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1) Getting Started

To access the NCAA Athletics Certification web-based system sign in
screen, first log on to:
https://goomer.ncaa.org/wdbctx/ncaass/AdminMDB.AC InstMenu.ACSHomePage

After accessing the Web site, the screen should appear as follows:

ZNCaa athletics Certification Home Page - Microsoft Internet Explorer =] B
Fle Edt ¥ew Favortss Toos Help ﬁ
GBak v v (D) 2 | Qeeach [GigFaveries £ History | (£ =R

ficldess [€] http:/ncas-test: 22005/ ncamss/AdmnMDE. AC_InstMenu LogInCherk =] @en
| Uinks @] Customize Links ] Free Hotmall @] Windows Media &1 Windows

NCAA. Division I Athletics Certification

Read Only Access
LogOn

Institution 1D
Certification Home Pag

Contact Us

ACS Log On

o You must enter a valid Username and Password to access the requested page
+ Access to the secured pages 15 allowed until you log off or close your browser.
+ Passwords are case sensitive

Institution Password; (opticnal)
Access Password (optional)

Cancel

TR

e A peer-reviewer must enter a valid “Institutional ID” and ‘“Access
Password” before entering the web-based system. The Institutional ID
will be provided by your NCAA staff liaison. The Access Password will
be “prt”. Please note the program is case sensitive.

e After entering the appropriate ID and password click “sign-in” to access
the institutional screen.

e The next screen will give the option of selecting a year of the self-study.
Click Self-Study of the appropriate year to access.

e After logging on, there will be a number of menu items, first click on

“Self-Study,” then click on the =0 sign next to “Institutional Information.”
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2) Submitting responses to the self-study report

Evaluation of the self-study (Accuracy and Broad-Based
Participation).

e C(Click on the “P-R Team Evaluation of the Self-Study” and the screen will
appear as follows:

3 NCAA DI Athletics Certification Home Page - Microsoft Internet Explorer

=181x]

JFi\e Edit  Wiew Favorites  Tools  Help

J EBsck v = - () ﬁ ‘ @Search [GFavorites £ Aistory ‘ %v - H
JAddress IE http:/{ncaa-test: 22005/ ncaassiAdminMDE . AC_InstMenu.55_HomePagetp_Org_ID=5188p_Profie_ID=15 j ﬁGu
|Uinks @] Customize Liks &) Free Hotmall @] Windows Media @] Windows

ACS Self-Study - State University

P-R Team Access

PRT Report Evaluation of the Self Study

ACS Home Page

Self-Study Main Ment 1. Accuracy of the Self-Study report.

, Remarks not entered by the Peer-Review Team =]
' Institutional Informz

5 Peer-Review Team
= Selt-Study Inst. & ¢
<P Introduction
<P Governance and (
. ) [ -
' Acaderic Integrit
=P Fiscal Integrity
eFl Equity, Welfare al

E-R Team Report Sul| 2. Broad-Based Participation in the Self-Study Process.
EoR Tear Bvaluation

Edit Response

P-R Teamn Interviewse Rewarks not entered by the Peer-Review Team =
P-R Team Records B
Reports heny

Contact Us

Al | 8 Edit Response -

e Next, click on “Edit Response” to enter the peer-review team’s responses.

e Once finished, click “Save” and proceed to the next text box.
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Observation of the Operating Principle, Plans for
Improvement, Opportunities for Enhancement and Issues

e Note: Because all of the operating principles have the same procedure in
the on-line version, the user manual will contain the “Governance and
Commitment to Rules Compliance” section as the model version.

e After completing the introduction, click on = next to Governance and
Commitment to Rules Compliance.

e Next click “1.1 Mission of the Athletics Program and the Institution” and

the following screen will appear:

AR NCAA DI Athletics Certification Home Page - Microsoft Internet Explorer -5 x|
Fo Ee: Gom Fowics TR AR
GBack - = - (D A | Qusearch  [GFavortes £ Bristory | - o ‘ |

Address |@ http: fincaa-test: 22005 ncaass/AdminMDB, AC_InstMeny. 55_HomePage?p_Org_ID=518&p_Profil_ID=15 j @G
Links &) Customize Links @ |Fres Hotmall & ]Windows Media & ]Windows

