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Getting Prepared (for Division III Only)

NCAA Division III student-athletes are not required to register through the NCAA Eligibility Center;
however, in order for the institution to use the NCAA Compliance Forms Database the student-athlete
must have an NCAA ID. Please check and make sure your student-athletes have a profile account and
a permanent NCAA ID before starting the process in the Compliance Forms Database. The ID should
not have a letter in it (this is only a temporary ID and will eventually get deleted out of the system).
First, search the NCAA ID Lookup for the student-athlete to see if they have a Eligibility Center
Certification Account (this would have been a paid account). If the student-athlete does not have an
ID, ask the student-athlete to create a free Profile Page at this address: https://web3.ncaa.org/ecwr3/
and provide you with the ID. Note: Do not use the Create NCAA ID on the NCAA ID Lookup as this
will create a temporary ID. Once you have all the student-athlete IDs you may begin with the
Database.

Section No. 1: Getting Started

This section includes information regarding accessing the NCAA Compliance Forms Database. Access
to the database is granted via the Single-Source Sign-On (SSO) system.

a.  Click the My Apps link in the Membership area of the homepage at www.ncaa.org.
b.  Log into the system using your SSO email and password.

c.  Click the Compliance Forms link on the My Applications page.

My Apps

Recently Used ~ Sort By Name (A-Z)  Sort By Name (Z-A)

Compliance Assistant Requests/Self-Reports Online

If Compliance Forms does not appear in the list on the My Applications page, contact your
institution’s SSO administrator to have the application added to your privileges.


https://web3.ncaa.org/ecwr3/
http://www.ncaa.org/
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d. The following page will appear after logging into the database:

Search

Create Squad List Review/Email Squad List Resources

Edit Staging List

Welcome!
Flease select from below:

| Import from Text File Import from MLI Import from IRL Import from Compliance Assistant Import from Roll-Owver

Section No. 2: Creating a Squad List

This section includes information regarding creating a squad list which can be accomplished using
multiple sources.

You may choose to import data from the following sources to create a squad list:
a. Text File (manual entry);

b.  National Letter of Intent (NLI) database;

c.  Institutional Request List (IRL)/NCAA Eligibility Center;

d. Compliance Assistant (CA); and

e.  Compliance Forms Database Roll-Over.

Importing Data from a Text File

Create Sqguad List Edit Staging List Review/Email Squad List Resources Search Reports

Import from Text Filﬁ Import from MNLI Import from IBEL  Import from Compliance Assistant Import from Rol-Ower

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

b.  Click the Import from Text File link.

Create Sguad List Edit Staging List v/Email Squad List

[ Imporifrom Texi File_Importfrom NLI _Import from IRL _Import from Compliance Assistant _Import from Roll-Over

Import from Text File

Text File: | Ermroe 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 1estEm: aa.org John Clayton IF 3 MFB 124311993 Indianapolis us i

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

NCAA ID should always be 10 alphanumericlong
Studenttype should be 2 characters long. It can only be 'IF, 1T or RS
IF —= Incoming Freshman

IT — Incoming Transfer

RS —= Returning Student

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

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

itcan only be 1,2, or 3

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

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

Valid State Codes: | ALABAMA (AL) =

e
Valid Country Codes:
[UNITED STATES OF AMERICA (US) =1
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c.  The institution may create a text file using Microsoft Notepad or Microsoft Excel.

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

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).

O

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.

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

o O O O O

O O O O O O

NCAA ID (must be 10 digits in length)

Email

First Name

Last Name

Student Type

o Enter IF if the student-athlete is an incoming freshman.

o Enter IT if the student-athlete is an incoming transfer.

o Enter RS if the student-athlete is a returning student.
Division (must be 1, 2 or 3)

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

City

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

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

O

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

o Each student-athlete must appear on a new line.

e.  The data elements must appear as follows:

0910324564 jkennylO@ncaa.org Kenny JulietteIF 1 WCC 5/03/1989 RYE US NY
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f. Below is a sample Microsoft Notepad text file.

