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myOHSAA For Officials 
 

 
LOGGING IN 
 

 
 

 
1. Enter the username provided to you by the OHSAA. 
2. Enter the password provided by the OHSAA. 
3. Click Login once both fields have been populated. 

 
 
 
 
 

 

 

This is the news area, 
which is updated 
periodically when new 
features are added to the 
myOHSAA system 

3. Click Login once 
fields have been 
populated 

2. Enter Password 
1. Enter Username 

 
 
 
 
 
 
 
 
 
 
 
 

myOHSAA Page 3 1/18/2008 



 
 
If it’s your first time logging in, you will be prompted to this screen where you will 
reset your password and select a challenge question and answer just in case you 
forget your password in future.  If you do not want to change your password, click 
the “Proceed without Changes” button, however, we HIGHLY recommend you change 
your password and supply a challenge question and answer on your initial login. 

 
 
 
 

 

Click once you have typed and 
confirmed your new password 
and selected a challenge 
question and answer 

Select Challenge question and 
supply answer Enter and Confirm your 

New Password  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

myOHSAA Page 4 1/18/2008 



 
Officials myOHSAA Homepage 
 
Upon logging into the myOHSAA interface, you will be presented with the following 
screen, which will contain multiple areas depending on your responsibilities with the 
OHSAA.  In this tutorial, we are only going to cover the officiating capabilities of the 
myOHSAA system.  If you need to return to this page, just click the “My Home” link to 
the left.   

 

8. Official 
Ratings 

7. Personal 
Calendar 

6. Accepted 
Assignments 

5. All Pending 
Requests 

 
 

5.  The “All Requests” area will display the pending requests from Athletic Directors and 
Head Coaches for different sporting contests.  You can only be scheduled to officiate games 
if you are registered with the OHSAA for the sport of that particular game.  
 
6.  The “Assignments” area will display the contracted assignments you as an official have 
with the school after accepting a request to officiate.  
 
7.  The “Personal Calendar” will display your assigned games and blocked times, which will 
be explained in detail later in the tutorial.  The day of an assigned game will have a gray 
background, and declared block times will have a light blue background on the day. 
 
8.  The “Ratings” section will show the average ratings for each sport you are registered and 
active.  The average is not visible until at least 5 ratings have been received. At the close of 
the season, all averages will be visible (regardless of total received).  There will be a red 
asterisk next to the rating if you have received less than five ratings for that sport.  
 
myOHSAA Page 5 1/18/2008 



5. Requests 
a. Accepting a Request 

 

5a. Click “Accept” 

Clicking “Accept” will then prompt you for an electronic signature, which is displayed 
on the next screen. 

 

Enter the Last Four of your 
Social Security Number 

Enter First and Last Name 

Enter your Date of Birth 

Click to submit Information 

 
Once you click you submit, the request will be moved to the “Assignments” area. 
(FYI: An e-mail will be sent to the Athletic Director confirming your acceptance of their 
request) 
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5. Requests 

b. Declining a Request 

 

5b. Click “Decline” 

Clicking “Decline” will prompt you for a confirmation of the Decline, which is 
displayed on the next screen. 

 

5b. Click “OK” to confirm 
your Decline of the request 

Once you click you “OK”, the request will be removed from the “Requests” area. 
(FYI: An e-mail will be sent to the Athletic Director confirming your decline of their 
request) 
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5. Requests 
c. Viewing Official Contract 

 

5c. Click “View Contract” 

Clicking the “View Contract” link will prompt you to open or save .pdf contract.  You must 
have Adobe Acrobat Reader to view Official contacts.  Click Here for a free download of the 
software.  The next screen displays the dialogue box after clicking “View Contract”. 
 

 

Clicking “Save” will prompt 
you to select a Folder to 
save the contract in 

Click “Open” to View the 
contract 

 

http://www.adobe.com/products/acrobat/readstep2.html


 
 
6. Assignments, Additional Links (Maps and Contracts) 
 

 

Click on the Event Title 
to view a Google Map 
from your Address to 
Event Location or 
Home School Address 

Same link as above 
(Google Map) 

Same as 5c.  Link to 
Open or Save Official 
Contract 

Click the “Support” link to go 
to the support e-mail page 
shown on the next screen 

 
 
Support e-mail Page 

 

 

If you have an e-mail on file 
with us, this field is populated 
with that e-mail address.  If 
not, please enter the e-mail 
address you would like us to 
reply to 

Please provide enough content 
about the problem you are 
experiencing, in order for us to give 
you the highest quality support 

Please provide a detailed 
subject in order for the 
support team to categorize 
your issue. 

