This guide walks league operators through paying officials in Express Assign — from generating vendor payments
to requesting and approving their release.

Generate Vendor Payments

Create a payment batch for officials who worked an event.

1. Under your schedule, select the $ icon on the date you want to pay.

v Tuesday, February 10th (SGames

GEC North, Pittsburgh Convention Center (2 games) VARSTY  RELEASED  UNPAID
-_
9:00AM . - ~
> Officials: 313 > Officials: 213 g > Officials: 313 g
10:00 H H
AM > Officials: 373 > Officials: 313 ¥ > Oficials: 23 &
11:00 AM - N ) c
EDT > Officials: 93 ¥ > Officials: 23 ¥ > Officals:2/3 ¥

2. Select the financial account you would like to use to pay the officials.

Pay Event X

Select Financial Account

Please select the financial account you would like to use to pay for these games.

Financial Account
[ Financial Demo > J

Financial Demo Account

3. Choose which games you would like to pay.

Referee: Gage Baker $20.00
:, 2/10/26 9:00 AM Pittsburgh Convention Center Field 1 Varsity Umpire 1: Heaven Lopez $20.00 Unpaid
/ Umpire 2: Blaine Johnson $20.00 Unpaid
Referee: Blaine Flores $20.00 Unpaid
I 2/10/26 9:00 AM Pittsburgh Convention Center Field 3 Varsity Umpire 1: Jimmy Jameson $20.00 Unpaid
Umpire 2: Keegan Johnson $20.00 Unpaid
— Referee: Dakota Robinson $20.00 Unpaid
@ 2/10/26 9:00 AM Pittsburgh Convention Center Field 2 Varsity .
Umpire 2: Rylie Rodriguez $20.00 Unpaid
Referee: Gage Baker $20.00 Unpaid
@ 2/10/26 10:00 AM Pittsburgh Convention Center Field 3 Varsity Umpire 1: Dakota Robinson $20.00 Unpaid
Umpire 2: Keegan Johnson $20.00 Unpaid
Referee: Blaine Johnson $20.00 Unpaid
T 2/10/26 10:00 AM Pittsburgh Convention Center Field 1 Varsity Umpire 1: Gage Baker $20.00 Unpaid
Umpire 2: Blaine Flores $20.00 Unpaid
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4. Select which officials you would like to pay, or choose Select All.

Select Users

Select the users you would like to pay.

=

) Gage Baker: $60.00 (3 games)
) Blaine Flores: $60.00 (3 games)
) Jimmy Jameson: $60.00 (3 games)

Keegan Johnson: $60.00 (3 games)

olle,

) Blaine Johnson: $60.00 (3 games)
) Heaven Lopez: $60.00 (3 games)

) Dakota Robinson: $60.00 (3 games)

) Rylie Rodriguez: $60.00 (3 games)

5. Atable with the officials' names and amounts will populate. Once you're ready, click Generate Vendor

Payments.

Note: Financial attributions are an optional tag on a payment. They show up on financial exports and can be

used as a budgeting tool.

Payment Details

Payment Description (300 characters max) /

Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)

Financial Attribution (optional)

Payee Email Payee Name Payment Amount

Payment Description (300 characters max)

Financial Atfribution

GageBaker@example.com Gage Baker $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
BlaineFlores@example.com Blaine Flores $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
jimmy jameson@example.com Jimmy Jameson $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
BlaineJohnson@example.com Blaine Johnson $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
HeavenLopez@example.com Heaven Lopez $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
DakotaRobinson@example.com Dakota Robinson $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)
RylieRodriguez@example.com Rylie Rodriguez $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am)

Generate Vendor Payments ($420.00)

6. Select View Vendor Payments to confirm the batch was created.

Vendor payments have been generated!

Close View Vendor Payments
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Release Payments

Releasing a payment to an official is a two-step process: request it, then approve it.

1. Select the Unpaid tab. From here you can request payments to be released — one at a time, or by selecting
the checkboxes and clicking Request Selected Payments.

New Payment Scheduled

Unpaid Payments

@ Account Balance: $1.52

B Selected Payments Total: $4,581.00

Requested Processing Paid

" Financial Attribution

Select

Hide Columns

. Payee ", Description . Requestor
" Amount Requested Request Delete FIR
v QFilter... QFilter... QFilter... Q Filter...
</ GETEISEEEEIRIUEDS 3 — $60.00  Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9220263 I3
# Delete Selected Payments
/' Set Financial Attribution $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v @
Blaine Flores . " on
? p $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v &
Blaine Johnson . ) e
5 $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v &
<
Dakota Robinson . . ren
- $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v &
H
Q Heaven Lopez $60.00  Pittsburgh Convention Center (2110/26 9:00am - 11:00am) Sam Gloeckner None 91212026 v 5]
p TG T $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v @
J Gage Baker . " 1)
e $60.00 Pittsburgh Convention Center (2/10/26 9:00am - 11:00am) Sam Gloeckner None 9/2/2026 v &
£

2. Select the Requested tab
selecting the checkboxes and clicking Approve Selected Payments.

3. Approving a payment releases the amount to the official. Payments process for 4 hours before transferring

. From here you can approve payments to be released — one at a time, or by

to the official's RQ Pay account.
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