
 

TEAM Building - Coach 
Bench Creation 
Purpose:  To participate in approved events, head coaches will first need to create a pool of INDIVIDUALS within a BENCH.  Then, using 
the athletes and coaches included on the BENCH, the head coach will need to create a TEAM ROSTER for EACH event where the coach 
will have TEAMS participating.  A head coach will have one (1) BENCH, but will be able to utilize the INDIVIDUALS associated with that 
BENCH to create an endless amount of TEAM ROSTERS. 
 
1. Log into the Basketball Certification System (BBCS) website (https://BBCS.ncaa.org) 

 
2. Navigate to the My Bench tab within the COACHES section. 

 
 

3. Until you have obtained your USA Basketball GOLD License, had your USA Basketball GOLD License Number validated by ECAG 
and been verified to be NCAA eligible by ECAG within the BBCS, you WILL NOT be permitted to perform any activity in the BBCS 
beyond creating your user account.  Instead will see the message in the blue box above. 
 
You will be forced to come back later to continue with the BENCH creation process. 
 
 

4. Once ECAG has validated your eligibility, 
when you log into the BBCS website 
(https://BBCS.ncaa.org) and navigate to 
the My Bench tab within the COACHES 
section, you will see a list of attestations.   
 

5. Confirm your acknowledgement by 
checking all the boxes and clicking the I 
Agree button.  You’ll need to check all the 
boxes to continue. 
 
 

  



 

6. Click the New Address button to enter the 
TEAM/organization's address.  You must enter 
the TEAM/organization's address prior to 
adding INDIVIDUALS to your BENCH.   
 
The TEAM/organization's address entered will 
determine the eligibility of the players that can 
be added to your BENCH to ensure compliance 
with the NCAA residency restrictions.  As you 
add athletes, you will be alerted of potential 
rule violations and in some cases, required to 
provide documentation to ensure 
compliance. 
 

7. Review saved TEAM address entry for 
accuracy.  You’ll be able to edit the TEAM 
address up until the point that you create a 
TEAM ROSTER. 
 
Once you have created a ROSTER for an event, you WILL NOT be able to make edits to the address without contacting ECAG  (1-
844-562-6201 or at ECAG@ncaa.org.  [Similarly, in the rare circumstance that you need to add more than one address, you will 
also need to contact ECAG and provide 
justification for why more than one address 
is necessary.] 
 

8. Select Open Search within the Add Coaches 
and Athletes section. 
 
This will expand the section to allow for you 
to search and add INDIVIDUALS (players 
and assistant coaches) to your BENCH. 
 
 
 

9. If a United States address has been 
specified as the team address, the 
state will automatically default to the 
state listed within your TEAM 
address per the comment in the blue 
bubble. 
 
 
 
 

10. The Role column will tell you whether the INDIVIDUAL is an 
Athlete or a Coach. 
 

 
11. Be aware of the buttons highlighted in the image below; you 

may need to use them to expand and or close windows to see 
your BENCH completely. 

 

  



 

Adding Athletes 
1. Only athletes who have confirmed their registration will appear in search; AND 
2. In the case of United States addresses, only athletes that are in the same state, same metro area or in an adjoining state to the 

team address will appear in search; AND 
3. In the case of International addresses, only athletes that are in the same country as the team address will appear in search; 
4. Only those players that have completed both their educational course and school information can be added to your BENCH.   

 
In the example above,  

a. Donald Duck has confirmed his registration 
b. Mickey Mouse, however, has not confirmed his registration.  In that regard, Mickey does not show up in the list of 

available athletes. 
c. There is a warning icon next to Donald Duck's name and when you hover over that icon, the highlighted message displays 

to tell you why the athlete is not currently able to be placed on your BENCH. 
Note: If there are multiple addresses for a team or a player than the criteria for determining a valid state (United States addresses) 
or country (international addresses) is evaluated.  If there is a match than the player will appear in the bench search results. 
 

