compliance Forms e

Institution Academic Year: 2011-2012

4 Fd

quad List Review/Email Squad List Resources

Welcome!

Please select from below:

| Import from Text File  |mport from MLl Impodfrom IRL  Import from Compliance Assistant  |mport from Roll-Over

b. The following screen will appear:

. Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

Institution Academic Year: 2011-2012 Log Out

Create Squad List i i i Review/Email Squad List Resources

Show/Hide Filter Refresh Data Add Student Delete Entire Data from Staging|

Sport ¥  First Name: Last Name: Potential Duplicates? h

Action | Duplicate  [NCAAID [Hame |Div [ Sport | Email [Type | Details
Mo matching data found

c. Select the appropriate sport from the drop-down box.
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. Welcome Comp_Form Test_User
Compliance Forms P ——— Close

Institution Academic Year: 2011-2012 Log Out

e
ide Filter Refresh Datamment Delete Entire Data from Staging|

Sport Women's Cross Country i ast Mame: Last Name: Potential Duplicates? i
Women's Cricket - Fﬁ‘;

[Div [ Sport | Email [Type | Detail

Women's Equestrian
Women's Fencing
Women's Golf
Women's Gymnastics
Women's lce Hockey

d. Click the Filter button to display the imported student-athlete records.

: Welcome Comp_Form Test_User
- Compliance Forms Purdue University Close
Institution Academic Year: 2011-2012 Log Out

Edit Staging List

Show/Hide Filter Refresh Data Add Student Delete Entire Data from Staging
Sport Women's Crass Country ¥ FirstMame: Last Name: Potential Duplicates? h Q

e. The following screen will appear:

Welcome Comp_Form Test_User
Purdue University Close
Academic Year: 2011-2012 Log Out

Compliance Forms
Institution

Create Squad List Edit Stag Review/Email Squad List Resol

ShowHide Filter Refresh Data Add Student Delete Entire Data from Staging

Sport Women's Cross Country ¥ First Name: Last Mame: Potential Duplicates? M
[Action | Duplicate  [NCAAID _ |Name [Div__ [Sport [ Email [Type | Details [ Action
| Move | | 0910324564 * | Juliette, Kenny [ | Women's Cross Country | kenny10@ncaa.org |Frosh  |os/03i1989, RYE, NY, US | Delete

Understanding the Imported Data

a. Imported data will be displayed in the format below:

Show/Hide Filier Refresh Data Add Student Delete Entire Data from Staging
Sport Women's Cross Country ™ FirstName Last Mame: Potential Duplicates? h
[Action [ Duplicate  [NCAAID _ |Name [Div_ [Sport [ Email [Type | Details [ Action

[ move | | 0910324564 * | Juliette, Kenny [1 | Women's Cross Country | ikenny10@ncaa.org |Frosh | 0s/0311988, RYE, NY, US | Delete
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1)

2)

3)

4)

Action

The Action column located on the left-hand side of the main screen provides the institution with the
option to move a particular student-athlete to the squad list. After the student-athlete record has
been reviewed and verified, click the Move link in the Action column to the left of the student-
athlete’s name to move the student-athlete to the squad list.

Duplicate
The Duplicate column indicates whether a student-athlete has the same NCAA ID as another
student-athlete entered into the system.

NCAA ID

The NCAA ID column displays the NCAA ID of the student-athlete. If there is a red asterisk (*)
next to the student-athlete’s NCAA ID, the displayed NCAA ID cannot be found in the NCAA
Eligibility Center database. Student-athletes with an unrecognizable NCAA ID cannot be moved to
the squad list.

Name

The Name column displays the student-athlete’s first and last name. The name display contains a
hyperlink which, when clicked, creates a pop-up window. The institution may update a student-
athlete’s demographic information via the pop-up window. Click Save to save changes to the
student-athlete’s record in the database and Close to refresh the main data page.

Student-Athlete Information
Fields marked with ™ are required fields.
If you want to view or update a student-athlete's record, enter the MCAA 1D and click anywhere on this page. The student-athlete’s first name, last name and date of birth will be populated for you.
If you think the NCAA ID of student-athlete is incorrect, click on the the "Lookup NCAA ID" to find the student-athlete. If you don't find the student-athlete, you can create a student-athlete record and NCAAID.

