
TUTORIALS 
 

As you prepare for the college recruiting process, it helps to know exactly what you need to do. Web Star 

Recruits has developed software tools that guide you through the entire college recruiting process. We 

want to make it easy for you to take full advantage of every tool we offer: 

 Edit Your Settings 

 Edit and Manage Your Profile 

 View Your Profile 

 Upload Your Photo 

 Upload Your Transcripts 

 Add Your Videos 

 College Coaches Database 

 NCAA Eligibility Academic Worksheets 

 Recruiting Diary 

 Add Your Competition Schedule(s) to Your Profile 

 Emailing a College Coaches Your Profile 

 See Which College Coaches View Your Profile 

 Approve Your High School Coach and Guidance Counselor 

 Confirming a Recommendation 

 Register with the NCAA Eligibility Center 

 Apply for Financial Aid 

Edit Your Settings 

Edit your profile on the Settings page at any time.  

1. Log into your Web Star Recruits account. 

2. Your name can be found in white letters at the top right hand corner of the page. Click on your 

name.  

3. Scroll down to Settings.  

You can return to the Web Star Recruits home page by clicking on the Web Star Recruits logo at the top 

left of each page, from any page you are currently on. 

 

Edit and Manage Your Profile 

Fill out all of your basic information, in its entirety, on the Basic Information page. College coaches will 

view your profile, so it's important to have the necessary information completed. 

1. Log into your Web Star Recruits account. 

2. Click on your name (in white letters) at the top right hand corner of the page. 

3. Scroll down to Settings. 

4. You have the options to Manage Your Account, and Manage Your Profile. 



5. Click on the option you choose to edit.  

6. After editing the option you choose, click Save. 

7. Repeat as necessary to any part of your profile.   

View Your Profile  

It’s a good idea to view your profile from time to time, viewing it as a college coach will see it. Make sure 

that you update your profile to reflect the most complete information to date. 

1. Log into your Web Star Recruits account. 

2. Locate your name, in white letters, at the top right of the page and click on it. 

3. Scroll down to Profile. 

4. Click on any of the tabs to see the information you have entered.   

5. If you wish to change anything, follow the steps to edit and manage your profile 

 

Upload Your Photo 

Uploading a photo can create a personal connection with a college coach. The coach can put a face with a 

name, and you will be more memorable. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner, click (this is the control panel for your 

profile). 

3. Scroll down and click Settings. 

4. On the left hand side of your existing picture, click on Change Profile Picture. 

5. Click the Choose File icon, and upload the picture you want to you use that's saved on your 

computer. 

6. Select open. Then click upload. 

 

Upload Your Transcripts 

Your transcripts are a very important part of your profile. College coaches can't seriously recruit you 

without seeing your transcript, and finding out whether or not you meet the academic requirements of the 

school. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner, accessing your profile information. 

3. Scroll down and click Settings. 

4. Under Manage Your Profile, scroll down and choose Grades and Test Scores. 

5. Enter your grades or scores by hand. 

6. Select choose file. Upload transcripts from your computer. 

7. Click Save. 

8. Repeat as necessary for SAT and ACT scores and other grades. 

 



Add Your Video(s) 

Your video allows a college coach to evaluate your athletic talent. Every sport requires a different type of 

video. Some sports require skills or highlight videos, while others require full game videos or matches. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner; this allows you to access your profile. 

3. Scroll down and click Settings. 

4. Under Manage Your Profile, click Videos. 

5. Enter Title and Tags. 

6. Cut and paste your link from blimp.tv, Vimeo, YouTube, or Hudl. Click Save. 

7. Your video will upload directly to your profile. 

 

College Coaches Database 

Our database contains contact information for thousands of college coaches. You can make a connection 

with coaches, as well as get information about college programs. Your coach contact can help make sure 

that you're qualified academically and athletically. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Coaches Database. 

4. Select the appropriate field by College/University, State, Division, Conference, or Enrollment.  

5. Click Search. 

 

NCAA Eligibility Academic Worksheets 

Determine exactly where you stand academically. No more guessing, or waiting for your eligibility 

results. Our powerful eligibility feature instantly lets you know where you stand, and what you still need 

to obtain eligibility in NCAA Division I or Division II. Share it with your guidance counselor, you can 

plan classes that ensure your eligibility. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Eligibility Worksheets. 

4. You start on the NCAA Division I page. (You can switch by choosing NCAA Division II, 

which is highlighted in blue at the top of the page.) 

5. Choose a subject on the left, from the pop-up window. 

6. Manually enter your Course Title. 

7. Choose either: trimester, semester, or full year course, depending on the length of your course. 

8. Choose a grade from the pop-up window. 

9. Click Add. 

 



Recruiting Diary 

Organize all of your college recruiting details in one place. No more misplacing dates and times, or 

forgetting which coaches you have contacted. Everything you need to stay on track with your recruiting 

process is right at your fingertips. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Recruiting Diary. 