Click to send e-mail after 
all fields are populated. 
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7. Personal Calendar 
 

 

Click to view the next month 

7. Click on a specific 
day on the calendar to 
view the contracted 
events and scheduled 
block times[see 7a.] 
for the week 

 
The personal calendar week view displays all your accepted (contracted) events as well as 
any block times you have scheduled for that week.   
 

 

7. Same monthly personal 
calendar as on homepage 

7a. Click to edit Block Time 

Click to remove Block Time 

Click to view a Google Map 
from your address to the 
game location 

7a. Click to add personal 
block time 

Click to send an e-mail to the 
Athletic Director or head 
coach who scheduled the 
game 

Hover over the Game title 
to view the location details. 



 
7. Personal Calendar 
 a. Adding and Editing Block Times 
 
This is the screen after clicking the “Add Block Time” button [7a.] or the “Edit” link.  You will 
need to provide a start date and time and end date and time.  If you would like to only 
block out a portion of one day, put the same date in the start and end date field.  A block 
time can be anything that will inhibit you from officiating an event.  An example would be 
going on vacation, in which you would block out the entire length of your vacation and 
possibly a day before and after, it’s entirely up to you. 

 

myOHSAA Page 11 1/18/2008 

 

Input Block Time End Date  

Provide an optional reason 
which will display to Athletic 
Directors who are attempting 
to schedule you for a game 
during a set blocked time. 

Input Block Time Start Date 

Input Block End Time 

Input Block Start Time 

Click “Save” once all the 
fields have been populated 

 
(FYI:  If you are unavailable for the same time periods each week, you do NOT have to 
enter a block for every instance.  On the profile page[8], you can provide time slots in which 
you NOT available for each week. See section 8.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



9. Official’s Profile (“My Profile”) 
 

 

Click the “My Profile” link to 
view your profile.  

After clicking the “My Profile” link, you will be taken to your profile.  This page allows you 
edit your personal information[9a], update your password[9b], add general availabilities 
[9c], view registered sports information[9d], and view your attended local and state 
meetings[9e].  Update the necessary information and be sure to CLICK “Submit” when you 
are complete. 

a. Update personal information 
b. Update your password 

 

9a. Update General Information  

Check this box if your shipping 
address is different from your 
personal address 

9b. Update your password  
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  9. Official’s Profile (“My Profile”) 
 c. Adding General Availabilities 

 

9c. Click “Block Availability” Click to remove your 
blocked availability 

 
Click the “Block Availability” link to open the window (shown on the next screen) to add a 
weekly time slot that you are Unavailable.  You WILL NOT be able to be scheduled for a 
game within these time slots, and they will be applied to every week.  Use Block times on 
the personal calendar to set individual times you are unavailable. 
 

 

Select the start time (Format: 
HH:MM) Press “A” for AM and 
“P” to switch to PM. 

Click “Add” once all 
fields are populated 

Select the end time (Format: 
HH:MM) Press “A” for AM and 
“P” to switch to PM. 

Select which day of the week 
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  9. Official’s Profile (“My Profile”) 
 d. View Registered Sports Information 

 

9c. Displays “Yes” if you 
are active for the 
particular sport, and “No” 
if you are NOT active. The 
text will be italic if you are 
inactive for the sport 

9c. The association you 
belong you belong to 
for that particular sport 

9c. Sport Class 

9c. Average rating for 
the particular sport. 
Same as Homepage 

9c. Sport Name 

 
c. Meeting Requirements 

 

Association of the local 
meeting attended 

9d. Local Meetings 
Attendance 9d. State Meetings 

Attendance 

Number of meetings 
required, and number of 
meetings attended by 
sport.  

 

Number of meetings 
required, and number 
of meetings attended 
by sport. 

Sport meeting breakdowns will not appear until at least one meeting has been 
attended. 
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10. Annual Renewal Dues 

 

Click the “Renewal 
Dues” link 

Click the “Renewal Dues” link to navigate to the next screen. 
 

 

Click to select all 
available sports 

List of Registered 
Sports 

Standard Renewal Period 

Late Renewal Periods 

The Renewal Dues page will display all the possible sports that you are capable of renewing 
for that particular year.   
(FYI:  If you have already renewed a sport or if the time you are attempting to renew is 
outside the standard renewal period and late renewal period for that season, then the 
checkbox will be grayed out.) 
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10. Annual Renewal Dues 
Select one or more of the sports that are available (not grayed-out), and it should look 
similar to the next screen. 