5. Once the athlete has completed all his/her required steps, you will see a green Add to Bench button.   

 
 

6. Click that green button and the athlete will be added to your BENCH in a TENTATIVE state.  Once you click the green Add to Bench 
button, the athlete will receive an email and an alert in the BBCS that you have added them to the BENCH, which requires the 
athlete to Accept or Reject the addition.  Until the athlete accepts your invitation, you WILL NOT be able to view all the information 
on the athlete's profile and you WILL NOT be able to add the athlete to a TEAM ROSTER.  If the athlete rejects the addition, they 
will disappear from your list of pending invitations and they will be removed from your BENCH completely.  You can search and 
invite them again if needed.  Athletes who have accepted your invitation will appear on your BENCH in the My Bench – Athletes 
section.   

 
7. Review list of added players on BENCH and address any warnings. 

(triangle warning icon) = Athlete has same address/phone number warning 

 (head & shoulders icon) = Athlete is also on another coach's BENCH as well 

 (BLUE map icon) = Adjoining state athlete (not in metro area) 

 (RED map) = Athlete from NON-adjoining state or from a different country 



 

Adding Coaches 
1. Only adults that have confirmed their registration, obtained their USA Basketball GOLD License, had their USA BASKETBALL GOLD 

License Number validated by ECAG and been verified to be NCAA eligible by ECAG within the BBCS will appear in search and 
available to add onto your BENCH.   
 

 
 

2. Click the green button and the coach will be added to your BENCH in a TENTATIVE state.  When you click the green Add to Bench 
button, the coach will receive an email and an alert in the BBCS that you have added them to the BENCH, which requires the coach 
to Accept or Reject the addition.  Until the coach accepts your invitation, you WILL NOT be able to view all the information on the 
coach's profile and you WILL NOT be able to add the coach to a TEAM ROSTER.  If the coach rejects the addition, they will disappear 
from your list of pending invitations and they will be removed from your BENCH completely.  You can search and invite them again 
if needed. 
 

3. Coaches who have accepted your invitation will appear on your BENCH in the My Bench – Coaches section.   

 
4. Review list of added players and assistant COACHES on BENCH and address any warnings. 

Bench Invitations - Coach 
1. When you click the green Add to Bench 

button for an athlete or a coach, that 
INDIVIDUAL will receive an email to the 
address they provided when they registered 
and an alert in the BBCS that you have added 
them to your BENCH.   
 

2. That coach/athlete will log into the BBCS 
based on the email instructions. 
 
 

3. That coach/athlete will be required to Accept 
or Reject the addition.   
 
NOTE:  You WILL NOT be able to view all the 
information on that INDIVIDUAL's profile until they Accept your invitation nor will you be able to add them to a ROSTER for an 
event.  Until the coach accepts your invitation, you WILL NOT be able to view all the information on the coach's profile and you 
WILL NOT be able to add the coach to a TEAM ROSTER.   
 
FYI - Athletes will either Accept or 
Reject your BENCH invitation by 
navigating to the My Teams tab. 
 
 
 
 



 

A coach will either Accept or Reject your 
BENCH invitation by navigating to the 
COACHES section header within My 
Invitations tab. 
 
 

 
 
 

 

Visibility of Your Sent Invitations.   
1. You will receive an alert under the ALERTS section of accepted or rejected invitations, no email.   

 
 
Once you have read the Alert, you can use the Clear Alert button to move the message from your primary Alert list to the Archived 
list. 

 
2. Additionally, you’ll see that the Invitation Status on your BENCH has changed from Sent to Accepted. 

 
In addition to the change in the Invitation Status, you will now be able to view additional information for that INDIVIDUAL by 
clicking on their name.  INDIVIDUALS who declined your invitation will be removed from your BENCH.   
 

