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IMPORTANT THINGS TO DO/KNOW

1. Log in to the ARBITER system using the password provided to you by Arbiter.

a. http://www.arbitersports.com

2. If you have not received the password or it is not working:

a. Go to the login page and click on “Forgot Password” to reset your password, OR

b. Contact the Chapter Secretary for assistance

3. Go to the PROFILE – INFORMATION Section (See page 42 for instructions) and enter/change

a. Your personal information

b. Your address

c. Your EMAIL account (if necessary)

i. (NOTE: your email account is also your login ID)

d. Set the default DATE RANGE (this needs to be changed every year!!)

e. Your PHONE NUMBERS

i. Mark your phone numbers as “Public” if you want all officials to see them.

ii. If you want only the assigners to see your phone numbers (e.g.: your home phone or cell
phone), do NOT mark them as “Public”

4. IMPORTANT: When viewing games, only games for which the group/organization that you have
selected is providing officials will be shown. This may or may not include all of your “away” games.
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Logging In

http://www.arbitersports.com

Open your internet browser and go to Arbiter (http://www.arbitersports.com) and you will see the screen below.
Enter your email address and your password.

If this is your first time logging in, use the password you received in the email from the Chapter
Secretary, then CHANGE YOUR PASSWORD after logging in the first time to ensure the security of
your account!!

REMEMBER ME function
Put a checkmark in the REMEMBER ME box just below the login information. That way you don’t
have to log out and log back in every time you need to use Arbiter.

Simply close your browser (or the tab), without logging out, when you are done. When you go back to
Arbiter again, it will “remember” you and bypass the login process.
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After logging in, if you have more than one account type or are a member of more than one group (e.g.: baseball
and softball), you will see the screen shown below. This is where you select the account/group that you want to
view.

You can change accounts at any time while you are logged in by using the “SWITCH VIEWS” link at
the top of the screen.
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MAIN PAGE
After logging (and selecting the account type and/or sport if necessary), you will be taken to the MAIN screen.
This is the “home” page from which you can access various functions and information within the Arbiter
website. These will be covered in further detail on the following pages.

On the MAIN screen, you will see any announcements posted by the assigners or administrators. Important
messages are often posted here during the season by the chapter assigners or Arbiter administrators.

Always check the “Announcements” section when you log on for important notices.

Tabbed
Menu

Announcements
Section

Notices from
Arbiter
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Arbiter Menu Overview
At the top of the screen are six (6) tabs that provide access to various parts of the Arbiter site.

UPPER MENU

SWITCH VIEWS – If you are a member of more than one account in Arbiter (e.g.; Baseball, Softball,
and Volleyball), this will allow you to change from one account to the other without having to log out.

SUPPORT – This is the “help” function in Arbiter. It will take you to a separate section where there
are documents and videos to assist you in using Arbiter

MY ACCOUNT – This will take you to your PROFILE – INFORMATION page where you can edit
your personal information and access other account settings

LOWER MENU

MAIN – This is the “home page”. Announcements are posted here for you to read when they first log
in. Announcements are listed in reverse order, with the most recent being at the top.

SCHEDULE - there are two functions available in this section and is the area that you will use most
often.

 Schedules -Displays

o Games and fees for which your school is responsible for paying (Bill-To)

o Games for each field/site with which your school is associated

o Games for each “level” of this sport.

 A “level” equates to a team (Varsity or JV) or a specific type of event
(tournaments and scrimmages)

 Calendar – Allows you see all games (home and away) scheduled for a given month. View
options include Day, Week, and Month.

PAYROLL – There are one function available in this section

 RefPay – Not currently used, but can be activated if a school wishes to use for payment of
officials

 Statements – This will show in statements/invoices for which your school is responsible.
This is generally used to bill the school for scrimmages.
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 Paysheets – This will let you view and/or print game fees which have been paid or have not
been paid to officials. Travel fees are NOT shown at this time. If a school chooses to use
RefPay, then travel fees would also be shown here.

LISTS – There are two functions available in this section

 Assn Officers – Contact information for the organization’s assigners.

 Forms – If forms or other documents are available, they will be listed here.

EVALUATIONS – There is one function available in this section.

 Evaluate Officials – Coaches can provide feedback to the association concerning officials
who have worked their games through this page. (NOTE: Officials do NOT have direct
access to your comments. They will receive summary information and any pertinent
comments (with no identification of the individual providing such comments), as determined
by the assigners.

PROFILE – There are three functions available in this section, which allow you to keep YOUR
information current, change your password, etc.