B wcC Squad List 2013-14 - Notepad -0l =l

File Edit Farmat Yiew Help

0910324564 jkennyl0@ncaa. org kKenny  Juliette IF 1 WCC 5/3/1989 RYE us NY |
-

4 ¥l

g.  Below is a sample Microsoft Excel text file.

-9~ &= WCC Squad List 2013-14 - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

=1 Wrap Text General - i_zf‘l

= | ¥ Cut
= =3 Copy ~ E
Fad Merge & Center = | $ ~ % » | %0 ;08 | Conditional
Formatting =

Calibri 9 v A A

Paste -
- < Format Painter B 7 U

Clipboard ] Font = Alignment ] Mumber ]

B3 - 2

(]

A B C D E F H J J K L M M |
1 | 810324564 jkennylDE Kenny Juliette IF 1wcCC 5/3/1989 RYE Uz NY

-

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 the Browse button, select the appropriate text file and click the Import from Text File button.

r Create Squad List Edit Staging List Review/Email Squad List Resources Search Reports

| Import from Text Filse Import from NLI Import from IRL Import from Compliance Assistant Import from Roll-Owver

Import from Text File
Text File: | Choose File | Mo file chosen | Import from Text File | | Reset |
(This will import student-athlete data from a “tab delimit SJdext file)

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

Create Squad List Edit Staging List Email Squad List lesources Reports/Search

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

Data from text file has successfully imported.
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k.

If the data has not been imported successfully, an error message will appear.

Import from Ted File  Impor frorm ML Impod from IRL  Impor from Compliance Assistant  Impo from Rell-Cver

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 No.  HCAA ID First Name Last Hame Problem with Data

1 0910324564 Kenny Juligfte Country Code is not vahd!

Importing from the National Letter of Intent (NLI) Database

a.

b.

The import from NLI option allows the institution to import student-athlete data contained in the
NLI database.

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

| Import from Text File (mport from Numnrt from IRL  Import from Compliance Assistant  Import from Roll-Over

Click the Import from NLI link. The following page will appear:

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

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

Import from National Letter of Intent (NLI)

Signing/Academic Year v | | Import from NLI
(This will pull student-athlete data for selected signing/academic year for which student-athletes have signed a Nafional Letter of Intent. )

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

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

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.

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



NCAA Compliance Forms Database
2023-24 Institutional Manual
Page No. 6

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

a.

b.

C.

d.

e.

The Import from IRL option allows the institution to import student-athlete data contained in the
NCAA Eligibility Center database.

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

| Import from Text File  Import from NLIQmDon from IRD Import from Compliance Assistant  Import from Rol-Over

Click the Import from IRL link. The following page will appear:

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

‘ Import from Text File  Import from NLI  Import from IRL  Import from Compliance Assistant  Import from Roll-Over

Import from IRL

Recruitment Cycle v | | Import from IRL
(This will pul student-athiete data from the NCAA Eligibility Center for selected Recruitment Cycle. |

Select an academic year from which to import student-athlete data by clicking the Recruitment Cycle
drop-down box.

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

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

Import from IRL

“Impoyt from IRL

Recruigment Cycle )
j £t¢ data from the NCAA Eligibility Center for selected Recruitment Cycle. )

his wil

EER
1718
1617
1516
1415
1314
1213
1112

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

Click the Import from IRL button to import student-athlete data from the selected Recruitment Cycle.
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Importing Data from Compliance Assistant (CA)

Please note that for institutions that have migrated to CA 2.0, data will be imported from CA 2.0. For
institutions that have not yet migrated to CA 2.0, data will be imported from CA 1.0.

a.  The Import from Compliance Assistant option allows the institution to import student-athlete data
contained in CA.

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

| Import from Text File  |mport from NLI  [mport from IRl Import from Compliance Assist@lmuurt from Roll-Over

b.  Click the Import from CA link. The following page will appear:

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

‘ Import from Text File  Import from MLI  Importfrom IRL  Import from Compliance Assistant  Import from Roll-Over

Import from Compliance Assistant (CA)
Academic Year v | | Import from CA

(This will pull student-athiete data from Compliance Assistant for selected acadamic year )

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

Search

Resources Reports

Edit Staging List Review/Email Squad List

Create Squad List

‘ Impori from Text File  Import from NLI  Import from IRL  Import from Compliance Assistant  Import frem Roll-Over

Import from Compliance Assistant (CA)
L

Academic Year
(T

Import from CA

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

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

Create Squad List

| Impor from Text Filg  Imponfrem MNLL  Impe frgm KL Irnpod from Compliancs AgSigtanl  Import from Soll-Oner

Import from Compliance Assistant (CA)

Academic Year = | ImpodfremCA |
(This will pull student-athlete data from Compliance Assistant for selected academic year. )

No CA data available for selected academic
Vear.