  



 

Bench Warnings 
Coaches are responsible for ensuring that the TEAM he/she is COACHING is compliant with NCAA requirements.  In that regard, 
coaches need to be aware of the circumstances involved with each athlete on his/her TEAM.  The BBCS will assist with ensuring that 
the TEAM is compliant with the NCAA residency requirements by restricting the number of out-of-state athletes that can be added to 
a TEAM ROSTER and prohibiting the addition of any athlete that is not from an adjoining state.  Additionally, when an athlete is added 
to a coach's BENCH and the BBCS sees a potential issue, a BENCH WARNING will be generated.   
 
Participation of a prospect in violation of the NCAA residency requirements may result in the withdraw of current or denial of future 
NCAA eligibility to coach in an NCAA-certified event for all coaches associated with the participating TEAM for a period of up to five 
years.  Coaches who just show up and coach and are not involved in the administration of the team/organization are not exempted 
from this  responsibility.    

 

(triangle warning icon) = Athlete has same address/phone number warning 

 (head & shoulders icon) = Athlete is also on another coach's BENCH as well 

 (BLUE map icon) = Adjoining state athlete (not in metro area) 

 (RED map) = Athlete from NON-adjoining state or from a different country 
 

Warning - Out-of-state/Out-of-Metro Area 
United States athletes who reside in a different state that’s considered non-adjoining to a TEAM/organization’s 
United States address will be flagged with a dark red map icon.  When you hover over the map icon, the highlighted 
message will be visible to alert you that the athlete will count as an out-of-state athlete. 
 
United States athletes who reside in an adjoining state to a TEAM/organization’s United States address will be flagged with a dark blue 
map icon.  When you hover over the map icon, the highlighted message appear to alert you that the athlete will count as an adjoining 
state athlete. 
 
International athletes who reside in a different country then the TEAM/organization’s international address will be flagged with dark 
red map icon.  When you hover over the map icon, the highlighted message will be visible to alert you that the athlete will count as 
an out-of-country athlete. 
 
If the TEAM meets the requirements to utilize the metro area exception and the athlete is an out-of-state athlete BUT his/her address 
is in the same metro area of the TEAM, there WILL NOT be a map icon next to the athlete's name.   
 
Example below: Players (Goofy, Pluto, Ashley, Kobe) are out-of-state players as they do not reside in TEAM address state of FL.  Goofy 
is marked with a dark-blue map icon as being in an adjoining-state since he resides in GA. Both Kobe and Ashley reside in the state of 
IN which is not an adjoining state and are marked with dark-red map icons. Pluto‘s residency (Eatonton, GA) is within the same metro 
area of the TEAM address (Jacksonville, FL) and is not marked with an icon. 

 



 

Warning - Athlete is on Another Coach’s BENCH 
If you have an athlete on your BENCH that also appears on another coach's BENCH, the BBCS will alert you with a message in a yellow 
bar across the top of the page. 

 
There will also be a head&shoulders icon next to each player that is on more than one BENCH and when you hover over the 
head&shoulders icon, the highlighted message will be visible and identify the name of the other coach(s) who also has that athlete on 
his/her BENCH.   

Warning - Phone # or address match 
The contact information for an athlete must be specific to that athlete.  The same address and telephone number cannot be utilized 
for multiple INDIVIDUALS who are not related nor can a coach’s information be submitted in lieu of an athlete's.  Phone numbers or 
addresses that match will be flagged with a head&shoulders icon next to each player with an issue.  The BBCS will also alert you with 
a message in a yellow bar below the athlete's entry and you will be required to submit justification to NCAA – ECAG staff.  These 
matches occur in the following instances:  

 Player to coach (head and assistant) 

 Player to player 

 Player to TEAM address 
Example below: Players (Goofy & Donald) share the same phone number.  Assistant coach (Jimmy) and player (Donald) share the same 
address.  Player (Goofy) shares the same address as the TEAM address listed. 
 

 

  



 

Bench Justification Alerts 
When an athlete is identified with residency issues that require documentation, the BBCS will alert you with a message in a yellow bar 
below the athlete's entry with a Justification Required button.   
 
