
 

 

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. 

 

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

 

3. Choose which games you would like to pay. 

 

 



 

 

4. Select which officials you would like to pay, or choose Select All. 

 

5. A table 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. 

 

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

 

 

 



 

 

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. 

 

2. Select the Requested tab. From here you can approve payments to be released — one at a time, or by 
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 
to the official's RQ Pay account. 


