This guide walks league operators through adding an official to a portal and editing the conferences an official is
affiliated with.

Adding an Official

1. To add an official to the roster and/or to add or remove conferences in which the official works, click the
profile icon in the top-right corner, and click "Manage Consortium."
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2. Make sure the desired portal is selected in the dropdown menu near the upper-left corner of the page.
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3. Select "Manage Users."
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4. Select "Add New User(s)."
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5. Select "Add a Single User."
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6. Enter the email address, first name, and last name of the official. Do not enter a phone number. Note: if
the official is already on RQ+, it will not ask for a name.
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7. Select the role of "Official" in the dropdown menu(s) only for the conference(s) in which the official will

work. Then, select "Add User."
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Adding an Official to a New Conference

1. To add the official to a new conference to which the official does not already belong, click "User Role"
below the respective desired new conference.
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2. Click to toggle on the role of "Official."
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4. Select "Yes."
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5. The official is now newly added to that conference.
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Removing an Official from a Conference

1. Toremove an official from a conference without removing the official from all conferences, click the role of
"Official" below the respective desired conference to remove.
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2. Click to turn off the toggle for the role of "Official."
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3. Select "Remove User Role."
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4. Select "Yes."
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5. The official is now removed from that conference.
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