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Assistance and Resources
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NAIA Academy Help Desk: Academy assistance for 
NAIA campus contacts and users.  

• 816.595.8100. Call 24 hours.  
Staffed 8:30-5pm CDT Monday-Friday

• naiaacademy@naia.org

Note: The NAIA Academy help desk does not have access to NAIA Academy 
passwords.  Please provide the student-athlete with their Academy username from 
your Academy list and ask them to use the Forgot My Password function. 

mailto:naiaacademy@naia.org
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Frequently Asked Questions and 
Technical Assistance Tabs

A Frequently Asked Questions tab and a Technical Assistance Tab are available in the navigation bar on the NAIA 
Academy homepage. The FAQ tab provides information to help address Academy technical issues. The Technical 
Assistance tab can be used to contact Academy staff for help with specific Academy technical issues. The Technical 
Assistance tab should not be used for username or password requests. 
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Resource Exchange Center:  
For questions specific to NAIA banned substance list and/or 
drug testing policy. 

• 24 hour hotline 866.635.7877

• Visit www.drugfreesport.com/rec

Login information:

Organization: NAIA

Password: naialive5

http://www.drugfreesport.com/rec
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PlayNAIA Help Desk: For assistance with PlayNAIA email or 
PlayNAIA password.  Note: PlayNAIA password may be 
different then the NAIA Academy password.  

• Staffed 8:30 AM- 5PM CDT Monday-Friday.  

816.595.8300
U.S. Student-Athletes ecinfo@naia.org
International Student-Athletes ECinternational@naia.org

mailto:ecinfo@naia.org
mailto:ECinternational@naia.org
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Administrative Permissions 

and Access
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Adding your NAIA Academy administrator to your NAIAHelp staff 
listing as the NAIA Academy Contact will enable the contact to receive 
all relevant NAIA Academy communications from the National Office. 

Providing appropriate NAIAHelp permissions will enable your NAIA 
Academy administrator to register student-athletes for the NAIA 
Academy. 
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Add an NAIA 
Academy 
Contact to 
Staff Listing

Log in to NAIAHelp. In the left 
side navigation click on 
VIEW/EDIT STAFF under 
Institutional Information. 
Select and enter information. 
Select NAIA Academy Contact 
as the Primary Role. Click SAVE 
STAFF MEMBER. 
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Provide NAIAHelp
Academy Permissions

• In NAIAHelp click on Manage Users then 
View/Edit Current Users.

• Click on the Edit Icon to the left of the user you 
wish to update. 

• In the Update User box, click on the NAIA 
Academy group box

• Click Update User 

To better control your Academy student list we 
suggest no more than 3 staff members be granted 
permission to access NAIA Academy functions in 
NAIAHelp.  
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Register as the 
Institution’s NAIA 
Academy Administrator. 
Once NAIA Academy permission is granted the 
administrator can register themselves as an NAIA 
Academy administrator. The administrator will then 
have an Academy account and be able to log in and 
view and take Academy courses.

• In NAIAHelp click on List Admin Users in the left 
side navigation. 

• Click on Add Admin User. Enter name and Edu 
Email.  

• Click Save Admin User. 

• Check the box by the Admin user’s name and click 
Register Admin Users. 

• Once registered the Administrator will receive 
their Academy log in credentials via email. 
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Registration
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Student-athletes must be registered for the 
Academy by someone in the NAIA Institution’s 
Athletics Department. Student-athletes cannot 
register themselves. 

Important Reminders

Student-athletes should be registered for 
the Academy BEFORE being encouraged 
to complete NAIA Academy courses.
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Registration:

Student-athlete Registration

Register Coaches
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Before registration, encourage your student-athletes to access their 
PlayNAIA accounts and change their email to their school (edu) email. 

This will save you the step of changing the student-athlete’s email prior 
to registration.

If needed, student-athletes should contact the PlayNAIA help desk for 
assistance with PlayNAIA account log in information. 

NAIA Academy Tip 
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Student-athlete Registration

NAIA Academy student-athlete registration is a 3 step process. 

