
Logging in to Arbiter Sports – getting started

a) If you have not ever logged in to the Arbiter Sports website, go to www.ArbiterSport.com as soon as possible.  If you have not yet received an email from the Alberta Rugby Union with an assigned password, contact Matt Parrish, the Administrative Assistant, at rugbyab2@telus.net and request a password.  

b) Once you have a password, go to www.ArbiterSport.com and in the upper right hand corner, type in your email address and password.  You will end up at your Main page.  Your name should now be in the upper right hand corner under the Sign Out button.

c) Click on the Profile tab.  If you wish, you can change your assigned Password to something new, or you can keep it as the one you have been assigned.  If you want to change your Password, click on that grey sub-tab, enter your old password, then type & re-type your new password, and click on the Change button.

d) Then, click on the grey Information sub-tab.  Confirm and update your information:  name, email, mailing address, postal code, and date of birth.  IMPORTANT:  you must input your address and postal code as the Arbiter system assigns referees based on their postal code & how close or far they are away from the field where the game is located.  That way, you won’t be assigned to ref a game in Cold Lake, or Medicine Hat, if you live in Calgary.

e) Then, in the upper left, under the Information, Account sub-tab, click on Phones.  Click on the green + button on the left side to add a line to input a phone number.  Choose what type of number it is:  home, cell, work, etc., and type in the number, as well as any notes about this number, such as times to use it.  Click on the green + button again to add another number. If you’d like to delete a phone number line, click on the red X button.  When you have finished adding phone numbers for yourself, click on the Save button (shaped like a computer floppy disk), and then the Exit button.  

f) If you want, you can also upload a picture of yourself by clicking on Picture, under the Information, Account sub-tab.  You can then browse your hard drive for a picture of yourself.  The picture needs to be a “gif” or “jpeg” file, and should be no larger than 150 pixels wide by 200 pixels high, otherwise it will be cropped.

g) Once you have finished updating your information, including your phone numbers, click on the Save button.

Blocking Dates Off – days or partial days when you can’t ref

h) Click on the BLOCKS tab at the top.

i) In the upper left corner, in the box titled Action, it should be already clicked on the View Schedule button.  Click on the Block All Day button.  At the top of the calendar it will now say:  Action – “Block All Day”.  Now, move the mouse to the right hand side of the screen above the calendar and choose the month you want to look at, then click on the date you want to block out (days you cannot ref at all, i.e. you are out of town for a weekend, or busy all afternoon and evening on a particular date).  That date should turn red.

j) Once you have blocked off all the full days you cannot ref, if there are days you could ref but only for part of the day such as the afternoon or evening only, click on the Block Part Day button.  At the top of the calendar it will now say:  Action – “Block Part Day”.  Then, use the mouse to choose the Time Range when you are not available to ref for certain days. Then, select the month you want to look at, and click on the date that you are not available to ref in that time range.  For example, if you know you have a work meeting on Wednesday May 12th that will not finish until 5:00 p.m., you could set the time range as From 12:00 PM To 5:30 PM (since there are no games on weekdays that start before noon).  After you click on a day, the details of that partially blocked day will show up at the bottom of the screen, below the calendar.  

k) If you have a large number of the same partial day blocks required (i.e. you can never ref a weekday High School game starting at 4:30 p.m.), you can select the Time Range for the times you are not available, then on the right hand side, select the Date Range that partial day time block will apply to, and click on the days of the week within that date range you want the partial block applied to, then click the Apply button.  The relevant dates should all turn a salmon colour. 

l) If you want to choose a different time range for a different set of days that you are available for only part of the day, change the Time Range to the new time frame and click on the other days you want to block off part of the day.   

m) If you make a mistake or later find a date you had blocked off is now available (or a partially blocked date is now not available at all and needs to be changed to a full day block), in the Action section you can click on the Clear Blocks button, and click on the dates from which you want to remove the block.  You can then re-block that date with a partial or full block if needed.

n) Once you are done blocking off your dates, in the Action section, click on the View Schedule button.  You can then check each month for the partially and fully blocked date to confirm it is correct.

o) Once you are done blocking off dates, click on the Exit button in the top right of the screen.  Then, click on the Main tab.  Ensure the button next to Ready To Be Assigned is checked or you may not be assigned any games.  Then, you can click the Sign Out button at the top right.

Checking The Schedule – accepting or declining game assignments

a) Once the schedules are all input into the system, Arbiter will help to match up referees to games for which they are available, and for which they are qualified to officiate.  You will receive an email notifying you that you have been assigned one or more games for the upcoming month or so.  You will need to log in to Arbiter Sports as soon as possible after receiving that email to see the games you have been assigned and Accept or Decline the assignment.

b) Once you are logged in, click the Schedule tab, and the grey Calendar sub-tab.  This will bring up the game(s) you have been assigned. Under Display, if you want, you can select to view the game schedule for a particular day, week, or month.  This will show the schedule for your assigned games as well as your own inputted blocked off days and the time of your inputted block (whole day or part day).  Once you are done looking at the different views under Display, click Exit , then click Schedule and Calendar again to see the listing of the games you have been allocated.  

c) For each game you have been assigned to work, check the details then click on the Accept button if you can do that game, or the Decline button if you cannot do that game.  Once you have finished marking each game, make a note to yourself of the date, time, home & away teams, and the location of each game you have accepted, then click the Submit button to confirm everything.  Then click the Exit button.