 Information – Provides a means of keeping your address and contact information current.
VERY IMPORTANT !!

o Phones are also managed from this section.

 Preferences – Allows you set some basic user preferences (time zone, etc.)

o Setting the DATE RANGE is a critical setting for viewing games or printing reports

 Password – Allows you to change your password

IMPORTANT! IMPORTANT !

Whenever you have moved to a different screen in Arbiter, ALWAYS hit the “EXIT” or “RETURN” button
to go back to the prior page. If you use the “back” button on your browser, you will end up with multiple pages
open! Then, at some point when you try to go “back” to a page, you will end up going through a whole series
of these open pages to, hopefully, get where you wanted to be.
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SCHEDULE TAB

SCHEDULE - SCHEDULES

The Schedule function displays information about current schedule of games for all teams and sites associated
with your school or organization. It shows games are pending, already played, rained out, cancelled, etc. It
also provides information about the officials for each of those games.

TYPE
Bill-To: This category shows all games for which your school/organization is responsible for
payment to the officials or to the assigning organization providing the officials.

Site: This category shows fields which are associated with your team, school or organization.
It is generally a field over which you have control for scheduling.

Team: This category shows the different teams or groups associated with your school or
organization. There may be several “levels” associated with each team type (see description of
LEVELS on next page for details)

NAME

School Name (with NO other team identifier): This is for VARSITY level games. Generally
there will several “levels” associated with this category.

School Name WITH team identifier: This is generally a sub-varsity team. There may be
different “levels” associated with this category
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SPORT
Sport Name (e.g.: Baseball): This designates the particular sport for a particular team/group.
Generally, there is only one sport for a given officiating organization, but some may assign
multiple sports or use this to differentiate between types of games.

LEVEL
NOTE: Levels are used by the assigners to categorize games for
assignment purposes. The levels shown below are EXAMPLES of
levels that might be by the assigning organization for internal
purposes.

3A/2A/1A HS: Varsity teams for schools that are classified by the UIL as 1A, 2A, or 3A. This
level also includes Varsity teams for all private and parochial schools (TAPPS, SPC, TCAL).
Games listed under this category include regular season and post-season games.

3A/2A/1A Tourney: Varsity tournaments for schools that are classified by the UIL as 1A, 2A,
or 3A. This level also includes Varsity tournaments for all private and parochial schools
(TAPPS, SPC, TCAL). Games under this category are tournament games only.

4A/5A HS: Varsity teams for schools that are classified by the UIL as either 4A or 5A. Games
under this category include regular season and post-season games.

4A/5A Tourney: Varsity tournaments for schools that are classified by the UIL as either 4A or
5A. Games under this category are tournament games only.

Scrimmag/Scrimmage: These levels are used for scrimmages for all levels. (NOTE: The
difference is spelling is an internal control established for assignment purposes.)

REFPAY
If RefPay is used by your school or organization, this link will allow you to electronically pay
officials through the RefPay system.

1099
This will allow you to create IRS 1099 forms for officials who receive payments in a calendar
year greater than the minimum amount established by the IRS. It works best when used in
conjunction with RefPay.

GAMES
The number under this category indicates the number of games that are in a particular “level”.
(See “Viewing Games” on the next page for additional information on this function.)

PRINT
Allows you to print schedules of games for each “level”.

(IMPORTANT NOTE: On the “BILL-TO” line, there is a $ icon under the PRINT
column. Do NOT use this to print a statement as it may include game “scheduling fees”
that are not owed by the school or organization. These “fees” may be used by the
assigning organization for certain internal controls. Use the PAYROLL – STATEMENTS
function to print out statements or invoices.)



8

VIEWING GAME INFORMATION

IMPORTANT NOTE: When viewing games, only games for
which the organization you have selected is providing officials will
be shown.

Detailed game information can be viewed by clicking on the number in the GAMES column for the
games that you want to view.

You can select games by
 BILL-TO (all games for which your organization is responsible for paying)
 SITE (all games at a particular field)
 TEAM & LEVEL (e.g.: Varsity, Varsity Tournament, JV1, JV2)
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Once you have selected the games you want to view, you will see the screen shown below.

This screen shows all games for the selection chosen. If there is more than one screen, links to the next
page(s) will be shown at the bottom of the screen.