4. This will bring up Your Recruiting Diary page. 

5. Click on the Add New Entry button to update your recruiting log. 

6. Enter the necessary information: College, Category, When, and Note.  Click Save. 

7. Click on the Calendar of Visits button to view your visit entries. 

8. You can scroll from month to month by clicking Previous or Next on either side of the month. 

 

Add your Competition Schedule to Your Profile  

Let college coaches know when and where you will be competing. Your competition schedule makes it 

easy for recruiters to find you. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Manage Schedules. 

4. You will be on Your Competition Schedules page. 

5. Click the Add New Schedule button. 

6. A team already entered on your profile will appear in the pop-up window. Choose the 

appropriate team. 

7. Manually input your season. 

8. Click Save. 

 

 

 

 

 

 

 

 

 



Emailing College Coaches Your Profile  

This feature allows you to create a unique link to send college coaches your Web Star Recruits profile. Be 

sure to only contact schools that you qualify for both academically and athletically. If you are unsure of 

where you currently stand in these two realms, please sign up for a free evaluation at:              

https://webstarrecruits.com/get-evaluated/ 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Coaches Database. 

4. Select the appropriate field by College/University, State, Division, Conference, or Enrollment. 

(note-if targeting NCAA 1 schools, you must choose either NCAA1-FBS or NCAA 1-FCS) 

5. Click Search in blue.  

6. Once you’ve chosen the program you wish to contact, click on the coaches’ email to open your 

computer email, or cut and paste that coaches’ email address onto your browser email. 

7. Scroll back up top and click on Profile. 

8. Once you’ve returned to your Profile page, click on the tab below that says Profile Activity. 

9. Scroll down until you see Invitations. To the right of Invitations is box where it says Label 

for Invitation. In this box, type in the coach and school in which you plan on creating a 

“special” link in order to have them view your profile. (e.g. John Calipari at the University of 

Kentucky) 

10. Once this “special” link has been created, you will see it appear under Invitations. 

11. Copy and paste that link onto your email. (Note-this link is an invitation for just one coach and 

program. Be sure to send only this link to the specific school you plan on targeting. If you do, 

you will have a false reading of which coaches have been viewing your profile.) 

12. Write email. Be sure to write a brief email about yourself, your stats, and your interest in that 

particular college coaches’ program. Conclude by saying something similar to this “please 

check out my profile on Web Star Recruits. It contains everything you might need in order to 

recruit me.”  

 

 

 

 

 

 

 

 

 

https://webstarrecruits.com/get-evaluated/


See Which College Coaches Viewed Your Profile 

As you begin reaching out to college coaches, you want to know which coaches are responding. This 

exciting feature allows you to keep track of which coaches have responded to you, and what areas of your 

profile they've looked at. 

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and choose Profile. 

4. Choose the Profile Activity tab. 

5. Under Profile Activity, scroll down to Activity Log. Here you will see which coaches viewed 

your profile, and what part of your profile they have viewed.   

 

Approve Your High School Coach and Guidance Counselor 

This feature allows you to connect to your high school coach and guidance counselor so that they are able 

to assist you in the college recruiting process.  

1. Log into your Web Star Recruits account. 

2. Click on your name in white at the top right corner. 

3. Scroll down and choose Settings. 

4. Once the setting page opens, scroll down until you see Manage Account Access. Under 

Manage Account Access click on Delegated Access in blue.  

5. Once the Delegated Access page opens, you will see your high school coach and guidance 

counselor under the appropriate headings. Confirm they are your coach and guidance counselor 

by clicking ‘Give Access’ in blue.  

6. You are now connected to your high school coach and guidance counselor. 

 

Confirming a Recommendation  

This feature allows you to receive a recommendation on your profile that verifies you, to let college 

coaches know you fit the athletic criteria for their program, according to your high school coach.. 

1. Log into your Web Star Recruits account  

2. Click on your name in white at the top right corner. 

3. Scroll down and choose Settings. 

4. Once the setting page opens, scroll down until you see Manage Account Access. Under 

Manage Account Access click on Manage Recommendations in blue. 

5. Once the Manage Recommendations page opens, confirm your recommendation by clicking 

‘Accept’ in blue.   

 

 



Register with the NCAA Eligibility Center 

If you plan on competing in NCAA Division I or Division II, you must register with the NCAA Eligibility 

Center. For best results, you should register at the beginning of your junior year of high school. 

1. Log into your Web Star Recruits account. 

2. Start on the Web Star Recruits homepage. 

3. Click on your name in white at the top right corner. 

4. Scroll down and click Task List. 

5. Click on apply for eligibility in blue. 

6. This will bring you to the NCAA Eligibility Center homepage where you can register, or 

continue your current eligibility form. 

 

 

Apply for College Financial Aid 

You should know how much college financial aid you qualify for. The earlier you apply, the more likely 

you are to receive the financial help you need while attending college. 

1. Log into your Web Star Recruits profile. 

2. Click on your name in white at the top right corner. 

3. Scroll down and click Task List. 

4. Once your Task List page opens, scroll down and click:  If you are a senior, you should apply 

for financial aid in blue. 

5. This link will bring you to www.fafsa.ed.gov/ where you can start a new FAFSA, or continue 

working on your current FAFSA. 

 

 

 


