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OKWA Portal Users Guide
Information for Club Admins and Coaches



Page Registration
Club Admins and Coaches

1.  Navigate to https://portal.okwa.us


2.  Click on Register Here link


3.  From the Sign In page, click                        
‘Sign up now’ link


4.  Enter email address and then click              
Send Verification Code


5.  Check your email for code


6.  Enter code and complete remaining information
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https://portal.okwa.us


Club Summary
Club Admin

• The bar across the top indicates the 
number of coaches you currently have 
(blue) and how many you can add 
(green). The red boxes show how 
many wrestlers are needed to add 
another coach.


• Club Admins shows everyone currently 
setup as an admin for this club.


• Club Contacts are the Head Coach 
and the Club Contact for the club. 


• Age Group Summary shows the 
number of wrestlers on your roster by 
age group.



Club Info
Club Admin

• Club info pages allows for the 
club admin to update 
information about the club 
including the Head Coach and 
Primary Club Contact info 
which will be used for 
communications from the 
OKWA Board. 



Coach List
Club Admin

• Allows Club Admins to add and edit 
coaches within their club. 


• Club Admin can add up to the 
allowed number of coaches per the 
bar at the top. 


• Click on the edit button allows club 
admin to update info including the 
background check, safe-sport, and 
concussion protocol training. 


• Once all training and background 
check have been acknowledged, the 
Club Admin can use the “Submit for 
Approval” button to submit the 
coach for Board approval.



Edit Coach
Club Admin

• Club admins can add and update information 
about a coach in the Edit Coach screen.


• Checking the boxes for Background Check, 
Safesport Complete, and Concussion Training 
Complete indicate that the club admin has 
confirmed these have been completed by the 
coach. 


• Background check and safe-sport will continue to 
be completed through the USA Wrestling website. 
No USA membership is required for either of these 
items. 


• Concussion training can be completed using the 
link below or through the USA wrestling website. 
Either training will suffice.           


https://bit.ly/NFHSConcussion

https://bit.ly/NFHSConcussion


Club Roster
Club Admin

• The Club Roster page allows the Club 
Admin to update wrestler information and 
release wrestlers from the club roster.


• Club Admins can see which wrestlers are 
pending the parent approval on the waiver 
status as well. For wrestlers who have not 
completed the Insurance Waiver, the Club 
Admin can resend the email to the parent. 


• Releasing and adding wrestlers will not be 
available from January 1st until after the 
OKWA State Tournament. Any changes 
during this time frame must be done 
completed by a Board Member.



Add Wrestlers
Club Admin

• Club Admins can add wrestlers using the 
Add Wrestler tab.


• Click the green Add Wrestler button and 
complete the form. 


• Once you have added your wrestlers, you 
can click the Pay Now button to pay. 
Wrestlers will not be added to the roster 
until they are paid for. 


• Wrestlers may not be entered more than 
once in the website and may not be on more 
than one club roster. 


• If you enter a wrestler already in the system 
you will receive a warning stating that the 
wrestler already exists and to contact a 
board member. 



Parent Waiver
Parents & Legal Guardians

• Once a wrestler has been added to the system, the 
primary contact for the wrestler will receive an email 
with a link to the insurance waiver that must be 
acknowledged. 


• Clicking on the link in the email will take the parent to 
the page for them to sign.


• Club Admins can use the Roster tab to resend the 
emails to any parents who did not receive the invite 
the first time. 



Coach’s Home
Coaches

• Coaches can register for the site 
and login so that they can see 
their status. 


• Once they have completed their 
training, they will see a QR code 
which will be used to enter OKWA 
sanctioned tournaments.