From this screen, you can view the officials assigned to the games or print the schedules in one of
several formats. (See Printing A Schedule for details)
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To view the officials for a specific game, click on the number under the SLOTS column for that
particular game. You will then be shown the screen below, which shows the officials assigned to that
particular game.
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To view officials for ALL games on the screen, click on “SHOW ALL SLOTS” in the left hand menu.
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You can view information about a specific official by clicking on their name. This will open a “popup”
window with information on that official. (NOTE: If the window does not appear, check at the top of
your browser for a warning about the popup and then select the option to allow Arbiter to show popup
screens.)
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PRINTING A SCHEDULE

Schedules can be printed from either of the screens shown below.

From the main GAME SCHEDULE screen, select the printer icon for the games you want to print.

From the GAMES LIST screen, select “PRINT SCHEDULE” in the left menu.
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Either selection will bring up the following screen.

1. Set the date range for the games you want to print. (NOTE: the default date range is the one that is set in
your PROFILE – PREFERENCES)

2. Select which games (Home, Away, or Both) that you want to print.
3. Select the FORMAT of the report you would like. There are several options for report formats.

(NOTE: The Arbiter default is Adobe Acrobat. You can change the default format in PROFILE -
PREFERENCES)

a. Adobe Acrobat (default file type)
b. Excel Spreadsheet
c. Word / Rich Text format
d. Plain Text
e. HTML
f. Tagged Image Format (TIFF picture format)

4. Select whether you want to print phone numbers for the officials.
5. Click the PRINT PREVIEW button

a. Depending upon your software and web browser configuration, the report will be displayed in a
new window or you will be offered the option of displaying the report, opening the report in the
appropriate program, or saving the file.
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The printed copy of the schedule shows date, time, and location for each game. It also shows the
officials assigned to the game and, if that option was selected, the phone numbers for each official.

Any notes entered by coaches or the assigners are also included.

A game that has been cancelled for any reason (weather, etc.) will have a notation at the bottom of the
game information to that effect.
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SCHEDULE – CALENDAR

The calendar view allows you to see all games for a selected month. This view is especially useful for verifying
the games entered in Arbiter are the same as the ones on your team schedules.

Any changes to games (cancellations, rainouts, etc.) will be color coded according to the Legend shown on the
left menu.
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PAYROLL TAB

PAYROLL – REFPAY

RefPay is an electronic method of paying sports officials for games that they have worked. The use of RefPay
is strictly optional. You must have a RefPay account in order to use this tab.

If you are interested in RefPay, or just want to know more about it, you can go the RefPay website at
http://www.refpay.com to obtain detailed information about the program and how it works.
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PAYROLL – STATEMENTS

The STATEMENTS tab provides access to invoices and statements that are due and payable to the official’s
association. For schools, these are generally scrimmages, as game fees/travel and paid directly to the officials.
For other organizations, this may include game fees.

Selecting the STATEMENTS tab will display the screen below. You will only see the BILL-TO with which
you are associated, generally your school or organization. If you are associated with more than one BILL-TO
under that account, you will have the option to select which account(s) you want to view or work with.

There are several options available to view or print invoices or statements.

Under the VIEW column, there are two icons. The ‘calendar’ icon displays invoiced items by date. The
‘magnifying glass’ icon will display invoiced items by the level of the games invoiced.

Under the STATEMENT column, the ‘printer’ icon will print a statement.

At the bottom of the columns section is a tab labeled “PRINT INVOICES”. This tab will take you to a screen
where you can print invoices that have been prepared and approved by the assigners.
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View Invoiced Items by DATE

Selecting the Calendar icon under the VIEW column displays the invoiced items by date.
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View Invoiced Items by LEVEL

Selecting the Magnifying Glass icon under the VIEW column displays the invoiced items by the level of
the games invoiced. It will display the number of games in each ‘level.

To view individual games, click on the ‘number’ under the GAMES column.
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Print Statement

Selecting the ‘printer’ icon under the STATEMENT tab will bring up a screen to print a statement of
what is owed to the official’s association. The statement will only show the amount owed, not the
individual invoiced items.

Print Invoices

To print invoices you must to put a checkmark in the box next to the invoice(s) that want to print. Then,
select PRINT INVOICES.
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Selection of the PRINT INVOICES button will bring up the following screen, which will allow you to
print invoices with varying detail, depending on your selection of the available options.