ACS Self-Study - State University

PR Team Access 1.1 Mission of the Athletics Program and the Institution

FRT Report

ACS Home Page Co Ta Bottom

Sellss idyiiviairiie] Operating Principle  Measurable Standards  Certification FAG

=P Institutional Infor Self-Study Items
S Peer-Review Tez
ob Self Study Inst 1. Please provide mission statements of the mstitution and athletics program and indicate the date of formal approval of the

1 latest revisions. View Response
o Introduction

1
o Governance an

2. Explain how the mission of the athletics program relates to that of the institution as a whole. View Response
Previous Cerl. Se

L1 Mission of th 3. Describe how and to whom the athletics program's mission statement 1s circulated.  View Response

1.2 Institutional €

1.3 Rules Carmpli 4. Please provide specific examples demonstrating how the athletics program's mission and goals are or are not supported by
P Academic Inter the actual practices of the athletics program. View Response

P Fiscal Initegrity
ar Equity, WWelfare

E-R Tearn Report ¢
P-R Tearn Evaluati

Ewaliation of the Operating Principle
Plan for Improvement

FPeer-Review Team's Certification Report E-R Team Instructions -
E-E Team Interiey
M_ Observation of the Operating Principle *
Reports Menu Plan(s) for Improvement *
- Peer-Review Team list of Opp ortunities for Enhancement
Ll—l Peer-Review Team Issues and Institation Response d|

el |
Gl

[ [ [B¥ Local intranet

e From this screen, the peer-reviewer will be able to access the screens
necessary to:

View the institution’s responses to self-study items;
Enter an observation of an operating principle;
Respond to an institution’s plan for improvement;
List opportunities for enhancement; and

Enter issues determined by the peer-review team.

e oo
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e To enter an observation of the operating principle, click on “Observation
of the Operating Principle.”

2 NCAA DI Athletics Certification Home Page - Microsoft Internet Explorer oy =] e

J Fle Edt View Favorites Tools  Help ﬁ
J L | ﬁ | @Eaar(h [FdFavorites €, BHistory | %v - H

| ddress [#] http: f/ncas-test:22005 ncaass AdminHDE. AC_InstMenu,55_HomePage?p_Grg_ID=5188p_Profile_ID=15 | @
JLmks &]Customize Links & Fres Hotmall & ] Windows Media 2] Windows

ACS Self-Study - State University

PR Team Ascess 1.1 Mission of the Athletics Program and the Institution
FRT Report

Pag . . . . .
ACS Home Page PeerReview Team's Observation of Operating Principle (Tun 17, 2003)

Seif-Study Main Menu

The mission and goals of the athletics progrem relate clearly to the =]
. mission and goals of the institution; support the educational

= Institutional Information chjectives, academic progress and general velfare of student-athletes
and support equitable opportunity for all students and staff,

] including wowen and minorities. Howewver, it was not clear to the

' Self-Study Inst. & Cetification peer-review team that the athletics mission statement embraces the
hssociation's principles of sportswanship and ethical conduct.

“F Peer-Review Team

<P Introduction

1
r Governance and Commitmer The university found through its self-study process that the mission
Previous Cert. Self Study and goals of the athletics prograw vas not widely circulated among

1.1 Mission of the Athletics Pri the institution's internal and external constituencies. Hovever, a

plan was developed for wide circulation of its athletics wission

1.2 Institutional Contral, Presid
statement. and was completed in August 2003.

1.3 Rules Compliance
ar Academic Integrity =l

<r Fiscal Integrity Spell Check Save

ar Equity, Welfare and Sportsrr

P-R Team Interiewees Back

P-R Team Records Reviewed
Eeporis Menu

Contact Us

I — |
&7 Dane [ B Local intranet

¢ Once complete, spell check and click “Save.” Now click “Back” to access
the other options from the previous screen.

e Follow the same steps for the “Peer-Review Team's Observation of
Evaluation and Plan for Improvement” and ‘“Peer-Review Team's
Opportunities for Enhancement.”

e To enter an issue, click on the “Peer-Review Team Issue” and then
click ® to type the issue in the text box.

