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After logging in, click on the “Student Reports” tab, then on the “Search 

Student Details” tab. 



Select the population of students for whom you wish to upload transcripts.  

You may search by graduation year(s) or by currently enrolled students.   

Note: If a student has not registered with the NCAA Eligibility Center, 

you will not be able to submit a transcript for that student. 
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Select the student for whom you wish to upload the transcript by clicking on the radio 

button next to the student’s name.   

Note that the transcript for Sam Shinsplints has already been received.   

Also note that the “All HS Trans Recd” column reflects transcripts needed for 

ALL high schools a student may have attended.  The column will show “Recd” 

only if all transcripts for the student have been received.  You can check this by 

clicking on the student’s ID number, which will show how many schools the 

student attended (as indicated by the student at the time of registration). 

 

CHECK BEFORE UPLOADING! 

Your school’s transcript may already be on file.  The student may be missing a 

transcript from another school. 



Roberta Racer 

In this example, Roberta Racer attended three different high 

schools.  Only one transcript is on file for Roberta.  When all 

three schools’ transcripts are received, the “All HS Trans 

Recd” column will show “Recd.” 



To upload, simply click the “Browse” button and find the student’s 

transcript on your computer.  Then click the “Upload” button. 

Do not submit any other kind of documentation:  transcripts only. 



If the upload was successful, you will see: 
“Transcript has been successfully uploaded.” 
 

If you have more transcripts to upload, simply click the 
radio button next to the student’s name and follow the 
same process as many times as necessary. 
 
The upload will not be immediately reflected in the “All 
HS Trans Recd” column.  It may take up to 30 
minutes. 

Remember that the column will only show “Recd” if all 
transcripts from all schools the student attended are on file. 

 


