
Duxbury Youth Softball
Website Instructions for Umpires
www.duxburyyouthsoftball.org

Congratulations on becoming an ASA Certified Umpire for Duxbury Youth Softball!  So now 
you are an umpire, and are ready to umpire games and make a little extra money.  So, how 
do you get started?  How does this all work?

1 – You will be added to the “Officials” list as an Umpire
On the website, each of you who registered for ASA Umpire Training, and completed all 
three classes, will be marked as now being on the “Officials” team as an Umpire!  Now the 
website knows you are eligible to be added to games on the schedule as an umpire.  If you 
did not register online, you will not be available to umpire.  If you hadn’t registered, you, or 
your parents, should have received an email containing a link to register.  You must use 
that link to register.  If you and your parents have not received this email, then you are 
registered and all set.  Contact the webmaster with any questions 
(robertdconway@comcast.net).

2 – Create a password to enter the “Official’s Area” on the website
On the home page of the website, just below the middle of the menu on the left hand side, 
you will see a button labeled “Official’s Area”.  This area can only be entered by people who 
are on the Official’s team and have a password.  To create a password for yourself, follow 
these steps…

1) Click on the “Official’s Area” menu item on the home page.

2) On the “Official’s Sign In” page, enter the email address that is assigned to you 
currently.

3) Leave the Password field empty and click the Submit button.

4) An email will be sent to you containing your password.

5) Check the email, get the password, and go back to the “Official’s Sign In” page and 
log in.

6) To change the email address or password, go to “Edit My Account” at the bottom of 
the left hand menu.

3 – Define your General Availability
Now that you logged in to the Official’s Area, the first page you see will show a grid 
indicating your general availability.  If every box is un-checked, that means you are always 
available.  However, if you check even one box, then the checked boxes indicate when you 
ARE available, and the unchecked boxes show when you are NOT available.
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Update this grid to help us understand when you are available for umpiring.  You cannot 
use this to indicate specific days, only general days.   For example, if you have piano 
lessons on Wednesday evenings, you can set up your availability to exclude Wednesdays. 
Look at the grid below.  In this example, this person has indicated that, in general, she is 
available to umpire Monday through Friday from 5pm to 9pm.  This tells us not to schedule 
this person as an umpire on weekends, or earlier than 5pm on weekdays.

The website will take into account games you are already scheduled to umpire, and games 
in DYS that you are playing in when determining availability to umpire.  If you end up being 
scheduled to umpire a game, and will not be able to make it, please contact the Umpire 
Coordinator and that person will be able to help reschedule you.

4 – Check your schedule online
Any time you log in to the Official’s Area, you can click on the “My Schedule” link.  When 
you do, you will see a list of games that you have been assigned to.  You can print this 
page, or download it to Outlook.  You will also see your availability grid with Green 
showing when you are available.  You can double check to make sure it correctly reflects 
when you are available.

5 – Check your email often for notifications and reminders
The email address that you logged in with is where notifications will be sent.  Any time you 
are added to a game as an umpire you will be sent an email to inform you of the game you 
just got assigned to.  Then, one day prior to any game you are assigned to, you will receive 
an email with details of the game.

6 – Follow these simple steps to get paid!
For games with only one umpire, the umpire will get paid $25.  For games with two umpires, 
each ump will get paid $20.  You will be paid once, at the end of the season, for all the 
games you umpired.  We will use the website to track how many games you ACTUALLY 
umpired (not games you were scheduled for).  Here’s how...
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1) At every game you umpire, give your name to BOTH coaches.  

2) After the game, when the coach reports the games results, the coach will also send 
the names of the girls who actually umpired the game.

3) The Division Coordinator will record the game results on the web site, and will 
make sure the correct umpires who worked the game are listed on the schedule.

4) At the end of the season, we will use the game results from the website to tally up 
your umpire pay and send you a check to the address on record.
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