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COMPLIANCE TEAM HANDBOOK  

This handbook was developed to help each administrator understand and operate within the guidelines, 
policies, and procedures of this department and the Department of Athletics. Questions can be directed 
to the Registrar, Director of Athletics, and Assistant Director of Athletics for Compliance. This 
handbook will not duplicate information and forms readily available in other formats. Staff are expected 
to administer the program ethically, within the guidelines of the university, the NCAA, and efficiently, 
within the parameters of their individual budgets. Each employee is also expected to be knowledgeable 
of, and to operate within the policies and guidelines published in the NCAA Manual, Gulf South 
Conference, University publications, and the Student-Athlete Handbook. Procedures highlighted in 
orange represent a change since the June 2017 edition.  

REGISTRAR 

CALENDAR 

 
Meet with Academic College Representatives  One time per 

semester 
Eligibility Certification Committee – Continue to certify 
eligibility/declare ineligibility 

 Weekly/On-going 

Athletics Appeals (Registrar)  As needed 
Intercollegiate Athletics Committee  Two times per 

semester 
Process Athletic Add/Drop forms  As needed 
Regional Rules Meetings  Yearly 
Progress Toward Degree Review/Updates  Start 6th day of class 

each semester; then 
on-going to end of 
term 

Update practice clearance  Prior to start of 
semester; then 
ongoing 

Monitor Full time status/12 Hour Report  Daily 
Update change of status/eligibility for following academic 
term 

 End of term/Prior to 
term 

Make new folders for new student-athletes  As needed 
Archive folders for previous student-athletes  As needed 
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COMPLIANCE ASSISTANT 

HOW TO ACCESS COMPLIANCE ASSISTANT 

 
1. Go to www.ncaa.org 
2. Click on My Apps. 
3. Log in using your username & Password. 
4. Select the “Compliance Assistant” link. 

 

HOW TO VIEW A STUDENT-ATHLETE’S ACCOUNT 

 
1. Click on “Student-Athlete” in the Account Links menu on the left side of the screen. 
2. Select the Student-Athletes name from the list or search by sport. 
3. To search by sport, select the “Search” icon on the right side. 
4. Select your sport from the drop down box and click “Search”. 
5. Once the list of names comes up by sport, simply select the specific student-athlete by name.   

 
** Remember to click SAVE before leaving each page!! 

 
  

http://www.ncaa.org/
http://www.ncaa.org/
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BANNER 

FLAGGING ATHLETES IN BANNER 

 
Primary Responsibility of: Associate Registrar 
 
Also cross-trained if primary person is unavailable: Registrar 
 
Once an athlete is identified you will record them in Banner as follows. 
 

1. The Associate Registrar will log in to Banner. 

 
 

2. Once logged in, the Associate Registrar will type in SGASADD next to “Go To…” and hit enter. 
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3. The Associate Registrar will enter the Student Cohort Code and Student Attribute Code for all new 

student-athletes then click the floppy disc icon to save all entered information.  Click on the arrow to go 
back to the previous screen and to enter a different student ID number. 
 

 
  



 
 

6 

 
4. After completing SGASADD, type in SGASTDN next to “Go To…” and hit enter. 

 

 
 

5. The Associate Registrar will select the “Activities” tab and enter the current Term and Activity Code then 
click on the floppy disc icon to save all entered information.  Click on the arrow to go back to the 
previous screen and to enter a different student ID number. 
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ENTERING TRANSFER ATHLETE INFORMATION IN COMPLIANCE 
ASSISTANT 

 
Primary Responsibility of: Associate Registrar 
 
Also cross-trained if primary person is unavailable: Holly Benson in Registrar’s Office and Andree 
Houston in Athletics. 
 
Once the rosters are provided to the Registrar’s Office, the Associate Registrar will log into Compliance 
Assistant and enter certain transfer information on transfer athletes. 
 

