
MEMBERSHIP PORTAL
QUICK START GUIDE

TO ACTIVATE/DEACTIVATE SPORTS YOUR SCHOOL OFFERS

Once logged in to MyApps, click the Eligibility Center tile to navigate to the Membership Portal. 
The Membership Portal homepage is where important announcements and updates are posted. 
The exact number of tabs at the top of the page will depend on the access granted by your 
school, but typically your screen will include tabs for the topics shown below.

»  Activate a student or 
deactivate a student.

» Update sponsored sport list.

»  Search and track student 
transcripts, task assignments, 
receipt of documents and status.

» Run additional reports.

» How-to videos.

» Update contacts.

»  Request academic  
certification.

» Upload documents.

THE IRL TAB IS  
WHERE YOU CAN:

THE REPORTS TAB IS  
WHERE YOU CAN:

THE RESOURCES TAB IS  
WHERE YOU WILL FIND:  

Click the appropriate 
option under the IRL tab.

Click Update Sports and 
follow these instructions.

Your school’s current sports are on the left.  
Sports that can be added are on the right.

Fill in your search criteria 
and click Go Search. On the next screen, select:

» Sport (you can select multiple sports).

» Recruiting cycle.

Check the box next to selected student’s  
NCAA ID.

Click to activate or deactivate.

TO ACTIVATE / DEACTIVATE A STUDENT

IRL
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http://fs.ncaa.org/Docs/eligibility_center/ECMIP/HowTo/Activate-Deactivate_Sport.pdf
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Enter search criteria to identify 
student-athlete accounts with the 
desired specific details.

To check test scores, transcripts, 
academic and amateur statuses, click 
Get PSA Details. For more detailed 
instructions, click here.

Select the Search Students Details tab. 
Choose the recruitment cycle and enter 
search criteria to identify student-athlete 
accounts with the desired specific details.

Fill in the search criteria to  
request certification.

Choose the Additional Reports tab. 
You may choose from the following:

» No Core-Course List Report.

» Open Tasks Report - Action Required.

» Open Tasks Report - All.

» Student Email Report.

TO TRACK STUDENT-ATHLETE ACCOUNT ACTIVITY
Select the Search Students Details tab under Reports.

TO RUN AN IRL PERFORMANCE REPORT

REQUEST CERTIFICATION

TO RUN ADDITIONAL REPORTS

 Select the students you want to 
follow and click Track Students. 
Selected students’ NCAA ID will turn 
green. You can untrack a student 
using the same method. 

REPORTS

http://fs.ncaa.org/Docs/eligibility_center/ECMIP/Track_PSA_Tutorial.pdf
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UPLOAD DOCUMENTS
Fill in the search criteria to upload:

» Matriculation letters.

Resources to assist with monitoring 
student-athlete accounts available in the 
Resources link include:

» Academic Inconsistency Form.

» Final Certification Disclaimer Form.

RESOURCES
A variety of instructional and educational 
materials for member school contacts 
can be found here, as well as links to the 
latest educational opportunities offered 
by the Eligibility Center.

VIEW UPDATE CONTACTS
Update your school’s contacts. 

Each NCAA member school can have up 
to 10 contacts. The first two contacts 
automatically receive the Eligibility 
Center’s newsletter.

RESOURCES

http://fs.ncaa.org/Docs/eligibility_center/Tutorials/How_to_Update_MI_Contacts.pdf