1. Select the FORMAT you want to use to print the invoices. The “default” is the document type
you selected in PROFILE-PERFERENCES. (The Arbiter default is Adobe PDF unless you have
reset it). You have several formats from which to choose:

a. Adobe Acrobat PDF (Arbiter’s default file type)
b. Excel Spreadsheet
c. Word / Rich Text
d. Plain Text
e. HTML
f. Tagged Image Format (TIFF picture format)

2. Select how you want the invoiced items arranged
a. LEVEL – invoiced shown by game types/levels only (unless Game Detail is also

selected)
b. DATE - invoiced items are sorted by date only

3. Game Detail
a. For LEVEL – you have the option of selecting Game Detail, which will show the level as

well as each game within that level. If you do not select Game Detail, then only the
levels and the number of games will be shown.

b. For DATE – the option for Game Detail is automatically selected

4. Add & Deduct Detail
a. Select this box to see the details of any additions or deductions included in the invoice.

SEE SAMPLE REPORTS ON NEXT PAGE
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Invoice printed by LEVEL - (NO Game Detail)

Invoice printed by LEVEL – (WITH Game Detail)

Invoice printed by DATE
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PAYROLL – PAYSHEETS

Selecting the PAYSHEETS tab will bring up the following screen. It has a number of options for selecting
paysheets for officials that you wish to view. A word of caution, however. Unless you are using RefPay or the
official’s association has allowed the officials to enter their mileage in Arbiter, the paysheets shown here will
only display the games fees due to the officials.

This will NOT print out a voucher or other sheet for specific officials. It is a summary report of all payments to
officials for the current year.

1. You MUST select the name of the BILL-TO in the left column. If you don’t then nothing will be
displayed or printed. If you are associated with more than one BILL-TO, select the one(s) which
you to view or print.

2. Select the DATE RANGE you want to view or print. The default is the date range you set in
PROFILE-PREFERENCES.

3. Verify Only It for “verifying” that games fees and all other fees are correct. Unless you are using
RefPay, then this function is NOT USED.

4. PREVIEW – allows you preview, on the screen, the information with the options you have selected.
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5. FORMAT – select the format in which you want the information to be printed. There are several
options:

a. Adobe Acrobat (default file type)
b. Excel
c. Word / Rich Text format
d. Plain Text
e. HTML
f. Tagged Image Format (TIFF picture format)

6. Game Detail – provides game detail for STYLE 1 only. It has no effect for STYLE 2.

7. STYLE – There are two ‘styles’ of reports.
a. STYLE 1 is a summary by official with detailed information about the official and amounts

paid. This report can contain also game details of each game worked by each official.
b. STYLE 2 is basic summary report and contains only the SSN, Name, and Total Amount paid

to each official.

8. PAID STATUS – Unless you are using RefPay, leave this set to “UNPAID”. If you are using
RefPay, then “unpaid” will only show games for which officials have not yet been paid. “Paid” will
show games for which officials have been paid. You can select both boxes to see everything.

9. PRINT PREVIEW – Prints the report in the specified format.

SEE SAMPLE REPORTS STARTING ON NEXT PAGE
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Preview Paysheets

Selection of PREVIEW will display the games based on the options selected. The preview will be
displayed at the bottom of the options box.

To view Game Details for a specific official, click on the number in the GAMES column.
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Paysheet Report – STYLE 1 without Game Detail

Paysheet Report – STYLE 1 with Game Detail

Paysheet Report – STYLE 2
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LISTS TAB

LISTS – ASSN. OFFICERS

This tab displays contact information for the assigners.

To view contact information about a specific officer, click on their name.
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LISTS - FORMS

This tab shows documents and/or forms that are available for download. Click on the title of the
form/document you want to download or view.
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EVALUATIONS TAB

EVALUATIONS – EVALUATE OFFICIALS

The organization which you selected may provide an online evaluation
mechanism for coaches to provide feedback to the association about
officials and their performance. While the assigners will be able to see
your responses in full, any feedback provided to the officials will be in
summary form and all comments will be anonymous. Evaluation reports
from coaches and other officials are compiled twice during the year for
review by the officials to whom the feedback was provided.

Selecting the Evaluate Officials tab will open the page shown below.

The default date range is the past week from the current date. You can change the date range by changing the
dates on the left hand side of the page and then clicking on GO (just below the date range).

If there are games for which you can provide feedback, they will be listed as shown. Click on START to begin
the evaluation.



31

When you have selected a game to evaluate, you will see the following screen. To provide feedback on an
official, click on the Umpire Number (UMP 1 or UMP 2) on the upper left of the screen. You can provide
feedback on one or both officials.

Complete the form with your feedback. (NOTE: Written comments have been found to be much more
meaningful to the official than just simply putting numerical scores for each of the criteria.)

Clicking on any criteria names will cause a popup window to appear with additional information about that
criteria (ratings, more detailed description of what it means, etc.)



