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Home Page 

The home page, which first opens up when you visit the Officials Center, contains links for common 

requests within the Officials Center. Additionally, messages and information from the WIAA Office may 

appear from time to time alerting you to upcoming items. 

 

Online Registration 

Access the Officials Center by clicking on the Officials option on the WIAA website top-level menu and 

selecting ‘Online Licensing’. 

At any time once you are in the Officials Center you can license by clicking ‘Officials’ and then ‘License as 

an Official’. You can now add additional sports online after initially registering without having to contact 

the WIAA Office. 

 

If you are already a licensed official please login first to avoid registering as a new official. 

1. Select a year and category to use for licensing. Additionally you can select to apply for a Military 

discount. If you select Reciprocity or the Military discount options you will be required to upload 

documentation for the WIAA office to review prior to be approved as a licensed official. 

 



2. Complete the agreement section of the form by selecting ‘I agree’ 

 

3. Complete the Contact Information portion of the form. If you are logged in the registration form 

should pull your existing contact information to review and make changes as needed. 

 

4. Complete the Sports section by checking the sports you wish to license in. If you have already 

licensed for the year you are filling out the sports you have previously registered in will appear on 

the form as checked (and disabled). 

 

Click the proceed to payment button when ready 

 

 
 



5. Review the Registration Payment form sports section and total 

 

6. Review the Contact information section of the payment form. This must match the contact 

information on your credit card. The initial information pulled is coming from the contact 

information you used on the registration form. 

 

7. Complete the Credit Card Information section and click the ‘Submit Registration’ button at the 

bottom of the form 

 

At this point, a few things will happen. You will see an order confirmation page on your browser and you 

will receive an email order confirmation. You will also receive a welcome email containing your WIAA 

official number with a link to access your profile page. If a background check is required you will see a 

section and a link to complete it on this email. You can now access your profile page, add schedule 

items, review rankings for your contests, etc. 

 

Profile 

 

Review Profile Information 

As a WIAA licensed official you can manage your profile on the WIAA Officials Center to add Contact 

Information, schedules for varsity contests, associations you are a member of, and much more. There 

are a few ways to access your profile.  

Start by either opening our main website https://www.wiaawi.org , click on Officials on the top menu 

and select ‘Officials Center’, or by entering the Officials Center URL into the address entry portion of 

your browser https://officials.wiaawi.org 

 

Logging into the Officials Center 

To open your profile you must be logged in. If you are already logged in your name will appear on the 

button on the top right corner of the Officials Center. 

Not logged in Logged in 

  



 

If you are not logged in click the login button 

 

Forgotten Password 

If you have forgotten your password click the ‘Forgot Password’ button. Otherwise enter your login 

information and click the login button. 

 

Your password will be emailed to you.  Enter it into the login box and click login. It is recommended you 

reset your password after having your old one emailed to you.  

Change Password 

You must be logged into the Officials Center in order to change your password. Please note and change 

to your password will change the password you use with this account (email address) to access any 

WIAA website (Officials, WIAA site, ScoreCenter, School Database, etc).  

1. Once logged in click on the button on the top right corner with your name on it. A menu will appear 

as shown below. 

 
 

2. Select the ‘Change Password’ option from the dropdown menu. 



 

3. Enter in your desired new password and click the ‘Change Password’ button. 

Access your Profile Page 

There are a few options to access your profile page once logged into the Officials Center. 

Option 1 

Click ‘Manage My Profile’ from the login button menu 

 

Option 2  

Click ‘My Profile’ from Officials on the top menu 

 

Option 3  

Click the ‘View Profile’ button from the Welcome Page 

 

Select one of the options above to view your profile. The profile form contains several elements. 

 

 



At the top is your profile image and card information.  

 

 

Add Profile Picture 

This image is important for schools and coaches to be able to locate and rank you.  

1. Click the ‘Add New Image’ button to upload a new photo into your profile. 

 

2. Browse on your computer for the image you wish to use and select it. This process may differ slightly 

based on your Operating System. 

 

3. Your profile will now display the image 

 

 

 

Official License Card 

License cards are used to provide proof of WIAA licensure and are sized to fit into a wallet or billfold. 

They are designed to pull proof of registration based on the current official year only.  