Please search for the student-athlete thoroughly before creating new student-athlete record and NCAA ID.

Academic Year:
NCAA ID: *

First Name: *

DOB:
Division: *
Country:

City:

Update Student-Athlete in Staging Area

2011-2012 Student Type: Incoming Freshman «
0910324564

Kenny Last Name: * Juliette

05/03/1989 [ Email Address: jkenny10i@ncaa.org

[ Sport: * Women's Cross Country -

UNITED STATES OF AMERICA -

RYE State: NEW YORK -

| Save | | Reset | | Close |

The updating of NCAA ID, Student Type, Division, and Sport Code will update the selected
student-athlete record on the main screen of the staging area. The updating of other fields will
update all identical records of the student-athlete in the database.
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5) Div
The Div column displays the division of the student-athlete’s sport.

6) Sport
The Sport column displays the student-athlete’s sport.

7)  Email
The Email column displays the student-athlete’s email address.

8) Type
The Type column displays the student-athlete’s status as an incoming freshman (IF), incoming
transfer (IT) or returning student (RS).

9) Details
The Details column displays the student-athlete’s date of birth (mm/dd/yyyy) and the student-
athlete’s home city, state and country. This data may be modified by clicking the student-athlete’s
name.

10) Action
The Action column on the right-hand side of the main screen provides the institution with the option
to delete a student-athlete record from the staging area.

Edit Squad List Functions

a. In addition to the Filter function, the institution should make note of the Refresh Data, Add Student and
Delete Entire Data from Staging functions that appear in the Edit Staging L.ist area.

CAamn ance Fﬁrﬁ.: Welcome Comp_Form Test_User
nn L v = Purdue University
Institution Academic Year: 2011-2012

Edit Staging List Review/Email Squad List lesources

Create Squad List

Show/Hide Filte£ Refresh Data  Add Student Delete Entire Data from Staging
__,_-—l—"--’-
Sport Waomen's Cross Coun Frstiare: Last Name: Potential Duplicates? M
Action | Duplicate NCAA ID Hame Div Sport Email Type Details
[Move | [ 0910324564 * [ Juliette, Kenny I [ Women's Cross Country [ kenny10@ncaa.org [Frosh | 05/03/1988, RYE, NY, US

1) Refresh Data
Click Refresh Data to refresh the data in the screen per the filter defined earlier (e.g., sport).

2) Add Student
Click Add Student to add a student-athlete to the staging area.
Once clicked, the following pop-up window will appear:
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Add Student-Athlete to Staging Area
Student-Athlete Information
Fields marked with ™" are required fields.

If you want to add a student-athlete's record, enter the NCAA ID and click anywhere on this page. The student-athlete’s first name, last name and date of birth will be populated for you.

If you don't know the NCAA ID of student-athlete, enter student-athlete’s first name, last name and click on the the "Lookup MCAA ID™ to find the student-athlete. If you don't find the student-athlete, you can
athlete record and NCAAID.

Please search for the student-athlete thoroughly before creating new student-athlete record and NCAA ID.

Academic Year: 2011-2012 Student Type: -
NCAAID: *

First Name: * Last Name: *

DOB: 3 Email Address:

Division: * - Sport: * -
Country: -

City:

Add Student ] I Reset] ICIose ]

e Complete ALL fields.

e Click the Add Student button to add the student-athlete to the database. Click the Close button

to refresh the main screen of the staging area. The new student-athlete record will appear on
the main screen.

3) Delete Entire Data from Staging

Click Delete Entire Data from Staging to delete all imported student-athlete data from the staging
area.