32

PROFILE TAB

The PROFILE tab is where you maintain all of your personal information and settings. It is critical that you
keep certain information updated, such as phone numbers and email address. There are also a few setting that
need to be updated, usually just one a year (e.g.: default date range).

PROFILE – INFORMATION

This feature provides you with the ability to keep your contact information current. Selecting the feature will
display the screen shown below.

Each field on this page can be edited. The ADDRESS section has an option to allow everyone to see your
address, or to restrict to the assigners only. To allow all contacts and officials to see your address, check the
box on the right hand side of the ADRESS label. Unchecking this box will restrict access to the address to
assigners only.

NOTE: It is CRITICAL that you keep your email updated. This is a primary means of communication
between the assigners and coaches/schools, particularly for changes to games or assignments.
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INFORMATION – PHONES

On the left menu, select PHONES.

This feature allows you to enter and edit phone numbers at which you can be contacted by the assigners
or other members of the chapter. It is crucial that you keep these numbers updated if they change,
especially your cell phone number. Selecting this feature will bring up the screen shown below.

To ADD a phone number

1. Click on the PLUS sign on the left side of the
column title bar

2. This will bring up the phone entry screen

3. First select the TYPE of phone number that you
wish to enter

a. Click on the arrow on the right side of
the TYPE field, and then select the
phone type you wish to enter.



34

b. Your choices are
i. Home

ii. Work
iii. Fax
iv. Cellular
v. Pager

vi. Security
vii. Other

4. Enter the phone number, extension, and any
notes (e.g.; “Only after 6:00 PM”).

a. If you want the officials to be able to see
a particular phone number, leave the box
that says “PUBLIC” checked

b. If you want only the assigners to be able to see a particular phone number, then uncheck this box.

5. Follow the above procedure until all phone numbers have been entered.

6. Once you have entered all of your contact phone
numbers, you can arrange them in the order that
you would like your partners to use when they
need to contact you. The numbers are displayed
in the order that they are shown in the phone
entry list.

7. To re-arrange the number list, use the arrows
to the right of the phone number list to move
the number either up or down in the list.

To DELETE a phone number

1. Click on the Trashcan on the left hand
side of the phone number to be deleted.

To EDIT a phone number

1. Click on the Pencil on the left hand side of the phone number to be changed. This will put that number
into “edit mode”.

2. When you are finished, click on the Check Mark to accept the changes, or the X to cancel the change

Once you have completed entering, editing, or deleting phone numbers, click on the EXIT button to return to
the main Information page. Click on the SAVE button to save the changes you have made.
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INFORMATION – PASSWORD

This feature allows you to change the password for your user account. Selecting this feature will display
the screen shown below.

To CHANGE your PASSWORD

1. Enter your OLD password

2. Enter your NEW password

3. Confirm your NEW password

4. Click on the “Change” button
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INFORMATION -- PICTURE

This feature allows you to upload an image or photograph to associate with your user account. Selecting
this feature will display the screen shown below.

To ADD an image

1. Follow the instructions on the screen as to maximum size of the image and other restrictions.

2. Enter the location of the image (or use to “browse” button to locate the image)

a. A word of caution about photographs. Be selective about the image you choose.
Coaches, officials, and other contacts will be able to see it, so make sure it is an
appropriate image.

3. Click the “UPLOAD” button.
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PROFILE - PREFERENCES

This feature allows you to set some basic changes in how information is displayed. There are two sections that
need to be checked, and one that needs changing only on an annual basis.

Selecting this option will display the screen shown below.

CHANGE to “Time Zone” to the time zone in which you are located (e.g.: Central Time)

IMPORTANT – IMPORTANT – IMPORTANT

SET the “Date Range” from January 1st to December 31st of the current year or whatever your season
may be (e.g.: 8/01/20xx to 6/15/20xx). This only needs to be done once each year. If you do NOT set
this date range correctly, then you may see data or schedules from whatever date range IS entered in this
field or no data at all. Then you will have to manually change the date range in many other parts of the
program.

SET the default Printing Format here. The Arbiter ‘default’ is Adobe PDF. If you prefer a different format,
such as Excel Spreadsheet or Word Document, then change it here so that becomes your default format.
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PROFILE – PASSWORD

This feature allows you to change the password for your user account. Selecting this feature will display the
screen shown below.

To CHANGE your PASSWORD

1. Enter your OLD password

2. Enter your NEW password

3. Confirm your NEW password

4. Click on the “Change” button


