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On your myIHSAA School Dashboard, in the Seasonal Tasks list, the Athlete Entry task initially reflects a 

status of Not Started: 

  

 

  

This indicates the AD needs to click on the Athlete Entry link in the Seasonal Tasks list and confirm the 

accuracy of the information shown: 
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At that point the AD, assistant AD, athletic administrative assistant, or the varsity head coach, can 

import their school’s sectional entry as follows: 

  

1. On the Athlete Entry page, click on the Import button in the upper-right corner of the page: 

   

 
    

2. Click on the Upload File button: 

   

 
    

3. Browse to and select the CSV file exported from DirectAthletics. Note the specific click-by-click 

steps will depend on the type of device used to access myIHSAA. 

   

4. Observe a status message is shown: 

   

 
    

If there are any errors, an error file will be available for download containing specific details 

shown to the right of each erroneous record. Once the errors have been corrected, the import 

process can be repeated at any time prior to the submission deadline indicated in Seasonal 

Tasks. 
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5. Update any missing information by clicking on the edit pencil icon to the right of each student 

athlete: 

   

 
    

6. Enter the three academic values indicated, and select an Academic Note ONLY if prompted: 

   

 
    

“Previous Semesters” represents the number of previous semesters, trimester or quarters the 

student fully completed at your school. “Full Credit Passed” represents the number of classes 

the student passed on the certification date of the most recent grading period. “Full Credit 

Enrolled” represents the number of classes in which the student is enrolled for the current 

grading period. 

    

7. When finished editing each student’s record, scroll down and click on the green Save button: 
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8. When finished editing student records, if your school has relay participants, scroll down and 

click on the edit pencil icon to the right of the Relay Teams indicator: 

   

 
    

9. Enter a time for each relay event in which your students will participate, then click on the green 

Save button: 

   

 
    

10. Once all edits have been completed, scroll down to the bottom of the entry list, and click on the 

blue Submit to IHSAA button: 

   

 
 

IMPORTANT: Coaches will NOT see a submit button. Only athletic office staff can submit a 

sectional entry to the IHSAA office. 

 