1. Log onto www.ncaa.org. 
2. Click My Apps and enter your email address and password.   
3. Click on Compliance Assistant. 
4. Click on Student-Athletes. 
5. Click Search near the top right. 
6. Enter the name of the first new transfer athlete.  When the student comes up, click on the link with 

his/her name to open the student’s record.   
7. Click the Transfer tab, then the Previous College Attendance tab. 
8. Click Add School, then search for Prior Enrollment.   
9. Enter the dates of attendance for each of the schools, entering the From Term and To Term.   
10. Enter full-time terms in attendance.  (This and most of the rest of the information you will get from 

the shared spreadsheet set up by Andree Houston).   
11. Check the box if the student is a two-year college graduate.  If so, enter the date of graduation.   
12. Enter the number of Transferable Credit Hours, along with Transfer English, Math, Science, and 

Physical Education Activity Credit hours. 
13. Enter the transferable GPA and Hours earned in the Previous Regular Full-Time Term. 
14. Click Save. 
15. Repeat for each new transfer athlete. 

  

http://www.ncaa.org/
http://www.ncaa.org/
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ELIGIBILITY CERTIFICATION 

 
REGISTRAR’S OFFICE 

 
1. Go to www.ncaa.org and select “My Apps” from the top menu. 
2. Enter your email address and password. 

 

 
 

3. Choose “Compliance Assistant” from the list of links. 
 

 
 

4. Click on the “Student-Athlete” link from the menu on the left side of the screen. 

http://www.ncaa.org/
http://www.ncaa.org/
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5. This page contains all student-athletes who have been entered in Compliance Assistant (CA) for that 
academic year.  The default view is the “List” tab.  If you are looking for a specific athlete or team, 
select the “Search” icon on the right side of the screen. 
 

 
 

6. You can search for an athlete by: Name, Gender, Sport, NCAA ID 
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7. Click on the name of the student-athlete that you need to access. 
 

 
 

8. After selecting a student-athlete, the default view is the “Detail” tab.  To verify full-time enrollment, 
click on the “General” tab.   
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9. If the student-athlete is enrolled in at least 12 hours, check the box entitled “Enrolled Full Time.” 
 

 
 

10. To verify academic information that has been imported from Banner, click on the “Deg. Progress” 
tab. 
 

 
 

11. The “Deg. Progress” tab shows the academic history of the student-athlete.  Verify all academic 
information, select Yes or No for “Good Academic Standing,” enter “Date Degree Declared,” and 
“Cumulative GPA.” 
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12. For transfer student-athletes, click on the “Transfer” tab to input academic information from previous 
institutions. 
 

 
 

13. Under the “transfer” tab, choose the “Type of transfer student” and click on the “Previous College 
Attendance” icon. 
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14. To add transfer information, click “Add School.” 
 

 
 

15. Type the name of the school in the box that is labeled “Name” and click “Search.” 
 

 
 

16. Click on the Link that appears that says the name of the school. 
 

 
 

17. Input full-time terms of enrollment, whether transfer graduated from a two-year college (if 
applicable), college graduation date (if applicable), transferable credit hours, hours of transferable 
English, hours of transferable Math, hours of transferable Science, PE credit hours, transferable GPA, 
and the number of hours earned in their last full-time term.  Then click “Save.” 
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18. Once all transfer information has been saved, answer the statement “Satisfies applicable transfer 
rules” by selecting either “Yes” or “No.” 
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PROGRESS TOWARD DEGREE (PTD) PROCESS 

 
The Office of the Registrar determines satisfactory Progress Toward Degree and good academic standing for 
student-athletes. 

To do this, the Registrar’s Office will populate the Progress Toward Degree form following the institution’s 
registration cancellation date. The following information is populated:  

 

• In the header: Name, College, Major, Minor, Concentration, Student ID, Sport, Term/Yr., and 
Date created.  

