
 
 

SPORT- Panel Generator 
Instructions 

 
Enter Session Dates into Compass - SharePoint 

 
1. Copy below link into Microsoft Internet Explorer browser. 

 
https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompas
s%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A
9EBAAAAE6EBF7&View={AD9D9068-04AF-4B6C-A44D-C180DA01A86A} 
 

2. Select Sign in using Windows Authentication. 
 

  
 

3. Select Calendar. 
4. Move cursor to the lower right hand corner of the start date of the session. 
5. Select +Add that appears in the calendar box. 

1. 

2. 

https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompass%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A9EBAAAAE6EBF7&View=%7bAD9D9068-04AF-4B6C-A44D-C180DA01A86A%7d
https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompass%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A9EBAAAAE6EBF7&View=%7bAD9D9068-04AF-4B6C-A44D-C180DA01A86A%7d
https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompass%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A9EBAAAAE6EBF7&View=%7bAD9D9068-04AF-4B6C-A44D-C180DA01A86A%7d


 
 

 
 

 
 

6. Enter session Title (year + mo. + date + session{A,B,C etc.} 
7. Enter city 
8. Select checkbox: Make this an all-day activity… 
9. Click on calendar icon and select start Date of Session 
10. Click on calendar icon and select end Date of Session 
11. Select checkbox: Unavailable 
12. Select Save 

Add 

3. 

4. 

5. 



 
 

 
 
 
 

Enter COI Availability into Compass - SharePoint 
 
 

1. Copy below link into Microsoft Internet Explorer browser. 
 
https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompas
s%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A
9EBAAAAE6EBF7&View={AD9D9068-04AF-4B6C-A44D-C180DA01A86A} 
 

2. Select Sign in using Windows Authentication. 
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8. 

 

6. 

7. 
9. 

10. 

11. 

12. 

1. 

https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompass%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A9EBAAAAE6EBF7&View=%7bAD9D9068-04AF-4B6C-A44D-C180DA01A86A%7d
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3. Select Calendar. 
4. Move cursor to the lower right hand corner of the start date of the session. 
5. Select +Add that appears in the calendar box. 

 

 
 
 

2. 

3. 



 
 

 
6. Enter Committee Member (first initial + last name) + Unavailable 
7. Enter city 
8. Select checkbox: Make this an all-day activity… 
9. Click on calendar icon and select Start Date of Session 
10. Click on calendar icon and select End Date of Session 
11. Select checkbox: Unavailable 
12. Enter Committee Member's Email Address (first initial + last name+ ncaacommitte.org) 
13. Select Save 

Add 4. 

5. 



 
 

 
 

Update COI Profiles in Compass - SharePoint 
 

1. Copy below link into internet explorer. 
 
https://extranet.ncaa.org/compass/COI/coiavail/Toolbox/Forms/AllItems.aspx?RootFolder=%2Fcompas
s%2FCOI%2Fcoiavail%2FToolbox%2Fbbanowsky&FolderCTID=0x01200040B65A943E9DFE4A83A
9EBAAAAE6EBF7&View={AD9D9068-04AF-4B6C-A44D-C180DA01A86A} 
 

2. Select Sign in using Windows Authentication. 
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6. 
7. 

 

8. 

 

9. 
10. 

 
 
 

 

11. 

13. 

 

 

12.  
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3. Select profile.  
 

 
 

2. 

3. 



 
 

Below are critical fields to complete. 
 

 

 



 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
 

SPORT- Panel Generator 
Instructions 

 
Process Overview 

 

 
 

Copy Enforcement Case Readiness Spreadsheet from 
SharePoint to Infractions Folder 

 
1. Login into Enforcement/COI SharePoint: cut and paste http://collaborate.ncaa.org/cz/enfcoi into 

Internet Explorer. 
2. Select Libraries. 
3. Select Shared Documents 
4. Select most recent Case Readiness file. 

 

 
 

 
 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

 2. 

 3. 

http://collaborate.ncaa.org/cz/enfcoi


 
 

5. Select File. 
6. Select Download a Copy. 
7. Select Save then Save As. 
8. Enter directory:  infractions\applications\case readiness\2015\ 
9. Enter file name:  Case Readiness XX-XX-XX (date) 

 

 
 
 
 

 
 

Saves As 

Login 
 
 

1. Cut and paste link into Chrome browser (Microsoft Internet Explorer will not function 
properly): 

2. Login 
 

 
http://ncaa-websvr01:8080/Account/Login?ReturnUrl=%2f 
 
 

 4. 

5.  

 6. 

File 

Download a Copy 

Save 

http://ncaa-websvr01:8080/Account/Login?ReturnUrl=%2f


 
 

 
 
 

 
 

1. Select Status 
 
 

 
 

Upload 
Case 

Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

User Name: tdl 

Password: tdltdl 

1. 

2.  



 
 

2. Select Choose File 
 

 
 

3. Select location of file 
4. Select Upload 

 

 
 

 
 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

2. 

3. 
4. 



 
 

 
1. Select Case 
2. Select Edit 

 

 
 
 

3. Select Status History 
4. Select Ready to be Assign Calendar enter correct date.  

 

 

 
 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

1. 

2. 

3. 

4. 



 
 

1. Select Session 
2. Select Create New 

 

 
 

3. Enter Session Name (Yr. + Mo. + Dates + Letter) 
4. Enter Location (City – Venue) 
5. Enter No. of CM (Number of Committee Members) usually 7 
6. Enter Session Reason (New for Hearing Panel; Compliance for Compliance Panel) 
7. Enter Session Status (Open for new session; Closed after the appeal period) 
8. Enter Address (Venue address) 

 
 

 

 
 

1. Select Create Panels at the bottom page (hint: select edit session if the session has been closed 
before all the steps have been completed) 
 

 
 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create New 
Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

3. 

4. 

5. 

6. 

7. 

8. 



 
 

 
2. Select Add Row  

 

 
 

 
 

3. Select the Start Meet Date (of Hearing, Review, etc.) 
4. Select Duration (Anticipated Length)  
5. Select Hearing Type (Hearing, Review, etc.) 
6. Select Save 
7. Repeat Steps 2 – 6 until all the panels are entered 

 

 
 

1. Select Assign Cases to Panels 
 

 
 

2. Select Panel  
3. Select the Case that matches the duration of the Panel (e.g., 2 Days for both) 
4. Select Save 
5. Repeat Steps 2-4 until all Cases have been assigned a Panel 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

3. 

2. 

4. 5. 



 
 

 
 
 

 
 

 
1. Select Tumble Maser List 

 

 
 
 

2. Select Save 
 

 
 

 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

2. 3. 

4. 

1. 

2. 



 
 

3. Select Assign COI to Panel 
4. Select Save 

 

 
 

 
 

1. Select Assign Panel Tasks 
2. Select Add Row 
3. Select Panelist 
4. Select Task (Role) 
5. Select Save 
6. Repeat steps 2-5 until all Tasks (Roles) have been assigned 

 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

3. 4. 



 
 

 
 
 

 
 

1. Select Assign COI to Panel 
2. Select Add Row (until the first alternate is visible) 
3. Select Rem (Remove) to remove the conflict panelist 
4. Select Prim (Primary Panel) to add a replacement panelist  
5. Select Save 

 

 

Upload Case 
Readiness

Enter 
Case 

Details

Create 
New 

Sessions

Create 
New 

Panels

Assign 
Cases to 
Panels

Assign 
COI to 
Panels

Assign 
Panelist 

Roles

Adjust 
Panelists

1. 

2. 3. 4. 

5. 

1. 

2. 

3. 

4. 

5. 

Alternates 

Panel 


