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NJSIAA TUTORIAL FOR POST SEASON ASSIGNORS WORKING WITH REFPAY

· Officials must be registered with the POST SEASON GROUP (SPORT) on Arbiter
· Arbiter people will be contacted to send out a welcome message from them asking all officials to accept becoming part of the POST SEASON GROUP. Upon receipt of the email the individual official will simply check the box in the link and accept. Process is then completed.
· Being a part of their chapter group on the Arbiter is not sufficient for the post season assigning
· To determine if an official is part of the post season group (PSG), log onto Arbiter (www.arbitersports.com) and see if there is a link to PSG (sport specific). If there is, the official need to go into their profile and make sure all contact info is correct (ESPECIALLY EMAIL ADDRESS) and that the boxes for Active and Ready are checked. At this point, officials’ Arbiter sign-up is complete.
· If an official does not have access to PSG, they must contact the President of their chapter and that person will contact the POST SEASON ASSIGNOR and he/she will initiate the Welcome Email mentioned above. IT IS IMPERATIVE THAT THE OFFICIAL HAS A WORKING EMAIL ADDRESS.
· ARBITER AND REFPAY
· RefPay and Arbiter work in conjunction; Arbiter does the assigning, RefPay does the paying
· Once an official is established in the PSG, he/she must log onto the RefPay site (www.refpay.com) 
· This is the account manager where NJSIAA sends the funds to pay officials and this where the funds will be transferred directly to the official. It serves as an intermediate holding account for your money and only the official has access to this account. ONCE FUNDS ARE TRANSFERRED INTO THE OFFICIALS’ ACCOUNT IN REFPAY, THE OFFICIAL MUST LOG INTO THEIR ACCOUNT AND THEN EITHER HAVE THE FUNDS DIRECTLY DEPOSITED INTO THEIR BANK ACCOUNT OR HAVE REFPAY MAIL THEM A CHECK (THERE IS $5 FEE FOR MAILING THE CHECK)!!!!
· Info on how to establish a RefPay account is on the RefPay website (see above). There is also a toll free number with customer support. A key element in this process is for the official to link his/her Arbiter account and RefPay accounts, so the system knows how many assignments an official has had, and thus how much the official should be paid. NOT LINKING THE ARBITER ACCOUNT (ASSIGNMENTS) WITH THE REFPAY ACCOUNT (PAYMENT) WILL RESULT IN NO TRANSFER OF PAYMENT INTO HIS/HER REFPAY ACCOUNT.
· Please instruct your officials to call/contact customer service at RefPay for any and all problem in this regard. NJSIAA cannot help them. All we do is put the money into the accounts.
· Assignors will let the officials know when the funds are available for transferring into their respective accounts.