Creating an NCAA ID

a. Using the Add Student function, the institution may create an NCAA ID for a student-athlete who has not
registered with the NCAA Eligibility Center or has not otherwise been assigned an NCAA ID.

b. Click the Add Student link.
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- Welcome Comp_Form Test_User
i Fomph_ance Forms Purdue University Close
nstitution Academic Year: 2011-2012 Log Out

Edit Staging

e ——
Show/Hide Filter Refresh Data Sﬂ.dd Student ) Delete Entire Data from Staging

Sport Women's Cross Country ¥ FirstMame: Last Mame: Potential Duplicates? v
[ Action [ Duplicate  [NCAAID  [Name [Div_ [ sport | Email [Type | Details
[move ] [ 0910324564 * | Juliette, Kenny [1 [ Women's Cross Country [ jkennyi0@ncaa.org [Frosh [ 05/03/1988, RYE, NY, US

c. The following screen will appear:

Add Student-Athlete to Staging Area

Student-Athlete Information
Fields marked with ™ are required fields.
If you want to add a student-athlete's record, enter the NCAA ID and click anywhere on this page. The student-athlete’s first name, last name and date of birth will be populated for you.

If you don't know the NCAA ID of student-athlete, enter student-athlete’s first name, last name and click on the the "Lookup MCAA ID" to find the student-athlete. If you don't find the student-athlete,
athlete record and NCAA ID.

Please search for the student-athlete thoroughly before creating new student-athlete record and NCAA ID.

Academic Year: 2011-2012 Student Type: -
NCAAID: >
First Name: * Last Name: *

Lookup NCAAID

DOB: ) Email Address:

Division: * - Sport:* -
Country: -

City:

[ Add Student ] ’Reset] ’CIose]

d. Click the Lookup NCAA ID button.
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Academic Year: 2011-2012 Student Type: -
NCAAID:*

First Name: * Last Name:*

DOB: g Email Address:

Division: * - Sport: *

Country: -

City:

[ Add Student ] [Reset] [Close]

e. The following screen will appear:

HCAA ID Lookup

Search Criteria

Date of Birth:

) Don't Know

First Mame: Last Mame: Graduation Year:
Select Graduation Year -
City: State: Country:
Select State v @usa O other ©
High School Name: High School City: High School State:

SelectHigh School State -

IRL ar MLI Sport:

Select Sport -

Tutorial Mode: On

rasd Hein (ED

The HCAA D Lockup Tool allows the user to find the assigned NCAAID of a prospective or enrolled student-athlete registered with the Eligibility
Center. The feature also allows the user to create an NCAAID for a prospective or enrolled student-athlete not registered with the Eligibility

Center. Users in all divisions can create an NCAA ID for student-athletes using this tool.
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f. Complete all fields.

HCAA ID Lookup

Search Criteria

First Mame:

Juliette

City:

Rye

High School Hame:
Rye High School

IRL or MLI Sport:

Women's Cross Country

Last Hame:

Kenny
State:

MEW YORK
High School City:

Rye

Create NMCAAID

” Reset]

Found O records.

Graduation Year:
20Mm
Country:
v @ usa O Other
High 5chool State:
NEW YORK

Date of Birth:
- 05/03/19589

() Dom't Know

Tutorial Mode: On

resd Heis (ED

Mo students match your search criteria. Please double-check your input fields before creating a new NCAA ID by verifying spelling, date of birth,
hemetown, high school, etc. If your student did not register with the Higibility Center, then use the "Create NCAA ID” button to continue.

g. Click the Create NCAA ID button.

HCAA ID Lookup

Search Criteria

First Mame: Last Mame:
Juliette Kenny

City: State:

Rye MEW YORK
High 5chool Hame: High School City:
Rye High School Rye

IRL or MLI Sport:

Waomen's Cross Country -

e —
Q Create NCAAID _L[)Qeset]
ound UTeTOTOS———

Found UTeT

Graduation Year:
2011
Country:
v @usa @ Other
High School State:
NEW YORK

Date of Birth:

- 05/03/1989

() Don't Know

Tutorial Mode: On

rend Heis (ED

Mo students match your search criteria. Please double-check your input fields before creating a new NCAA ID by verifying spelling, date of birth,
hometown, high school, etc. If your student did not register with the Eligibility Center, then use the "Create NCAA ID” butten to continue.
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h. The following screen will appear:

NCAA ID Lookup Tutorial Mode: On

raed Haip D

Refine your search

NCAA ID Creaticn

First Name: Last Hame: Graduation Year: Date of Birth

Juliette Kenny 20m ~ 05/03/1989 T
City: State: Country:

Rye MEW YORK = UNITED STATES OF AMERICA -
High 5chool Name: High School City: High School State:

Rye High School Rye NEW YORK -

To create an MCAA ID for the student, you should enter all of the informaticn into the appropriate fields on the MCAA ID Creaticn screen and click
the "Create” button.

i. Click the Create button.