1. Add student-athletes to your NAIA Academy student-athlete list in 
one of three ways: 

• Import student-athletes from your short list

• Add student-athletes individually

• Grandfather in student-athletes without an ECID

2. Edit student-athlete information 

3. Register student-athletes

4. Misc. Prompts
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• Access NAIAHelp. Under the 
NAIA Academy navigation click 
on List Student-Athletes

• Click on Import Short List 

• Select year (the list may take a 
while to download). 

• Select multiple years separately.     

• Change Show Entries in the 
upper left side to change the 
number of entries per page.  
Note: your short list may have 
multiple pages.

Import Student-athletes from your 
Short List to your Academy List
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• To import all student-athletes to your 
list click Select All.

• To import selected student-athletes, 
click on the box by the student-
athlete’s name and click Import 
Selected.

• To import a team, sort the short list 
by team, click on the box by team 
member’s names and click Import 
Selected.   

• Once imported, student-athletes will 
appear on your student list with an 
orange box. 

• The box by the student-athlete’s 
name on the short list will disappear. 
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• In NAIAHelp under the NAIA Academy 
navigation click List Student-Athletes

• Click on Add Student

• Enter user information (if needed, use the 
LookUp function for student-athlete 
ECID numbers). 

• Click on Save Student. 

• Student-athlete will appear on the list 
with an orange box.    

Add student-athletes individually 
to your Academy List.
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• Click on Add Student. Enter 
student-athlete’s email, name, 
sport and previous season.

• Click Save Student 

• Click on Grandfather In. 

• Click Save Student

• Student will appear on your 
list with an orange box. 

Grandfather in student-athletes 
without an ECID
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Edit Student-athlete Information

Edit student-athlete information while the box by the student-athlete’s name is orange. 

• Click the Edit Icon        by the student’s account to pull up their information. 

• Check and if needed change the email.  We recommend using the school (edu) email. If 
needed, work with coaches to obtain valid school (edu) emails. 

• Note: The user’s email will become their username so it’s very important it is accurate and 
current. 

• Check and change previous seasons if needed. 

• Click Save Student to save the updated account information. 
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Edit 
Icon

Make 
changes 
while this 
box is 
orange
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You can edit student-athlete emails      at any time. 

Changing a student-athlete email while the box by their name is orange 
will change the username to the new email.  

Once the student-athlete is registered and the box by their name is green 
the username will not change. 

NAIA Academy Tip 
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• Check the box by the student-athlete’s name. Multiple boxes can be checked to register multiple 
student-athletes at once. 

• Click Register Selected in the upper right corner

Register Student-athletes 
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• You will get this message at the top of the page indicating the registrations are being 
processed. 
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• The boxes by the student-athletes names will turn blue. This indicates these student-
athletes registrations are in process. 

• You are now free to register additional student-athletes, access other NAIAHelp
functions or log off to perform other tasks. 
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• After a few minutes (about 5 minutes), you can return to the student list or 
refresh the page (refresh instructions below) to see the student-athletes have 
been registered (boxes by their names have turned green). Note: Repeat the 
refresh process as needed to see the new registrations. 

To refresh the page: Press the "Ctrl" and "R" keys simultaneously on a keyboard or 
click the in your browser’s address bar at the top of the page. 

For Macs, use the "Cmd" key instead of the "Ctrl" key, along with "R." 
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Soon after you will receive an email to confirm your student-athletes have been registered 
for the Academy. 
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NAIA Academy Tip 

Once registered, new users will get a welcome email with their 
log in credentials and they will be able to access their courses 
in the NAIA Academy. 
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ECID Already Taken Prompt

If you click “Save Student” and get this 
prompt contact the NAIA Academy Help 

Desk for assistance
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Username Taken Prompt

If you click “Save Student” and get 
this prompt contact the NAIA 

Academy Help Desk for assistance
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Register Coaches 

• Access NAIAHelp. Under the 
NAIA Academy navigation 
click on List Coaches

• Click on Add Coach

• Enter information in the 
NAIA Coach Info box 

• Ensure the Email is correct. 

