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PRIMARY AND 
SECONDARY CONTACTS



WHO ARE YOUR SCHOOL’S PRIMARY 
AND SECONDARY CONTACTS?
» Each school and district with an Eligibility Center 

account has:
o One primary contact.
o One secondary contact.

» These contacts should have access to curriculum and 
student records and the bandwidth to have ongoing 
engagement with the Eligibility Center.
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RESPONSIBILITIES

On the High School Portal, your school’s primary 
and secondary contacts can:
» Manage your school’s core-course list.
» Upload official transcripts and proof of graduation.
» Attest to fee waivers.
» Respond to open tasks.
» View student reports.
» Update your school’s contacts.
Note: Responsibilities vary if your school is part
of a district account.

For High School Primary and Secondary Contacts

https://web3.ncaa.org/hsportal/exec/loginAction


HIGH SCHOOL PORTAL
Account Access



HIGH SCHOOL ACCOUNT ACCESS

» Each school with an Eligibility Center account has 
one primary and one secondary contact.
o Login information is shared between contacts 

so, each account uses one unique password.
o Each school determines what additional staff 

may have account access.
o Log in with your high school code or CEEB 

and unique password.
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DISTRICT ACCOUNT ACCESS

» Schools that share a unified transcript, curriculum, and/or 
grading scale may be set up under a district account. 

» Each district with an Eligibility Center account has 
one primary and one secondary contact.
o Login information is shared between contacts 

so, each account uses one unique password. 
o Each district determines what additional staff 

may have account access. 
o Log in with your district ID and unique password.
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ACCOUNT ACCESS FOR NEW CONTACTS

» If you’re a new contact and need access to your school 
or district's account, but the current primary and 
secondary contacts are no longer at your school or 
district, complete the High School Contact Change 
Form or District Contact Change Form.
o Each form must be signed by the current principal 

or superintendent, per your staff directory.
o Once updated, you’ll receive an email with 

instructions on how to reset your password.
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http://fs.ncaa.org/Docs/eligibility_center/HS/HS_PIN_RequestForm.pdf
http://fs.ncaa.org/Docs/eligibility_center/HS/HS_PIN_RequestForm.pdf
http://fs.ncaa.org/Docs/eligibility_center/District/District_PIN_Request_Form.pdf


HIGH SCHOOL PORTAL
Navigation



GUIDE TO THE HIGH SCHOOL PORTAL

» Home.
» NCAA Courses.
» Submit a Fee Waiver.
» High School Info.
» Tasks.
» Student Reports.
» My Documents.
» Account Log.
» Resources.
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View the High School Portal 
Quick Start Guide



HOME

On the Home tab, you can:
» Stay up-to-date with important news and announcements.
» Subscribe to the high school newsletter for regular 

Eligibility Center updates.
» Review and adjust your email feed settings to ensure you 

receive announcements directly to your inbox.
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NCAA COURSES
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MY HIGH SCHOOL’S NCAA COURSES

» On the My High School’s NCAA Courses tab, you can view:
o School account status.
o School summary.
> High school information box.

o Grading scale.
o Core-course information.
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Screen Share

MY HIGH SCHOOL’S 
NCAA COURSES



MANAGING YOUR CORE-COURSE LIST
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» Submit Updates to My School’s List:
o Schools submitting course titles for the first time.
o Schools submit updates to their existing lists.

» Submit Pending Course Documentation:
o Schools upload core-course documents for review.



Screen Share

SUBMIT UPDATES 
TO MY SCHOOL’S LIST



SUBMIT PENDING
COURSE DOCUMENTS
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» On the Submit Pending Course Documents tab, you can:
o Upload core-course documents for review for titles 

listed in the Additional Information Required 
category of your core-course list.

o Submit core-course documents for review if you 
believe one of the following “not approved” reason 
codes were misapplied: RC5, RC11, RC12 or RC17.



Screen Share

SUBMIT PENDING
COURSE DOCUMENTS



LIST OF REQUIRED DOCUMENTS
» Course description.
» Flowchart showing where the course fits 

into your school’s broader course offerings.
» Detailed outline of course contents.
o e.g., units, modules, competencies, 

topics covered in the course, etc.
» Samples of three major assessments 

demonstrating the rigor of the course.
o e.g., midterm, final exam, culminating project, etc.
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HOW ARE CORE-COURSE DECISIONS 
RENDERED?

» Decisions are rendered using the High School Review 
Committee Policies and Procedures.

» Approved courses meet:
o Core-course legislation (Bylaw 14.3.1.3).
o Criteria for review noted in specific discipline for both:
> Course contents.
> Rigor of performance tasks and assessments.
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https://ncaaorg.s3.amazonaws.com/committees/ncaa/hsreview/HSRC_PoliciesAndProcedures.pdf
https://ncaaorg.s3.amazonaws.com/committees/ncaa/hsreview/HSRC_PoliciesAndProcedures.pdf


SUBMISSION HISTORY
AND DECISION EMAILS
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» On the Submission History tab, you can:
o Review the core-course submission history for 

titles submitted for review.
» On the Decision Email tab, you can:
o View core-course decision emails sent to your 

account’s primary and secondary contacts.