e Once complete, spell check and click “Save.”
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3) Entering the peer-review team interviewees and
records reviewed

e Click on “P-R Team Interviewees” and the following screen will allow the
peer-reviewer or the NCAA staff liaison to enter each peer-review team
interviewees:

24 NCAA DI Athletics Certification Home Page - Microsoft Internet Explorer =] |

File Edit ¥ew Favorites Tools Help

P < | A ‘ (Gl search  [EFavorites . HHistory ‘ - - ||
Address [&] hetp:/incas-test: 22005/ncass] AMINMDB. AC_InstMen.55_HomePage?p_Org_ID=5188p_Profile_ID=15 x| @0
Links &) Customize Links 4] Free Hotmail &7 Windows Media &7 Windows

ACS Self Study - State University

P-R Team Access Individuals Interviewed on Campus during the Evaluation Visit

PRT Report

ACS Home Page

i . - Add
Self-Study Main Menw Last ame, First Name  Title Delete Edit
<A Institutional Information I | A

P Peer-Review Team
=P Self-Study Inst. & Certification Back|
<P Introduction
< Governance and Commitmer
Eresious Cert Self-Study
1.1 Mission of the Athletics P
1.2 Institutional Control, Presid
1.3 Rules Compliance
=P Academic Integrity
=P Fiscal Integrity
ar Equity, Welfare and Spaortsmr
P-R Team Interviewses
E-R Team Records Reviewed
Repaorts Menu

Contact Us

K1 — |

e Enter last name then first name and their appropriate title. Click “Add”
and follow the same steps until complete.

e Note: The web-based system automatically alphabetizes the index of
interviewees.

e Follow the same steps above for the “P-R Team Records Reviewed.”
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4) Reports Menu

e Once the peer-review team report is completed, the report can be viewed
in a report format.

e Click on “Reports Menu” within the menu on the left side of the screen to
get the page below:

A NCAA DI Athletics Certification Home Page - Microsoft Internet Explorer ISl

J File Edt Wiew Favorites Tools Help ﬁ
J Bk v o= - () ﬁ ‘ @5earch GlFavorites £ Aristory ‘ %v - H

| address |@ hitp:/fncaa-test 22005 {ncaass/AdminMDE. AC_InstMenu,SS5_HomePage?p_Org_ID=5138p_Profile_ID=15 | @
| Uinks &) customize Links &) Free Hotmail  &] windows Media &) Windows

ACS Self-Study - State University

F-R Team Access (1l

o s Reports Menu

ACS Home Page

T — Blank Self-Study Instrument - ¢ "PDF) Self Study Instrument. The format is simdtar to the NCA A publication (hardcopy)

. . L 1's Self-Study Report - ( “PDF ) Self Study L with the s tesponses. The format is similar to the
= Institutional Information NCAA publication (hardcopy)

“F Peer-Review Team

5P Self-Study Inst. & Ceificatior Peer-Review Team Eeport - { "PDF) Report of the Peer-Review Teant's observations and comments. The repost is written

. during the tear's on-campus evaluation visif)
ar Introduction

5P Governance and Commitme Peer-Rewview Team Report with Institution Responses - ¢ "PDF ) This is the same as the Peer-Review Team Report but this

b Academic Integrity includes any responses from the institution,

< Fiscal Integrity

or Equity, Welfare and Sportsr

F-R Team Interviewees

P-R Tear
Reports Menu

Peer-Review Team Issues Report - ¢ "PDF ) List of the team's issues

Peer-Review Team Issue Report with Responses - ( "PDF ) This is the same as the Peer-Review Team Issues Report but
this includes any responses from the institution

CAC Issues Report - ( "PDF ) List of the Committee on Athletics Cerlification's issue

Contact Us
‘@ Postable Document Format (PDF) files require the Adobe Acrobat® reader, Vou can download the free reader by clicking on the button
below.
Get Acrol
A
4 | 2+l Back | k|
&1

[ Local intranet

e The peer-review team can also create an “issues report” which will show
the institution’s issues only (a valuable resource for the exit meeting). To
access this function click on “Peer-Review Team Issues Report.”

e These report menu items are in PDF format.
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Web-Based Certification Key Chart

v A

= Edit information

=  Delete information

= Add information

+ = Move information up

"l" = Move information down
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