• Click on Save Coach

Coaches can also be registered for the NAIA Academy.  To 
register a coach:
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• The coach will be saved to your list (orange box)

• Check the box by the coach’s name. Click Register Selected 

• You will see a confirmation message and the box by the 
coach’s name will turn green when the coach is registered. 
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User List Functions
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User List Functions:

Sort your user list

Search for user

Delete users from your list
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Sort Your User List

• Each User list can be 
sorted by First Name, 
Last Name, Sport 
Name, Username and 
Last Edited.

• The Student-athlete 
list can also be sorted 
by ECID and Previous 
Seasons. 

• Click on the arrows by 
the sort option to sort 
accordingly. 
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Search For a User

• To search for a user in 
your list, type the first 
or last name in the 
search box.

• Matching saved or 
registered users should 
appear. 
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Delete Users From Your List

• Log in to NAIAHelp. Under NAIA 
Academy select the list you wish 
to edit 

• Check those who you want to 
delete (note you may have 
multiple pages) 

• Click on Delete Selected at the 
top of the screen.

• To delete users individually click 
the delete icon for the user on 
the right side. 
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When deleting student-athlete accounts from your student-athlete 
list, sort by previous seasons. Click twice on the previous seasons 
sort arrows to see those with the most previous seasons. 

NAIA Academy Tip 
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Reports
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Reports

All Sports Report

Single Sport Report

Multiple Sports Report 

Report Format 
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All Sports Report

• Access the NAIA Academy 
navigation in NAIA Help 
and Click on View 
Reports

• Select All Sports from the 
drop down list 

• Click View Report

• Follow prompts to open the 
report
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Single Sport Report

• Access the NAIA Academy 
navigation in NAIA Help and 
Click on View Reports

• Select the sport from the 
drop down list. 

• Click View Report

• Follow prompts to open the 
report



45

Multiple Sports Report

This report allows coaches who coach more than one sport or whose student-athletes are 
registered in other sports, to see all their student-athletes on one list. 

• Access the NAIA Academy navigation 
in NAIA Help and click on View 
Reports

• To select multiple sports from the 
drop down list hold down the Control 
button and click on the sports 
with your mouse. 

• Click View Report

• Follow prompts to open report
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Report Format

Report can be filtered (ex. by name, sport or course completions)

One row per user

Courses across the top

Expand columns to show complete username, 
email and course completion dates

Completed coursework shows by date completed. 
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Run a report for each of your coaches so they can assist you with registering 
their student-athletes and help their student-athletes complete NAIA 
Academy courses. The report will show registered users, usernames, 
Academy email and completed courses. 

NAIA Academy Tip
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Courses
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Courses
NAIA Academy Courses

Recommended Courses
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NAIA Academy Courses
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Recommended Courses

NAIA Institutions are free to determine which courses they want their student-athletes to 
complete.  Below are the recommended courses.  

• 100 level courses are recommended for new student-athletes in their first season 
of competition. 

• 200 level courses are recommended for 2nd year student-athletes with 1 previous 
season of competition. 

• 300 level courses are recommended for 3rd year student-athletes with 2 previous 
seasons of competition. 

• 400 level courses are recommended for 4th year student-athletes with 3 previous 
seasons of competition. 

• 700 level courses are optional courses. Institutions are free to decide which, if 
any, of these courses their student-athletes need to complete.
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Encourage users to finish each course in on sitting.  If they must walk away 
or click away from a course they should close the course window and the 
system will save their progress.

NAIA Academy Tip
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Important Reminders
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The NAIA does not have access to Academy 
passwords.  Users should use the Forgot My 
Password function on the NAIA Academy 
homepage to retrieve a password. 

Important Reminders

Users will enter their NAIA Academy username 
(from your student-list) and may also need to 
know their Academy email (see student’s account 
information on our student list). 
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Important Reminders

Encourage users to use the Forgot My Password 
function on the NAIA Academy homepage to 
retrieve a password. The NAIA does not have 
access to passwords. Users will need to enter 
their username to retrieve a password via their 
Academy email. 
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All registered returning users will get a welcome 
back email with their Academy username in mid 
July.

Important Reminders

NAIA Academy usernames are shown  on your 
NAIA Academy student list. If needed, please 
provide the student-athlete with their username. 