SUBMIT A FEE WAIVER

» You must confirm if your student meets any of the fee 
waiver criteria through the High School Portal. 

» To learn how to submit a fee waiver, view this tutorial. 
o Note: If a student meets any fee waiver criteria and 

has not attended a U.S. high school (e.g., international 
or, home school students), a task will be assigned to 
their Eligibility Center account with fee waiver 
requirement instructions.
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https://on.ncaa.com/HSPortal
https://on.ncaa.com/Fee_Waiver_Instructions


Screen Share
SUBMIT A FEE WAIVER



HIGH SCHOOL INFO

» On the High School Info tab, you can:

26

o Update contact info.
o Change password.
o View/update PIN.
o View grading scales.
o Update team info.

o Formally affiliate with or 
dissociate from a team.

o View team 
submission status.

o View account and 
program review emails.



Screen Share
HIGH SCHOOL INFO



TASKS

» On the Tasks tab, you can:
o Review any open/completed task that has been 

assigned to your account.
Note: Primary and secondary contacts will receive task 
notification emails, but it’s still important to review your 
task list often. Outstanding tasks could delay your 
student’s certification or prevent them from meeting 
initial-eligibility requirements.

» To learn how to manage your school’s tasks, 
view this tutorial.
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http://fs.ncaa.org/Docs/eligibility_center/Tutorials/HS_Tasking_Tutorial.mp4


Screen Share
TASKS



STUDENT REPORTS
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On the Student Reports tab, you can:
» Search student details.
» Review submitted fee waivers.



SEARCH STUDENT DETAILS

» On the Search Student Details tab, you can:
o View all registered college-bound students-athletes 

who have indicated attendance at your school 
or district.

o Upload transcripts for current and former students.
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UPLOAD TRANSCRIPTS

» To learn how to upload transcripts for current and 
former students, view this tutorial.
o Uploaded transcripts are received within 30 min.

Note: Transcripts are required from each high school a 
student attends. For former students appearing on your 
report, a transcript is still required. If you have no 
record of a student attending, you may upload a letter 
of explanation indicating this. 
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http://fs.ncaa.org/Docs/eligibility_center/Tutorials/How_to_Upload_HST_TranscriptsPrint.pdf


FEE WAIVER REPORT

» On the Fee Waiver Report tab, you can:
o Review previously submitted fee waivers.
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http://fs.ncaa.org/Docs/eligibility_center/Tools/How_to_Submit_Fee_Waivers.pdf


Screen Share
STUDENT REPORTS



MY DOCUMENTS

» On the My Documents tab, you can review:
o Any document uploaded in response to a task.
o Any core-course document uploaded as part of 

the core-course review process.  
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Screen Share
MY DOCUMENTS



ACCOUNT LOG

» On the Account Log tab, you can review time-stamped:
o Summaries of your responses to tasks.
o Core-course submissions.
o Transcript uploads and more.
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RESOURCES



NCAA is a trademark of the National Collegiate Athletic Association.

@ncaaec @playcollegesports @ncaaec @ncaaec

RESOURCES

Subscribe to the
High School Newsletter

» Guide for High School Counselors.
» Guide for the College-Bound 

Student-Athlete.
» Initial-Eligibility Flyer.
» Visit the High School Portal.
o High School Portal Quick Start Guide.

https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
https://on.ncaa.com/YouTube
https://on.ncaa.com/CounselorGuide
https://on.ncaa.com/CBSA
https://on.ncaa.com/CBSA
https://on.ncaa.com/IE_Flyer
https://on.ncaa.com/HSPortal
http://fs.ncaa.org/Docs/eligibility_center/Tutorials/HSPortal.pdf


UPCOMING FREE WEBINAR
For Your Students and Their Families
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Share This Message



Take a Short Survey
on How We Did Today

QUESTIONS?



SOCIAL MEDIA
Follow the NCAA Eligibility Center

Twitter
@ncaaec

Instagram
@playcollegesports

Facebook
@ncaaec

YouTube
@ncaaec

https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
https://on.ncaa.com/YouTube


NCAA is a trademark of the National Collegiate Athletic Association.

@ncaaec @playcollegesports @ncaaec @ncaaec

THANK YOU FOR JOINING!
Contact the Eligibility Center
» High school support line.
o 877-622-2321.
> Monday-Friday.
> 8:30 a.m. to 5 p.m. Eastern time.

» College-bound student-athlete
support line.
o 877-262-1492.
> Monday-Friday.
> 9 a.m. to 5 p.m. Eastern time.

Connect with the 
Eligibility Center

https://twitter.com/ncaaec
https://www.instagram.com/playcollegesports/
https://www.facebook.com/ncaaec/
https://on.ncaa.com/YouTube

