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Go to www.NCAA.org, then click on the “My Apps” tab along the top of the page (circled in red below).  
 

 
 
[If you do not already have access to the NCAA.org single sign on (SSO), you will need to request access with 
the SSO administrator at your school. If you do not know who the SSO administrator is, work with your 
athletics office who should be able to connect you with that person. The SSO administrator will need to grant 
you access to SSO and give you access to the Rowing Results Reporting application.] 
 
 
Enter your email and log in.  
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Click “Rowing Results Reporting”. 

 
You should be signed in and your school listed in the top right. [For purposes of this tutorial, we entered in test 
data in the name of the host for the 2021 and 2022 NCAA Women’s Rowing Championships.]  
 
Note the tabs at the top of the screen in the blue bar.  
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If you click “Home Course”, you will bring up the entry page where you can enter the name and address of your 
venue.  

 

 
 
 
 

If you click “Team”, you will bring up the screen where you can enter your team roster and enter contact 
information for your coaches and other personnel. Click “Add Roster” to enter in your team roster.  
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Click “Coaches/Personnel”, then click “Add Coach” 
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Enter in your coaches and personnel that would travel to the championships if your team is selected (trainer, 
SID, and/or administrator) 

 

 
 
Click “Events” to enter in your schedule.  Later you will go to “Events” to enter or view results of those events.   
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Click “Add Event” to enter each event for your schedule. Add the date and find the course in the drop-down 
menu. You can type in a key word to search for a course or host school. If you can’t find a course, contact Kelly 
Whitaker (kwhitaker@ncaa.org).  

 

 
 
As you enter your events, you will see that it builds your schedule for the year. If you need to edit the event (for 
example, a change of date due to weather), click the pen icon. If you need to delete an event, click the trashcan 
icon.  
 
Once the date of an event has been reached, a stopwatch icon will appear (circled in red below). This is where 
you can click to enter in results if you are the host or designated to enter the results of an event.   
 

 
 

Start by entering in the conditions of the overall event. Later, there is a place within each race where comments 
can be entered at the race level, if needed.  
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Once conditions are entered, click “Add Race” to enter in the races.  
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Use the drop-down menus to select the race number, race type, distance (which is defaulted to 2,000m, but can 
be changed), and select boat category. Then click “Add Race Result”.  
 

 
Add institutions from the drop-down menu; you can type in a key word to search for a team name to do a 
search. Select the boat classification from the dropdown, then enter their time.  When entered, click “Save” or 
“Save and Add New” to enter more results.  
 
 

 
 

You will notice that there are choices of I Eight or II Eight or Other for an Eights race. This is where you can 
indicate which boat is in that race. Sometimes, it is all “I Eights” in a race. Other times, there may be a “II 
Eight” racing in a “I Eights” race. If you know that information, enter it. If you do not, just enter it in as a “I 
Eight” and a team can send a comment or a dispute when they go in to verify the race and enter lineups. If this 
happens, you will be notified of the dispute and you can go back in to change it to the correct category. 
If a team races two boats in a race, only one can be the “I Eight”, the second entry must be entered as a “II 
Eight” or an “Other”.  
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If it is not a “I Eight” or a “II Eight”, select “Other”. Once you select “Other”, a line appears titled “Boat 
Classification – Other”. Here you can enter in the type, such as “Novice” or “III Eight”.  

 
 

 
 

If one of the boats racing is from an NCAA institution, but it is a club team, you can select the institution from 
the drop-down menu, but you will notice that in the line titled “Boat Classification”, the only choice is “Other” 
because it isn’t a varsity team. In the line “Boat Classification – Other”, you can enter in “Club” or other 
designation. Then enter the time and click “Save” or “Save and Add New”.  
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If one of the boats racing is not from an NCAA institution, select “Other” at the top, then enter a description 
such as “NAIA” or “Club”.  

 
 
Once you enter in all the boats in the race, click “Save”. 
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Once you hit save, it will build the race results list. Here is the place where a race comment can be added, such 
as “a front came through and changed to a headwind” or “damage to XYZ College’s boat in lane 3 due to debris 
on the course in the last 250m”. A comment is not necessary for every race; only for races that need further 
information or explanation. 
 
[Note: This is to enter race specific occurrences that may have affected times or outcomes or explain an 
anomaly. This is not a place to enter anecdotal information like, “Suzy had the flu and didn’t row very well”; 
nor is it a place to complain or protest.] 
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After you have entered in all the races, you won’t be able to submit your complete results until you enter your 
team’s race roster for each race you were in. Click the people icon (circled in red below) to enter your race 
roster.  
 

 
 
 
Enter your race roster and save. The people icon will turn blue when completed. 
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Once all your lineups are entered. You can then click “Submit Complete Results”. There will be a pop-up that 
asks you if you want to “Submit Event Results”, if you are finished, click “Submit”.  
 

 
 
After you hit submit, the coaches entered into the coaches tab for each school in your event will receive an 
email that there are results for them to review.  
 
You will notice after you submit, there is a        by the event. This means it is ready for input by the other teams 
of their lineups to certify the results. Once all of them do, you will see a green check mark         by the event 
meaning the results are confirmed and complete.  
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As a non-host coach for an event, after results are entered by the host, you will go into the event and you will 
see a screen like below. You will notice that only the University of Central Florida has a green        by its name. 
That is because UCF had to complete its race rosters prior to submitting the complete results. The other schools 
have yet to enter theirs into the system but will get a green check once they enter rosters and click the green 
“Certify Race” button (like Indiana University shown below in Race 3). To enter your race roster for each boat, 
you should click the grayed people icon (circled in red below).  
 

 

 

 

It will brink up this screen. When you click “Coxswain” or “Rowers, it will bring down the whole list of 
student-athletes you entered at the beginning of the year, and you simply click the box next to the coxswains 
name and by each rower’s name that was in that boat. After you complete a race roster, the people icon will turn 
blue.       After race roster is entered, and times are reviewed and accurate, click the green “Certify Race” 
button. When you go back to the event screen, you will see a green check        by your school (as you see by 
UCF, and by Indiana in Race 3 in the screenshot above).  
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If you notice an error in the results, you can click “Dispute Results” and a dialogue box will pop up and allow 
you to enter in what you feel is inaccurate (e.g., inaccurate time listed; boat time inaccurate because your II 
Eight raced in the I Eight race; wrong school entered in a race, etc.) Once you enter that, the host will be 
notified of the dispute. 

You can also enter in a race comment, if needed. Reminder, comments are race-specific occurrences that might 
need brought to the committee’s attention, it isn’t a forum to complain or explain something anecdotal.  

If you do not have any dispute, or all things have been cleared, click “Certify Race”.  
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