This may be because the prospect has more than one address entered on his/her profile (i.e., noncustodial parent, legal guardian, host 
family or boarding school), the prospect recently had a change of address, or the same address/phone number was entered for another 
INDIVIDUAL who does not appear to be related to this prospect.   
 
You will need to obtain documentation from the athlete's family that validates that the prospect is compliant with the minimum 
standard of residency requirements 
and you must upload this 
documentation to the BBCS before 
you will be able to add the athlete to 
an event ROSTER.   
 
Example below:  Athlete Donald Duck 
and assistant coach Jimmy Cricket 
have the same address, but the two 
have different last names and 
therefore, DO NOT appear to be 
related.  So, documentation is 
required.   
 

Submitting Bench Justification Documentation 
 
1. Click the Justification Required button and a new 

window will open. 
2. You will need to enter an explanation/reason for why 

these INDIVIDUALS share the same contact 
information and you believe this should be allowed.  

3. You will also need to click the Upload a Document 
button and upload supporting documents to 
substantiate your justification and the identified 
relationship.   

4. Once you have attached the document(s) you will see 
the file listed underneath the File Name column.   

5. You should type in a description of the file and click the 
Submit Justification button. 

6. The Submit Justification button will be inactive until 
the following has been included: justification, 
uploaded documentation, and file name, otherwise 
the Submit button will be inactive.   

 
After you have submitted a justification, the Justification 
Required button will change from red to yellow and will say 
Edit Pending Validation.  If you collect additional 
documentation that you need to upload later, you can 
press that Edit button and upload additional 
documentation.   
 
NOTE:  You are required to upload 
justification before you can add the 
athlete to a ROSTER, BUT you DO NOT 
have to wait for ECAG to render a decision.  The athlete CAN be added to a ROSTER with or without ECAG's decision. 

  



 

Decisions on Justifications 
1. After you submit the justification, ECAG will be notified that information has been submitted and a decision needs to be rendered. 
2. ECAG will review these documents and indicate whether the athlete meets the requirements and can utilize the address to 

participate with the TEAM.   
3. When ECAG has rendered a decision, you will receive an alert within your ALERTS section. (You WILL NOT receive an email.) 

 
4. You can review the decision by returning to the COACHES section and selecting the now green View Justification(s) button.  You 

can also view all the justification file(s) documentation from this location. 

 

ECAG Decision Not Yet Posted 
If ECAG has NOT rendered a decision, it is still possible for the athlete to participate with the TEAM.  The event operator can view 
the justification documents.  If the operator is confident that the prospect has met the residency restrictions, the operator can 
permit the athletes to participate with the TEAM.  However, if there is any question or concern, the operator WILL NOT allow the 
athlete to participate with the TEAM in his/her event until the NCAA has rendered a decision because if an athlete participates in 
an event in violation of the residency restrictions, future certification of the event may be affected. 
 

Reminder of Possible Penalties 
Participation of a prospect in violation of the NCAA residency requirements may result in the withdraw of current or denial of 
future NCAA eligibility to coach in an NCAA-certified event for all coaches associated with the participating TEAM for a period of 
up to five years.   

 

You’ve completed creating your bench! 
Be aware that you’ll need to create a team roster for EACH 

event where you will have teams participate. 



 

Roster Creation 
Using the athletes and coaches included on your BENCH, you will need to create a TEAM ROSTER for EACH event.  To do so: 
 
1. Navigate to the COACHES section and 

then to the My Rosters tab. 
 
 
 
 
 
 
 
 

2. Scroll to find or use the Search field to find an event where you 
will have a TEAM(s) participating.  You can search by the event's 
name, facility name, facility city, facility state, operator's name or 
operator's phone/email. 
 

3. Click the Create Roster button next to that event (Only events that 
have been approved by the NCAA will appear on the list.  Similarly, 
only those events that have not started will appear on the list.  In 
that regard, this list will continually be changing.)   
 