1. Within your profile click the ‘License Card button found directly below your profile picture 

2. A download will take place pulling a PDF based registration card on your computer / device. 

3. Open the PDF 

 

This can be saved or printed as desired 

 

Official Profile Tabs 

There are several tabs found within your profile page. Click on any of them to access the data contained 

inside of them. By default the ‘Profile’ tab is selected with your contact information displayed. These are 

as outlined below: 

 

Tab Description / Purpose 

Profile Contains your contact and basic profile information 

Registrations Shows a list of all WIAA registrations. Use the dropdowns to filter the list 

Exams / Videos Use this tab to review taken Exams and Rules meeting videos required for you to 

advance in classification 

Associations Displays and allows you to list Officials Associations you are a member of 

Schedule Create and manage scheduled contests for WIAA member events. Required for 

rankings and classification games requirements 

Orders Shows a history of orders placed for registrations 

 

Profile Tab 

The profile tab can be modified to supply new contact information found within our Officials Directories. 

This is important to maintain to ensure our office and member schools can contact and locate you. 

 

Editing is as simple as typing in new information and clicking the ‘Save’ button when complete. 



Registrations Tab 

This tab is designed to display classification levels by sport and year. You can show all registrations or 

filter by sport and year. Nothing can be modified on this tab by an Official. If there are questions please 

contact the WIAA Office. 

 

 

When viewing registrations the following columns are visible 

 
 

Column Description / Purpose 

Year The year the license is for. The year is the later half of the school year so the 2017-

2018 whould display as 2018. 

Sport The sport the license pertains to. 

Class Your official classification for this sport and year. 

Status Whether the registration was new (first time for the sport) or a renewal. 

YrsReg How many years you have been licensed for the sport. 

 

LastYr The last year the sport was licensed by this official prior to this. 

RegDate The date the registration took place. 

LateReg Whether the registration was after the deadline, resulting in a late fee. 

Games The number of entered varsity contests on your schedule. 

Clinic Whether the official attended a clinic for this year and sport. 

Cat The category of the license (will show reciprocity or high school designation here) 

 

Exams / Videos Tab 

This tab display taken Exams and Rules Meeting Videos which pertain to the official and their 

registrations. The official must be licensed in the particular sport and a requirement to take the item in 

order for it to be pulled into the Official Center. These items are currently taken on the main WIAA 

website at the following URL: https://www.wiaawi.org/Schools/RulesMeetingsExams.aspx 

Taken Exams and Videos will be pulled into the Officials Center every 15 minutes. Once you have 

completed it please be patient as the process runs on the clock every 15 minutes and should then show 

up in your profile on this tab. These are used during the classification rollover process at the end of 

every year. 



These items can be filtered by type, year, and sport. 

 

A sample report would look similar to the following. There is nothing on this tab an Official can modify. If 

there are questions please contact the WIAA Office. 

 

 

Association Tab 

This tab contains Official Associations you are a member of. These can be added, changed, removed by 

an Official. Up to three can be listed at this point. 

 

 

 

 



1. To enter a new association begin typing into an empty association box as shown 

 

2. Click one of the dropdown options to select it, then click the ‘Save’ button. 

Remove an item by clicking the ‘Remove’ button next to the entry you wish to remove. 

Schedules Tab 

This tab display, and allows for entry of, varsity contests for an Official. All varsity games should be 

entered in the Officials Center to allow for ranking and any potential classification upgrades each year. 

Games requirements for higher classification levels are met by entering them onto this schedule. 

Schedule entry is covered in more detail the Schedule Entry section of this guide. 

To view schedules select a ‘Year’ and a ‘Sport Season’ and click the ‘View’ button. 

 

 

The Schedule list displays the following columns and can be sorted by clicking the column name at the 

top of the desired column. For example clicking on Date will sort the list by date in ASC order. Click date 

again to sort in DESC order. 

Column Description / Purpose 

Date The scheduled date of the contest 

Home The home team / school 

Away The away team / school 

Location The location of the contest 

Name Any name which might pertain to the contest 

Officials Officials assigned to the contest 



To modify, remove, or to view more details of a entered contest simply click on the row. A detailed view 

of the contest will appear. 

Inside the detailed contest view click the ‘Close’ button to return to the list (or ‘Save’ if changes are 

being made). 

 

Ranking Card  

Ranking cards can be printed inside the detailed view of the contest. These are helpful tools you can 

provide as an Official to a coach to assist in obtaining rankings. This card will display all Officials on the 

contest, along with some basic classification information, and provides a ‘RankID’ for them to use for 

quicker access to the contest in the Ranking form. 

