
Preparing your file for the MSHSAA Master List upload. 

 

 

1. You need to have your incoming athletes (usually grade 7 and/or grade 9) in the 

software.  You can import this information from your student information system.  

To get instructions on the import, click the User Manual link on the opening 

screen of your software. 

2. Click the MSHSAA Master List button on the Contest Information screen. 

 
 

3. Select the grade level you want to upload 

 

 
 

4. This will open a spreadsheet view of your athletes. 



 

 
 

5. You will notice that two athletes have birthdates that have been misentered. 

 



 
 

6. You will need to set the initial semester and year for your athletes.  Make entries 

like those above and the columns will be filled in. 

 



 
 

7. Click the Create the Upload File button 

 

 



You will see the two misentered athletes.  Click one of them and edit the birth date.  

When all are corrected, click the Create the Upload File button again. 

 
 

When your data is good to upload you can click the link to go to the login page at 

MSHSAA.  You can log in and upload your file.  The file will be called 

EligibilityUpload.csv and it will be located in C:\MSHSAA Uploads. 

 

Please call 888-334-8418 if you have questions. 


