


 General navigation.
 Viewing and updating your list of NCAA 

courses.
 Searching student details.
 Fee waiver reports.
 Submitting fee waiver approval requests.
 Questions?



Click here to 
enter the 

High School 
Portal.



Before logging in, you 
can browse the 

Resources page or 
look at your  school’s 

list.

Log in here…
If you are not 
receiving the 

newsletter, click 
the link to sign up 

now!



If you forgot your PIN, 
you can click the link to 
read about how to re-

establish your PIN.



Use this navigation 
bar to select the 

function you would 
like to perform.



Simply click on 
any of the topics 
for information.





Once you are logged in, 
clicking on “NCAA 

Courses” will bring up 
the option to look at 
your list or to submit 
changes to your list. 

This field is important.  
Remember that you 

should update your list 
annually when your 

curriculum is developed 
for the upcoming 

academic year.  This will 
help keep you ahead of 

the game.



If you wish to submit 
changes to your list, this is 
the first page you will see.  

Clicking on this link will 
begin the process.  



You can click on 
any subject area if 

you have only a 
few specific 

changes to make, 
or…

…you can go through 
your list as a whole, 

one subject area at a 
time, which is the 

default setting.

To change titles, click 
the change button, then 
type the new title in the 
box that will appear on 

the right.



If you no longer teach a 
course, you may remove 
it from your active list by 

clicking the archive 
button.  Note that 

archived courses still 
remain in our system.



To add new courses to a 
particular subject, click on this 

button.  Each subject area 
needs to be entered 

separately.   You can type the 
course title in the supplied 

field.  More than one course to 
add?  Click on the “Add” button 

as many times as you need.

This is the field in which 
you type your new 

course title.  Once you 
are done in this course 
area, move on to the 

next course area.  If you 
are done with all course 

changes, go to the 
bottom of the page to 
submit your changes.



What if you need to 
add a lab to a 

previously approved 
science course?

Step Two:  
Type the 

same title in 
the Change 

box…

Step One:  
Click on the 

Change 
button…

Step 
Three:  

click the 
Lab box.



If you have courses 
specifically designed 

for students with 
disabilities, use the 

module shown on this 
slide.

Type the 
course name 

in the 
supplied field.

You must also 
select the 
equivalent 

course title from 
your current list.

Remember, courses 
for students with 

disabilities must be 
qualitatively and 

quantitatively the 
same as courses in 
the mainstream.

They must also be 
open exclusively for 

students with 
disabilities, and must 

contain the same 
content for all 
students in the 

course.



Once you are done 
making all your changes, 
go to the bottom of the 

screen where you will see 
this message.  

Click on Submit.

If you do not submit 
your changes, they 
will not be saved or 

entered into our 
system.  



Make sure you 
click Submit.  If 

you do not, your 
changes will not 

be saved or 
entered into our 

system.

After submitting your changes, you 
will see this review screen, which 
shows you the changes you have 

made.  If you need to make 
additional changes, you can go back 
to make more.  When you are done, 

print or save this page for your 
records.  Then click Submit at the 

bottom of the page.



This authorization page 
needs to be completed 

in order for your 
changes to be saved and 

submitted.

Do not forget 
to submit!





This allows you to 
either search students 
who have registered 

from your high school 
or to look at the status 

of fee waivers you 
have submitted.



Select the year (or 
years) you wish to 
search.   The year 
is defined as the 

student’s self-
selected 

graduation year.

If you wish to see only the 
students who are currently 

attending your school, 
click this box before 

clicking “Go Search.”    

Remember:  all registered 
students that attended your 

high school need you to send a 
transcript to the NCAA 

Eligibility Center.  This is true 
whether they are currently 
enrolled in your school or if 

they were in attendance and 
transferred out.



Student names/ID numbers will appear here; we have 
removed the names for purposes of this presentation 

for privacy reasons.  If you click on the student’s ID 
number, you will be able to see the various high schools 
the student attended, and whether the Eligibility Center 

has received transcripts from those high schools.

You may 
hover over the 

column 
headings to 
learn more.





Click here to  run 
the fee waiver 
report for your 

school.



This is the fee waiver 
report module.  Simply 

select a time frame if you 
want to search all students, 

or you can also search by 
an individual student if you 

like.



Student names will appear in this field.

The fee waiver report will 
display the status of the fee 

waivers you have already 
submitted.  It takes two to three 

business days to process fee 
waivers.  Check back 

periodically to see if the fee 
waiver has been processed.





It is best to make sure a student is 
registered before submitting a fee 

waiver.  You can search for students 
by graduation year, NCAA ID,  name, 
DOB, city, state or country.  If you are 
unable to find a student  searching by 

name, or DOB, please try by 
graduation year., as it will  pull all 

students associated with your high 
school for that graduation year.

Then click “Go 
Search.”



Select the 
student .

Check the verification box and 
the appropriate box for ACT or 
SAT.  Then, fill in your name, 

title and phone number.

Once the request is 
complete for this 
student, click the 

“Submit Fee Waiver 
for Student” button.



If you have more than one 
student to request a fee 

waiver for, click the “Back 
to Search” button and 

begin the process again.

You will need to make a 
separate request for EACH 

student.



 If you have questions, please call the toll-free 
high school line at 877/622-2321.
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