Importing Data from Roll-Over

a.  The Import from Roll-Over function allows the user to roll over the information from the previous
year’s squad lists.

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

| Import from Text File  Import from MLl Import from IRL  Import from Compliance Assistant” Import from Rnll-Over)

b.  Begin by selecting the Import from Roll-Over link.

c.  Once the text below the links appears then you can begin to edit the squad list.
Section No. 3: Editing a Squad List

This section includes information on reviewing and editing the squad list prior to emailing the form access
information to the student-athletes.

Edit Staging List Overview

o 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, delete any duplicates. Note:
Should you get a Duplicate error message please check and make sure the ID is correct if the
student-athlete is a returning student, you can check the previous years forms ID using the Search
tab.
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Viewing Imported Data

a. Toview and edit imported student-athlete data, click the Edit Staging List tab.

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

~—
Print PDF's for selected athletes Show/Hide Filter Refresh Data Add Student Delete Entire Data from Slagingl
ISport | v ‘ First Name |:| Last Name: |:| Potential Duplicates?

b.  Select the appropriate sport from the drop-down box and click the Filter button to display the
imported student-athlete records.

Create Squad List RSV ReviewEmail Squad List  Resowces  Seach  Reports

Print POF's for selected afletes  ShowlHide Fiter  Reflesh Data  Add Student  Delefe Entire Data from Stagin

iSport| Footbal V| First Name Last Name Potential Duplicates? | ¥ ‘t

Duplicate NCAAID Name Dv  Sport Email Type Details
No matching data found.
Please select a sport and click on "Filter" button or select a sport and click on "Refresh Data" link.

Understanding the Imported Data

o Imported data will be displayed in the format below:

ShowMHide Filter  Refresh Data  Add Student  Delete Entire Data from Staging

Sport Women's Cross Country ¥ FirstName Last Name: Potential Duplicates? v Filter

Action | Duplicate NCAAID Name Div Sport Email Type Details Action
[Move | [ 0910324564 * | Juiitte_Kenny [1 [ Women's Cross Country [ kenny10@ncaa org [Frosh — ]osmarises, RYE, v, US [ Delete
(1) 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.

(2) Duplicate
The Duplicate column indicates whether a student-athlete has the same NCAA ID as
another student-athlete entered into the system. Note: The duplicate record could reside
in the same sport, different sport or even a different institution’s account.

(3) NCAAID
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 1D, 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.
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4)

(5)

(6)

(7)

(8)

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.

Update Student-Athlete in Staging Area

[ Student-Athlete Information

Fields marked with ™" are required fields
If you want to view or update a student-athlete’s record, enter the NCAAID and click anywhere on this page. The student-athlete's first name, lastname 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 NCAAID" to find the student-athlete. If you don'tfind the student-athlete, you can create a student-athlete record and NCAA ID.

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

Academic Year: 112-2013 Student Type: [Incoming Freshman =]

NCAAID:* [0910324864

First Name: * [kenny Last Name: * [Jutiete

DOB: ,W = Email Address: |Jkenny1D@ncaa org

Division: * m Sport:* |anen's Cross Country j
Country: |UN\TED STATES OF AMERICA j

city: RYE state: [NEWYORK =]

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.

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

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

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

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

o 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 List area.