 

1. Inside the contest details click the ‘Ranking Card’ button 

 

2. A ranking card will be generated as a PDF file and then be downloaded onto your computer / device. 

Save or print this file. 

 

Orders Tab 

The orders tab shows a list / history of orders placed by the official. Registration orders will show on this 

tab along with total price, etc. Nothing can be edited here by an Official. If there are questions please 

contact the WIAA Office. 

To view the list select a year and then click the ‘View’ button. 

 

A list of placed orders will appear if any are found matching the search criteria. 

 

 



Schedule Entry 

Schedules are entered in the official center for the purpose of ranking and classification calculation. 

These are cane be completed in either the Schedule tab inside the official profile or by clicking 

‘Schedules’ on the main menu and then selecting ‘View My Schedule’. 

1. To begin select a Year and a Sport Season from the dropdown lists and click the ‘View’ button to see 

existing items, or the ‘Add New’ button to skip right to entry. 

 

There are currently no items for this combination so we will enter a new item. 

 

2. Click the ‘Add New button’ 

 

3. Enter the Contest Information 

 

 
 

4. Move down to the Participating Teams section 

 



5. Begin typing in the name of the team you wish to add to the contest and select it from the 

dropdown list as it appears.  

If the team does not appear you will need to enter a new ‘Non-Member’ school. If the school is a 

member school and you do not see them in the list, please contact the WIAA Office as it likely means 

they are not in our system as offering that sport for the given year. 

 

Non-Member School 

Enter in the name of the school and then click the ‘Add New’ button. This will create a new entry for a 

non-member school and place them in the team list for your contest. 

 

Once you have the teams entered one will need to be marked as the ‘Home/Host’ team. 

6. Click the Home/Host checkbox next to the home team. 

 

Teams can be removed by clicking the ‘Remove’ button on the corresponding row. 

Next enter in officials assigned to the contest. By default the official entering the item will appear in the 

list. Additional officials can be added as desired. This will place them on the contest and update their 

schedule at the same time. 

 

 

 



7. To add an official begin typing in the name or number in the appropriate search box. As you begin to 

type a list of matching officials will appear. Select the appropriate one from the list. 

 

 

8. Type in any notes relevant to the officials in the list in the notes box in the corresponding row and 

click the ‘Save’ button to add the game to your schedule. 

 

The game can now be found in your schedule list. You can make changes to it by clicking the contest in 

the list. 

 

 



Adding a Football Crew to a Contest 

Football contests allow you to add crews to them. This is the only sport which supports crews at this 

time. In order to add a crew to a contest the crew must exist beforehand. If it does not you can save the 

contest, go create the crew, and return to add the crew to the contest. More information on creating 

crews can be found in the Officiating Crews section. 

1. While inside the schedule entry for a Football contest click the ‘Select a Crew’ dropdown to display a 

list of crews you are a member of. 

 

 

The assigned officials will change to reflect the members of the crew. You can modify positions and add 

or remove officials as desired but those changes will not update the crew itself just the individual 

contest. 

 

2. Click the ‘Save’ button to save the scheduled item. 

Officiating Crews 

Officiating crews are only available for the sport of Football at this time. Crews are a quick way to save 

officials and their positions and add them all at once to a contest. Ideally, the crew chief will be 

responsible for creating and adding crew members to contests. Only the crew chief can modify a crew. If 

another member wishes to update the crew they must be switched to have the crew chief designation. 

Any member of the crew can add the crew and members to a contest. 



Creating a New Crew 

1. To create a new crew go to Officials and then ‘My Officiating Crews’ on the menu 

 

A list of crews you are a part of will appear.  

 

2. Click the ‘Add New’ button. 

 

3. This will open the Crew Details form. Provide a Name for the crew. 

 

Note: You cannot click the ‘Tourn Crew’ checkbox as this is reserved for crews created by answering a 

football availability survey for the given year. 

 

 



4. Search for and add Officials to the crew.  

Ensure you are added to the crew or you will not see the crew after saving it. Also if you are not added 

as the chief you cannot edit it later unless the chief changes that role to you. 

 

5. As you add Officials, select a position from the dropdown box on each row. 

 

6. Check the crew Chief checkbox next to the appropriate official. 

 

7. Enter the effective date. This date is used to add officials to existing contests that contain this crew. 

Mainly used when editing crew members, new or removed members will be added or taken off of 

contests this crew has been scheduled for based on this date. 