NCAA ID Lookup Tutorial Mode: On

need Heio (D

Refine your search

NCAA ID Creation

First Mame: Last Name: Graduation Year: Date of Birth
Juliette Kenny 20m + 05/03/1989 I
City: State: Country:
Rye NEW YORK * UNITED STATES OF AMERICA -
High 5chool Name: High 5chool City: High 5chool State:
Rye High School Rye MNEW YORK -
e
( Create )
s Sy

To create an NCAA D for the student, you should enter all of the infermaticn into the appropriate fields on the NCAA ID Creation screen and click
the "Create” button.
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J. Re-open the Add Student window. The following fields will be pre-populated:

o Academic Year
. NCAA ID

. First Name

o Last Name

. DOB

. Division

k. Complete the remaining fields and click the Add Student button.

Academic Year: 20mM1-2012 Student Type: Incoming Freshman

NCAA ID: * 1106C38241

First Name: * Juliette Last Name: * Kenny

DOB: 0503/1989 7 Email Address: jkenny20i@ncaa.org

Division: * | - Sport: * Women's Track, Outdoor -
Country: UNITED STATES OF AMERICA v

City: Rye State: NEW YORK -

Reset Close

I. A message will appear indicating that the student-athlete record has been added successfully.

DOB: 05/03/1983 75 Email Address: jkenny20@ncaa.org

Division: * | - Sport.* Women's Track, Outdoor -
Country: UNITED STATES OF AMERICA -

City: Rye State: NEW YORK -

[ Add Student ] ’Reset] ’CIose]

@ successfully @

m. Click the Close button to close the window.
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Section No. 4: Emailing a Student-Athlete

a. To email a student-athlete and request that he or she complete the compliance forms, click the
Review/Email Squad List tab. The following screen will appear:

: Welcome Comp_Form Test_User
Fomph_ance Forms Purdue University Close
nstitution Academic Year: 2011-2012 Log Out

Edit Staging List Review/Email Squad List

Show/Hide Filter Refresh Data Show Entire Squad List  Send Email|

Sport T First Mame: Last Name:

[[] |Status [NCAAID |Name |Div | Sport | Email | Type | Details
No matching data found

b. In addition to allowing the institution to email a student-athlete, the Review/Email Squad List function
allows the institution to update a student-athlete’s demographic details or delete a student-athlete from the
squad list. The Review/Email Squad List screen closely resembles the Edit Staging List screen but
serves a different purpose.

c. Select the appropriate sport.

- Welcome Comp_Form Test_User
Fompll_ance Forms Purdue University Close
nstitution Academic Year: 2011-2012 Log Out
Create Squad List Edit Staging List Review/Email Squad List
_.l-l"'"_'-_'_'_‘_‘__‘-""'h._
owiHide Filter Refresh Data Entire Squad List Send Email |
Sport v irst Mame: Last Mame:
Men's Sailing e [Div_| Sport Email [Type | Detai
Nom 's Skiing
Men's Slow Pl oftball
Men's Soccer
Men's Squash

Men's Swimming
Men's Tennis
Men's Track

Men's Track, Indoor

Men's Track, Qutdoor
Men's Triathlon
Men's Volleyball
Men's Water Polo

d. After selecting the sport, click the Filter button to the right.
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- Welcome Comp_Form Test_User
Compliance Forms Purdue Universiy Close

Institution Academic Year: 2011-2012 Log Out

Review/Email Squad List

Show/Hide Filter Refresh Data Show Entire Sguad List Send Email ——
| Men's Water Polo ~ | First Name: Last Name: Q

[] |Status |NCAAID  |Name |Div | Sport Email | Type | Details |
No matching data found

e. The student-athlete records that were moved to the squad list should appear.