Epo Women's Cross Cou

Last Hamw Fsttribeal Cuglitanes ™
|Action Dupbcate  HCAAID | Mame [ | Sport | Exmail [Type | Detaits
[I7=r SHI0024564 | Julene Wenve I [ Wiomesrs Crows Counry Feary1igncen oy Frosn | 05031388, RVE. WY, 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:

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, |ast 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 NCAA ID" to find the student-athlete. If you dont 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: Student Type: hd

NCAAID:*

First Name: * Last Name: *

DOB: i Email Address:

Division: * | = Sport:* I j
Country: I j

City:

Add Student Reset Close

o Complete ALL fields.
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o 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. Note: If a record for a student-athlete was imported that is not attending the
institution it should be deleted so that the appropriate institution may continue its process with
the student-athlete data. The Database does not allow a student-athlete to be active in more
than one institution during the current year.

Section No. 4: Emailing a Student-Athlete

This section provides information regarding the email process in order for the forms to be completed by a
student-athlete electronically. Please note the email to the student-athlete comes from Forms@ncaa.org.
Sometimes the email goes to the Junk folder.

ReviewEmail Sguad List

howiHide Filter Refresh Data how Entire Sguad List Send Emalj
BSport *  First Hame Last Mame
Status NCAA ID Hame Div | Sport Email Type | Details

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

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, click the Filter button.

Review/Emadl Squad List

phe g Sidd 240d B
Last Hama ﬂ_] ]
Basebal D Spart Firmizal Ty Dartads
Mo = anelal
p I"“'-"H“*"! o 0F sekeci a sport and chick on “Refresh Data™ Sk
Yeu {F coball bz ling SE0M) 10 200 Faaimum 200 Slefeal AThnles in (e e
T sy Men's Archary schools squad, please chick on ~Shie [stine Sousd List™ link,

Man's Badmnion
Lt ki 1] . " "
s ﬁ:;__‘:;’” © 2014 NCAA Tarens a0 Conaliond | Paacy
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d.  The student-athlete records that were moved to the squad list will appear:

Prini PDF's for selected athletes Show/Hide Filter Refresh Data Show Entire Squad List Send Email
port Baseball ¥ msname [ ] wsweme [ ]

O Status NCAA ID Name Div Sport Email Type Details

e [ 0708212001 | 4 Clayion. John [ [ Basebal [ testemail@ncaa.org [Frosh [ 11/30/1893, INDIANAROLIS, IN, US [Delete

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

Print PDF's for selected athletes ShowHide Filter Refresh Data Show Entire Sguad List Send Email
por bl V| pesvams || tostome ____]
O Status NCAA ID Name Div Sport Email Type Details
oo [ 070821201 | 3. Clavion. John [ [ Basebal [lestemail@ncaa.org Frosh | 11/30/1983, INDIANAROLIS, IN, US [Delete

f. If the student-athlete is a minor you will see a red “M” in the status column.
g. To allow a minor’s parents or legal gaurdians to sign the minor consent form electronically

(Student-athlete drug consent form) Click on the student-athlete’s name and add the parent
information. Click Save when complete.

Update Team Student-Athlete

— Student-Athlete Information

MINOR Dbrug-Testing Form (hard copy) received?

Academic Year: 2018-2019 ~

NCAA ID: 0501009391

Student Type: ncoming Freshman v
First Name: Marie

Last Name: Dillen

Date Of Birth: 04/05/2002

Email Address: mdillon@ncaa.org

Parent First Mame:

Parent Last Name:

Parent Email Address:

Country: UMNITED STATES OF AMERICA v
City: Indianapaolis State: | INDIANA '
Division: v Sport: | Football v

| Save | | Reset | | Close |
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h.  Click the Send Email link. If student-athlete is a minor and the parent section was completed an
email will be sent to the parent of the student-athlete allowing the student-athlete and parent to sign
the minor consent forms. If the Minor Drug-testing form was received in hard copy check the box.

The following message will appear:

M |NOR Drug-Testing Form (hard copy) received?

Message from webpage

I Are you sure to send mail to the selected students?

Ok

| |

Cancel

&+

i. Click the OK button to send an email to the selected student-athlete(s) with login information to

access the compliance forms questionnaire application.

Note:

The user may send more than one email at the same time by selecting more than one

checkbox to the left of the Status column before clicking the Send Email link. If the user chooses to
select all of the student-athletes in the list select the checkbox next to the Status column heading
before clicking the Send Email link.

Section No. 5: Monitoring Completion of the Forms

This section provides the information regarding monitoring the status and/or completion of the

compliance forms.