 

Renewal amount for an 
additional sport. ($20 for 
2007) 

Click “Submit” after you 
have selected all the 
sports you would like to 
renew 

The Sub Total of all the 
fees being accessed for 
the sports being renewed 

Late Fee amount will be 
accessed if the season of 
the sport you are 
attempting to renew is 
within the late renewal 
period 

Renewal amount for that 
particular sport. ($43 for 
2007) 

Check these boxes to 
add to the sports to be 
renewed 

The OHSAA makes it beneficial to go ahead and renew all your sports at one time by 
providing a smaller fee amount for each additional sport being renewed.  The sub total will 
automatically be calculated as you are selecting sports.  Click “Submit” once you have 
completed selecting the sports you would like to renew, and it will take you to the next 
screen.  You will then be asked to confirm the sports you choose to renew. 

 

Click the “Back” button to 
make changes to the 
sports you would like to 
renew. Click the “Continue to 

Payment” once you have 
confirmed your renewed 
sports. You will then be 
taken to Authorize.Net for 
Credit Card or e-Check 
payment 

If you would like to make changes, click the “Back” button, else click “Continue to Payment” 
myOHSAA Page 16 1/18/2008 



 
10. Annual Renewal Dues 
This is the Authorize.Net payment processing page where you either pay your annual 
renewal dues by credit card or e-Check.  You will be taken here after clicking “Continue to 
Payment” on the confirmation page. 

 

Enter Credit Card or Bank 
Account information 

Choose whether you want 
to pay by Credit Card or e-
Check(Bank Account) 

Provide Billing Information 
that would match your 
Credit Card or Bank 
Account information. 

The next screen is the bottom of the current screen. 

 

Click “Reset Form” to clear 
all the fields on the page 

Click “Submit” once all the 
information is correct, and 
the security has been 
entered. 

Provide security code that 
is supplied above 

Check this box if billing 
information is the same as 
shipping information 

Provide shipping 
information if it’s different 
from billing information 

Once you click “Submit” you will be taken to a receipt page which you should print for your 
records. 
 
 
myOHSAA Page 17 1/18/2008 



 
11. Local Rules Meetings 

 

Click “Local Rules 
Meetings” to view all the 
local meetings. 

 
After clicking “Local Rules Meetings” you will be taken to the next screen. On the initial 
screen, it will only display the local meetings for the next month. 

 

Select a district to limit the 
meetings by district. Select the sport of the 

meetings you would like to 
view 

Provide a start and end date 
to only display local 
meetings that occur 
between these dates. 

Click to view a Google map 
of the local meeting 
location. 

Click to open a new small 
window that will show all 
the details of the meeting 
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12. State Rules Meetings 

 

Click “State Rules Meetings” 
to view all the State 
Meetings. 

 
After clicking “State Rules Meetings” you will be taken to the next screen. On the initial 
screen, it will only display the upcoming state meetings for the week, and the state 
meetings for the month below. 
 

 

Select the sport of the state 
meetings you would like to 
view 

Provide a start and end date 
to only display state 
meetings that occur 
between these dates. 

Click to view a Google map 
of the state meeting 
location. 

Click to send an e-mail to 
state meeting contact 

Click to open a new small 
window that will show all 
the details of the state 
meeting 
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13. School Directory 

 

Click the “School 
Directory” link on the left 

 
Clicking the “School Directory” link will take you to the next screen.  This shows after you 
type in a school name and click “Search”. 

 

Click “Search” once you 
provide some 
information about the 
school Enter any details you 

know about the school 

These are the search 
results after typing in 
“Urbana” in the School 
Name field. 

Click “View Staff” to 
open a new small 
window that displays all 
the staff on file. 

 
Clicking the “View Staff” link will bring up the next screen. 
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13. School Directory – View Staff 
 
You can either enter a last name or title, or you can enter both.  Then click “Search Staff”. 

 

Click “Search Staff” after 
you have supplied a last 
name or title 

Staff Title 

Select a title to search by 

Enter a last name to 
search by 

Individual staff information – 
name, phone, and e-mail 
address(click to send e-mail) 
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14. Officials Directory 
 

 

Click the “Official 
Directory” link on the left 

 
Clicking the “Official Directory” link will take you to the next screen.  This shows after you 
type in an official’s name and click “Search”. 
 

 

Sports Information of 
the Official 

Click to print the 
Official’s information 

Address of the Official 

Click “Search” once you 
provide some 
information about the 
Official 

 

Provide details about the 
Officials 

Permit Number and 
contact Information 
about the Official 
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