Welcome Comp_Form Test_User
Purdue University Close
Academic Year: 2011-2012 Log Out

Compliance Forms
Institution

Edit S Review/Email Squad List Resources

Show/Hide Filter Refresh Data Show Entire Squad List Send Email
Sport Men's Water Palo ¥ FirstName: Last Mame:

[[] | Status [NCAAID  |Name [Div_ | Sport | Email | Type | Details
& |o |11uac40241 |-_q_ Kenny. Gregory || |Men'5WaterPDID |gkenny1ﬂ@ncaa.urg |Fmsh |usf1sf1990, Rye, NY, US

f. Select the student-athlete the institution wishes to email by clicking the checkbox to the left of the Status
column.

. Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

Institution Academic Year: 2011-2012 Log Out

Edit S

Create Squad List

ging List Review/Email Squad List

Show/Hide Filter Refresh Data Show Entire Sguad List Send Emﬂ
Sport Men's Water Polo *  First Mame: Last Name:
#1T™ Status NCAA ID Name Div Sport Email Type Details
E o 1106C40241 | . Kennv, Gregory | Men's Water Polo gkenny10@ncaa.org Frosh 08181990, Rye, NY, US

g. Click the Send Email link above the data chart.

- Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

Institution Academic Year: 2011-2012 Log Out

Create Squad List Edit S Review/Email Squad List

Show/Hide Filter Refresh Data Show Entire Squad List £ Send Email

Sport Men's Water Polo ¥ FirstName: LastMame:

7 Status NCAA ID Hame Div Sport Email Type Details
o 1106C40241 | ¥_ Kennv, Gregory | Men's Water Polo gkenny10@ncaa.org Frosh 08181990, Rye, NY, US
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h. The following message will appear:

H Welcome Comp_Form Test_User
Compliance Forms Purdue University Close

Institution Academic Year: 2011-2012 Log Out

Edit ng List Review/Email Squad List

Show/Hide Filter Refresh Data Show Entire Squad List Send Email
Sport Men's Water Polo ¥ FirstName: Last Mame:
Status NCAA ID Name Div Sport Email Type Details
[+] 1106C40241 | 19_ Kennv. Gregory | Men's Water Polo gkenny10@ncaa.org Frosh 08/18/1990, Rye, NY, US

2201

Message from webpage

i. Click the OK button to send an email to the selected student-athlete with login information to access the
compliance forms questionnaire application.

Section No. 5: Monitoring Completion of the Forms

a. To monitor the student-athlete’s completion of the forms, visit the Review/Email Squad List screen.
Student-athlete data will be displayed in the following format:

Status | NCAAID Name Div_ | Sport E-mail Type Details

o 0311012466 | ¥ DANIEL, JOHNY n Field Hockey nkumar&@ncaa.org « Transfer | 09/0%1985, INDIANAPOLIS, INDIANA, US Delete

« N ] 0708228773 | ¥ KOVACEVIC, MARK | Field Hockey nkumar2@ncaa.org « Frosh 0211801997, INDIANAPOLIS, MICHIGAN, US Delete

o_ « v | 0510000825 | ¥ KUMAR, HANDA I Field Hockey nkumar@ncaa.org « Frosh 05/18/1998, CROWN POINT, INDIANA, US Delete

0— ¥ 0612116281 | ) PETER. JOHN | Field Hockey nkumar3@ncaa.org « Frosh 09/0%/1586, INDIANAPOLIS, INDLANA, US Delete
1)  Status

The icon in the Status column will change to reflect the student-athlete’s progress. For example, the
black and gold star icon indicates that the compliance forms have not been completed.
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Completion Status and Issues

Forms have not been completed.
No questions have been answered.
Forms have not been submitted.

Forms are incomplete.
Student-athlete answered at least one question.
Forms have not been submitted.

Forms have been completed.

Student-athlete answered at least one question in a
manner that requires follow up by the institution.
Forms have been submitted.

Student-athlete answered “Yes” to one or more
questions related to drug testing.

Student-athlete has a question for the compliance office.

Compliance office has not received the student-athlete’s
minor consent form.

PDF report of questions and student-athlete’s answers.