4. Once you have clicked the Create Roster button, a new window 
will open. 
 

5. Enter a Team Name. 
 

6. All the athletes and coaches on your BENCH who are eligible to 
participate with your TEAM will be visible.  Only the INDIVIDUALS 
who have accepted your invitation will appear. 
 

7. Select those INDIVIDUALS that will be participating with this 
TEAM in the event.  The athletes and coaches that you select will 
be shaded gray. 

 
8.  Warning icons will be visible from this ROSTER screen as well.  

You can hover over the icons to see 
a generic warning message while 
your BENCH will have specific 
warning details. 
 
Be aware that you will only be permitted to add 3 adjoining state players to a TEAM ROSTER.  If you attempt to add more, you 
will receive this error message.   
 
The SAME 3 adjoining state players must play with the TEAM for the duration of the event.  You may, however, use a different set 
of three players when participating in a different event.  If you have added the wrong out-of-state athlete, you will need to delete 
one before being allowed to add 
another 
 
Also, be aware that out of state or 
out of country athletes are not permitted.  If you attempt to add one you will receive this error message.  

 
9. Click the Save Roster button.  When you have saved a ROSTER, it will appear in the list on your Create Rosters tab.   



 

Roster Warnings 
Schedule Restriction Warnings will only display once an athlete has been added to a ROSTER.  If there is an athlete on your ROSTER 
who is also on an additional ROSTER for an event in an overlapping period.  Prospective student-athletes may participate in no more 
than five games over a rolling two-day period and in no more than three games on any one day.  The daily game limit restriction is per 
athlete and NOT per TEAM.   
 
The BBCS will flag these athletes to alert you to track the athlete's participation.  As the athlete's coach, you will need to use wisdom 
as to when that athlete plays for what TEAM because you are responsible for compliance with the schedule restriction requirements. 
 
Example below: Player (Goofy) is on ROSTER (FL All Stars) for event period (11/18/16-11/18/16).  Additionally, (Goofy) is on ROSTER 
(TEAM FL2) for an event period (11/18/16-11/18/16). 

 

 

 

 

 

 

 

 

Roster Edits 
You’ll be able to edit your TEAM ROSTER up until 
11:59 PM the day before the event start date, 
after that, the EDIT ROSTER button will be 
unavailable and will reflect Event in Progress. 
 

 
 

You’ve completed creating your team roster! 

  



 

Responding to Bench Invitations - Coach 
An assistant coach will receive an email and an alert within the Basketball Certification System (BBCS) whenever he or she has been 
added to another coach’s BENCH in the BBCS.   

Email Notification of Bench Addition - Coach 

 

Online Notification of Bench Addition - Coach 
Alerts are visible by logging in online. Navigate to the ALERTS 
section. 
 
You can click the Clear Alert button to delete any alert 
notifications. 
 
 
 
 
 
 
FYI - Another coach cannot add you to his/her BENCH unless you’ve confirmed your registration by clicking the link in your registration 
email, obtained your USA Basketball GOLD License and your USA Basketball GOLD License Number has been validated by NCAA – 
Enforcement Certification Approval Group (ECAG) staff within the BBCS. 
 

  



 

Accept/Reject Coach Invitation 
 

Navigate to the My Invitations tab within the 
COACHES section and select either Accept or Reject 
to the BENCH invitation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you select Reject, you will receive a message confirming your decision.   
  
 
 
 
 
 
 
 
If you answer YES, the invitation 
will no longer appear and you 
will drop off as a Sent invitation 
on the head coach’s BENCH.  The 
head coach would have to add you to their BENCH again for a new 
invitation to be sent. 

 
If you select Accept, you will receive an invitation accepted message  

 
And your invitation will move 
into the My Accepted 
Invitations section of page and 
will reflect as Accepted 
invitation on the head coach’s 
BENCH.  

 
The head coach will receive an Alert of your acceptance or rejection of invitation.  They WILL NOT be notified via email. 

 
 

You’ve responded to your bench invitation! 
Be sure to continually check for new invites. 

  