 

8. When finished click the ‘Save’ button. 

The newly created Crew will appear on the list of Officiating Crews and can now be added to contests. 

 

Modify an Existing Crew 

As noted above in the section regarding creating an officiating crew, only the crew chief can modify a 

crew. If you are not the crew chief you must be made the chief before you can save any changes. Only 

the WIAA Office or existing crew chief can perform this. 



 

1. To modify an existing crew simply click on the ‘Review’ button on the row of the crew you wish to 

edit from the list of crews displayed. 

 

2. Modify the makeup of the crew as desired. 

 

3. Enter an effective date of the change. 

 

This will update contests appropriately to add or remove officials as they are taken off or added to the 

crew. If you wish to protect certain existing contests from this edit simply use a date that is after the 

date of those contests. 

4. Click the ‘Save’ button to return to the crew list. 

 

Availability Surveys 

Availability Surveys are sent out by the WIAA Office by each Tournament Sport Director to obtain 

information and availability to work the WIAA Tournament series. These are completed inside the 

Officials Center and are available for the WIAA Office to see and use to create assignments. 

To access the availability survey for a particular sport you must be licensed and added by the Sport 

Director. Typically all non-high school and reciprocity licensed Officials for a sport are added to an a 

availability survey but this depends on the sport and requirements of the Tournament Director. Please 

contact the WIAA Office if there are questions surrounding requirements to work the postseason 

Tournaments. 

Availability surveys can be accessed either by using the link contained in the invite email from the WIAA 

Office or from the menu inside the Officials Center. 

1. To access using the menu click on Tournament, then select ‘Tournament Availability’. 

 

 

 



2. If accessed using the menu you must select a ‘Year’ and then click ‘View Surveys’ to display a list of 

surveys you can complete (or have completed). The email link will direct you past this step. 

 

 
 

3. Select a Year and click the ‘View Surveys’ button 

 

4. From the list of availability surveys that appears, select the one you wish to answer by clicking on 

the ‘Answer’ button on the corresponding row. 

 

 

A summary of the Availability worksheet will appear. Note the progress area of the form. As you answer 

questions this progress, along with a prompt on the screen, will update automatically. 

 

5. As you scroll down simply answer the questions. The responses will be saved as you click on them. 

 



By clicking the ‘Yes’ checkbox to this the question a message will appear in the top left corner of the 

screen showing your progress. This message will disappear after a second or two 

 

Move to the next question(s) and answer them. When you are finished simply close the page or navigate 

somewhere else. There is no save button as your responses are saved as you answer them. Make sure 

before leaving the page to scroll up and verify the ‘Progress’ section shows you have answered all the 

questions. 

  

Reports 

As a Licensed Official there are also reports available to you. These can be found within the ‘Officials’ 

option on the menu, then selecting ‘Reports’. 

 

Once you select a report from the dropdown list a brief description of the report will appear along with 

a selection option to run the specific report. 

 

Ranking – My Ranking Summary 

This report shows a summary of the rankings received for an Official by Sport Season. It also contains 

the ranking average, 3 year average, and state average. 



1. Select the ‘Ranking – My Ranking Summary’ option from the report dropdown list. 

 

2. Click the ‘Select this Report’ button. 

 

3. Select a ‘Year’ and a ‘SportSeason’ and click the ‘View Report’ button 

 

 

4. A list of supplied rankings for the selection criteria will appear. You can sort the list by clicking a 

column heading or export to Excel by clicking the Excel icon under ‘Report Options’. 

  

 



Ranking – Official Scheduled Contests 

This report shows a listing of your scheduled contests with the number of ranks completed and not 

completed. It also contains the ranking average, 3 year average, and state average. 

1. Select the ‘Ranking – My Ranking Summary’ option from the report dropdown list. 

 

2. Click the ‘Select this Report’ button. 

 

3. Select a ‘Year’ and a ‘SportSeason’ and click the ‘View Report’ button 

 

5. A list of scheduled contests and rankings for the selection criteria will appear. You can sort the list by 

clicking a column heading or export to Excel by clicking the Excel icon under ‘Report Options’. 

 

 

Tournament Assignments 

Section coming soon!!! 

 



Help  

The help section is available to provide information for Officials.  

Future sections under development are a FAQ’s section to search for ‘Frequently Asked Questions’ and a 

feature request form to request new features and enhancements. 

The Help options can be found under the ‘Help’ option on the main menu. The ‘Help Home Page’ page 

currently contains a link to this document. 

 

 