Page No. 29
Status
o
]
Q.
[r:1
|
2) NCAAID

3)

The NCAA ID column displays the NCAA 1D of the student-athlete. If there is a red asterisk (*)
next to the student-athlete’s NCAA ID, the displayed NCAA ID cannot be found in the NCAA
Eligibility Center database.

Name

The Name column displays the first and last name of the student-athlete. The name display contains
a hyperlink which, when clicked, creates a pop-up window. An institution may make changes to a
student-athlete’s demographic information via this window. Click Save to save changes to the

student-athlete’s record in the database. Click Close to refresh the main data page.
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Student-Athlete Information

Academic Year
HCAA ID:
Student Type:
First Name:
Last Hame:
Date Of Birth:
Email Address:

Country:

City:

Division: | |

Update Squad Student-Athlete

Incoming Freshman -

gkenny10@ncaa.org

UNITED STATES OF AMERICA
Rye State: MNEW YORK
sport: Men's Water Polo -

I Save I I Fieset] I Close I

The updating of NCAA ID, Student Type, Division, and Sport Code will update the selected
student-athlete’s record on the main screen of the staging area. The updating of other fields will

update all identical records of the student-athlete in the database.

If a student-athlete is under the age of 18, the student-athlete will be identified as a minor in the pop-
up window. Once the institution has received the student-athlete’s minor consent form, the
institution may check the box to the right of MINOR Consent Form Received?.

If a student-athlete has completed and submitted the compliance forms, the student-athlete cannot

make revisions to previous answers. The institution may unlock the student-athlete’s record by

clicking Unlock Student if the institution deems it appropriate to do so.

4) Div

The Div column displays the division of the student-athlete’s sport.

5) Sport

The Sport column displays the student-athlete’s sport.
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6) Email
The Email column displays the student-athlete’s email address. Upon clicking the Send Email link,
the following screen will appear:

Welcome Comp_Form Test_User
Purdue University
Academic Year: 2011-2012

Compliance Forms
Institution

Close
Log Qut

Create Squad List Edit Staging List Review/Email Squad List Resources

Show/Hide Filter Refresh Data Show Entire SguadList Send Email
Sport Men's Water Polo v FirstMame: Last Mame:
(& Status NCAAID Hame Div Sport Email Type Details
= Q 1106C40241 | ¥_ Kennv, Gregory | Men's Water Polo <: Email Sent :) Frosh 0&8M8/1990, Rye, NY, US

If an email has already been sent to a student-athlete, upon refreshing the screen data, a check mark
will appear next to the student-athlete’s email address.

Welcome Comp_Form Test_User
Purdue University
Academic Year: 2011-2012

Compliance Forms
Institution

4 Fd

Edit Staging List Review/Email Sguad List Resources

Create Sguad List

Show/Hide Filter Refresh Data Show Entire Squad List Send Email
Sport Men's Water Polo T First Name: Last Mame:
[] | Status NCAA ID Name Div Sport Email Type Details
0 (e 1106C40241 | % Kenny. Gregory I Men's Water Polo C_M) Frosh 08/18/1990, Rye, NY, US

NOTE: The initial email will include the student-athlete’s username, password, URL link to the
forms and a notation that the student-athlete’s password will expire in seven days. Subsequent
emails will only include the student-athlete’s username, password and the URL link to the forms.

7)  Type
The Type column displays the student-athlete’s status as an incoming freshman (IF), incoming
transfer (IT) or returning student (RS).

8) Details
State and country. This data may be modified by clicking the student-athlete’s name. The Details
column displays the student-athlete’s date of birth (mm/dd/yyyy) and the student-athlete’s home
city,

9) Action

The Action column on the right-hand side of the main screen provides the institution with the option
to delete a student-athlete’s record from the staging area.
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Section No. 6: Submitting Comments and Questions

Please direct comments and questions regarding the NCAA Compliance Forms Database to
ncaatechnology@ncaa.org.

http://documentcenter.ncaa.org/msaa/ama/Compliance/ComplianceForms/2011-12/2011-12ComplianceFormsDatabaselnstitutionalManual08.16.11JK_dks.doc


mailto:ncaatechnology@ncaa.org