• In the academic section: Courses and Credit Hours 
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A Progress Toward Degree meeting takes place to discuss and disseminate the Progress Toward Degree forms to 
each Academic College Representative. A deadline for submission is provided to all Academic College 
Representatives.  

 

Each Academic College Representative completes their designated area on the Progress Toward Degree form.  In 
the academic section, the Academic College Representative indicates for each course listed:  
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• Check Degree Applicable, YES / NO  
• Check Optional Minor, if yes  
• Indicate Minimum Grade Required for acceptable degree credit  
• Check Remedial / Pre-Requisite, if yes  
• Check Repeated Course, if yes  

 

Below the academic section, the Academic College Representative notates the number of credit hours completed 
towards the degree and the total number of credits required for the major. The Academic College Representative 
signs and dates the Progress Toward Degree form.  
 
The Progress Toward Degree form and a copy of the student-athlete’s plan of study are submitted to the 
Registrar’s Office.  The Registrar’s Office will upload the Progress Toward Degree form by sport to the 
Compliance Team shared folder. 
  
The Progress Toward Degree forms are review by the Eligibility Certification Committee and returned to the 
Academic College Representative for any points of clarification. Any updated Progress Toward Degree forms will 
be uploaded and notated as corrected version in the Compliance Team share folder.  
 
The Registrar’s Office will compute total degree applicable hours enrolled based on the Progress Toward Degree 
form provided.  Following the posting of final grades for the academic semester, the Registrar’s Office will 
review and list final grades on the Progress Toward Degree form and begin the preliminary review of athletic 
eligibility at the end of each semester.  

 

The Eligibility Certification Committee will meet to audit final grades, academic standing, update Progress 
Toward Degree forms and Certification of Eligibility Worksheets.  Once a Progress Toward Degree form is 
finalized, it will be maintained in the student-athlete folders within the Registrar’s Office.  
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ADD/DROP PROCESS 

 
At the start of each semester, an eligibility certification registration hold is placed on each student-
athlete coded in BANNER. In order for a student-athlete to drop or add a course after the start of the 
academic year the student-athletes will have to complete the Eligibility Certification Class Add/Drop 
Form to make any changes to their schedule. This document will be processed and uploaded to the 
student record in Xtender. The Registrar will report eligibility status changes to the Eligibility 
Certification Committee.  
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Student-athlete shall no longer be considered enrolled in a minimum full-time program of studies after 
dropping a course that places the student below full-time status.  Student-athlete adding a course to 
reach full-time status shall become eligible for practice and competition once the course has been 
approved by the appropriate department head (or designated representative) and submitted to the 
Registrar’s Office.  
 
The student must submit the Eligibility Certification Class Add / Drop form to the Registrar’s Office to 
be processed.  The Office of the Registrar uploads the form to the student’s record in Xtender.  
 

ACCESSING THE ELIGIBILITY CHECKLIST REPORT 

 
1. Go to www.ncaa.org 
2. Select “My Apps” 
3. Choose “Compliance Assistant” from the list of options 
4. From the menu on the left side, select “Reports” 
5. Choose “Standard Reports” 
6. Choose “Eligibility Checklist Report” 
7. Select the correct academic year 
8. Select the sport 
9. Select the pdf format 

 

ARGOS 

Running an “ARGOS” Report for Compliance Assistant Import 
 

1. Select the Argos Icon on your desktop 
2. Login using the appropriate username and password 

 

http://www.ncaa.org/
http://www.ncaa.org/
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3. Open the “Banner” Folder 
 

 
 

4. Open the “Student” Folder 
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5. Open the “Athletics” Folder 
 

 
 

6. Select the report you want to run (Athletics CAi Degree Progress or Athletics CAi Terms)  
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7. Select “Run Report” 
 

 
 

8. Enter the term code 
(ex: 201801 = Fall 2017 or 201802 = Spring 2018) 
 

 
 

9. Name and Save the report 
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10. View and/or Edit the report 
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