Monitoring Completion of the Forms

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 NCAA ID Name Diw Sport

|:| - 1305319375 | 5. Banwick Jr.. Michael I Footoall
[ i 1309472714 | #5_ Blackmon. James | Football
| _7_ b 1310515348 | %7 Hoetzel. Max | Fooiball
[ & 1307413658 | 15_ Johnzon. Roberd | Football
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a. Status
The icon in the Status column will change to reflect the student-athlete’s progress.

Status Completion Status and Issues
e Forms have not been completed.
O ¢ No questions have been answered.

e Forms have not been submitted.

e Forms are incomplete.

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

[ ] e Forms have been completed.
e Student-athlete answered at least one question in a manner that requires
O follow up by the institution.

e Forms have been submitted.

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

N e Student-athlete has a question for the compliance office.

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

ol e Compliance forms have been electronically completed by parent for

minor consent

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

b. 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.

C. 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.

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

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

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

Creale Squad List Edit Staging List Review/Email Squad List Resources Reports/Search

Print PDF's for selected athletes  Show/Hide Filter Refresh Data _Show Entire Squad List _Send Email

Isport | Basebal V] FirstName: | | LastName I:I ‘
[ | Status NCAAID |Name Div Sport Email Type Details

| O |:: ‘D?USQQDDW |"1 M |\ ‘Baseha\l | ( Email Sent ) |Frush ‘11}30!19‘33 INDIANAPOLIS, IN. US |M

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.

Creale Squad it~ Edit Staging List | ACERIANEIR

Print PDF's for selected aihletes  Show/Hide Filter Refresh Dala  Show Entire Squad List  Send Email

SD0ﬂ|5399b3‘| v| First Name: E Last Name: |:|

[ |Status NCAAID |Name Div | Sport N Type | Details
‘D C |U?08212I]EH M Claton, Jon |\ |Basebal| \@hemail@ncaa‘orgy ‘Frush |11}30!1993.\ND\ANAPOLIS.IN.US |M

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 45 days. Once the student-
athlete changes the password the new password will be available for 60 days. Subsequent emails
will only include the student-athlete’s username, password and the URL link to the forms.

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

h.  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.

i. 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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Unlocking of Forms

Student-athletes may need to change an incorrect answer on their forms once the forms have been
submitted. The institution can unlock the forms by going to the student-athletes forms, click on the form
PDF and look for the Unlock Student check box and click it and then click OK. The student-athlete can
now log back in and change the answer and resubmit the forms.

Section No. 6: Resources and Reports/Search

This sections provides information regarding links to frequently used resources and reports available to
the administrators of the compliance forms system.

Resources

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

> NCAA Division | Manual > NCAA Division Il Manual » NCAA Division lll kanual
» NCAA Division | Summary of Requlations [J » NCAA Division Il Summary of Requiations [4 » NCAA Division IIl Summary of Requlations [5
» NCAA List of Banned Drugs » NCAA List of Banned Drugs » NCAA List of Banned Drugs

- ;-

» Compliance Forms Database User Guide (4
» Country Codes [

» Sport Godes [4

» Siate Codes [T1

> BB it Codes

» Students with compliance question

Students who answered ves to drug question

Students who have not finished questionairre
1 consent form received

uden

The Resources tab is broken down into the following categories:

Division I
Division II
Division III
General
Reports

All resources are designed to assist the administrator while performing the tasks associated with the
completion of the compliance form process. Further, the Reports section provides the administrator the
ability to review a particular grouping of student-athletes based on how particular questions are answered
or the current status of the forms in the process of being completed.

Reports/Search

The Reports/Search screen provides the user the ability to search for current and previous forms by year,
sport or a particular student-athlete.

a. Enter the search criteria.

b.  Click the Report button.
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c.  Search results are displayed in the window.

Create Squad List Edit Staging List Review/Email Squad List Resources Search
\Academic Year: v Sport: v FirstName: Last Name Search
NCAAID AcadYr First Name Last Name Sport Desc E-mail E-mail Sent

Section No. 7: Submitting Comments and Questions

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

NCAA 06_14_2023/KR:dc
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