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ACCEPTING APPOINTMENTS PROCESS 
PRE-MATCH 

 
STEP 1: 
Login to your OfficialsHQ profile, you should land on this display (if not click on the 
OfficialsHQ logo in the top left) This is where you will be able to see the number of matches 
your club will need to fill for the upcoming weekend. 

 
 
STEP 2: 
Click on ‘New Appointment’ to see the details of the match. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 3: 
Click on ‘Appointments’. This will provide an overview of the Match Information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Match Information will display like this. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4: 
We want all clubs to accept all their Match Appointments. To do this, please click on 
‘Confirmation Needed’. 

 
 
When you click on ‘Confirmation Needed’ you will need to click on the ‘ACCEPT’ button. 
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COMPLETING MATCHDAY PAPERWORK PROCESS 
 
POST MATCH 
 
STEP 1: 
Login to your OfficialsHQ profile, you should land on this display (if not click on the 
OfficialsHQ logo in the top left) This is where you will be able to complete the Match Day 
Paperwork for the Matches your Club Umpire has been appointed to.  

 
 
STEP 2: 
To access your Matchday Paperwork, Notice of Reports & Awards (B&F votes), you will need 
to click on ‘New Appointment’. 

 
 
 
 
 
 



STEP 3: 
After clicking ‘New Appointment’ you will need to click on Match Reports. 

 
 
STEP 4: 
To complete the Matchday Paperwork report, you will need to click on ‘AFL Sydney Senior 
Match Day Paperwork’. If a Club Umpire has made a report during the match, you will need 
to click on ‘AFL NSW/ACT Notice of Report Form’. 

 
PLEASE NOTE: The HOME club will have the only access to Matchday Paperwork for the match, the 
HOME club umpire will be required to complete the Matchday Paperwork form. However, we want 
both umpires to complete this form together after the match. 

 
PLEASE NOTE: All appointed umpires will have access to the AFL NSW/ACT Notice of Report form. 
The umpire who makes the report, must complete this form. 



STEP 5: 
After completing the Matchday Paperwork, Club Umpires will be required to complete the 
Awards (B&F votes) for their Match. 

 
PLEASE NOTE: Only the HOME club will have access to the AWARDS for the match, the HOME 
club umpire will be required to complete the AWARDS. However, we want both umpires to 
complete this form together after the match. 
 