Checking Your Schedule – accepting or declining game assignments

d) ArbiterSports.com serves as a tool to help your Allocator to match up referees to games for which they are available, and for which they are qualified to officiate.  Your Allocator still makes the decision to assign you to the game.  It is not the computer doing it.

e) Once you are assigned to a game, you will receive an email notifying you that you have been assigned one or more games for the upcoming weeks.  You will need to log in to ArbiterSports.com as soon as possible after receiving that email to see the games you have been assigned, and Accept or Decline the assignment.  Please note:  don’t Decline games unless you are truly unavailable for that match.  If you are concerned about the allocation to that game, contact your Allocator to discuss it before deciding on the game, as you may be the only referee the Allocator could assign to that game at that site on that day & time, and if you don’t accept it there may be no referee at all for that game.

f) Once you are logged in, click the Schedule tab, and the grey Calendar sub-tab.  This will bring up the game(s) you have been assigned. Under Display, if you want, you can select to view the game schedule for a particular day, week, or month.  This will show the schedule for your assigned games as well as your own inputted blocked off days and the time of your inputted block (whole day or part day).  Once you are done looking at the different views under Display, click Exit , then click Schedule and Calendar again to see the listing of the games you have been allocated.  

g) For each game you have been assigned to work, check the details then click on the Accept button if you can do that game, or the Decline button if you cannot do that game.  If you can’t see the Accept or Decline buttons, click again on the blue Standard View button at the left hand side.  

h) Once you have finished marking each game, make a note to yourself of the date, time, home & away teams, and the location of each game you have accepted, then click the Submit button to confirm everything.  

i) If, after you have accepted a game it becomes clear that you can no longer ref the game (i.e. due to injury, work commitments, etc.), please contact your Referee Allocator as soon as possible by phone or email so someone else can possibly be assigned to the game.

About The Game – inputting game score & other information

a) In the Notes column of your list of assigned games, there will a clipboard icon and a capital R which will be red initially.  

b) If you click on the clipboard icon it will bring up Game Notes where you or the Allocator can enter additional information about the game.  The Allocator may enter information such as the name of a Referee Coach assigned to work with the ref for the game, or that the game was Rescheduled from a previous date.  To enter a note, click on the green + button and type the note into the large white box.  If you enter information here, you must save it by clicking on the computer floppy disk icon at the left, or if you change your mind you can click on the red X button to exit without saving.  Then, click the Exit button to return to the Schedule page.

c) If you click on the red R icon it will bring up a Game Report sheet.  Here you can enter the score in the game, as well as type any comments of things that occurred in the game, such as Yellow or Red cards given out & to whom, serious injuries or ambulance called & for whom, as well as any concerns about how the game went such as safety concerns with scrumming & Mayday calls, etc.  Once you have entered this information, click Exit, then the Submit button at the Schedule screen.  The R should now be either yellow or green, indicating that you have entered the game score without comments (green R), or with comments (yellow R).  Then click the Exit button to return to the Main screen.

Printing Out or Transferring a List of Your Games to Outlook

a) To print a list of your assigned games, click on the grey Schedule tab, and under Reports on the left hand side, click on the blue Schedule button. Select the start and end dates for which you want a printout of your games either by typing in the dates in the mm/dd/yyyy format, or clicking on the small calendar icon at the right of the date fields, then clicking on the start date and end date you want selected.

b) Then, choose the file format you want the information saved to:  Adobe, Excel, Word, etc., and click the Print Preview button.  This will show you the file in the format you have selected, and you can then switch to that program on your computer and print that file.  Click the Exit to go back to the Schedule tab.

c) To export a list of your assigned games to Outlook, select the start and end dates of your games that you want exported, select how much of a reminder you want Outlook to give you prior to the start of your assigned games (i.e. between 1 hour and 2 day’s notice), and click on the Export button.  This will create an Excel file in .csv format, entitled ExportSchedule####.csv, where ### is the number assigned by the computer to that file.  Then, open Outlook and import this new file by clicking the 'File' menu option then 'Import & Export'.  Follow Outlook's directions to finish.  Once completed, click on the Exit button to return to the Schedule tab in Arbiter.  

Other Information

a) Under the grey Lists tab, you can check the list of: 

· Officials (Alberta Rugby referees in the system) -- yellow means they have not clicked their “Ready to be Assigned” button for the current year, 

· Sites (field names & addresses) – note, these may not be fully accurate as sites had to be entered at the start of the season with a postal code and some postal codes for fields were not available at the time so an alternate postal code was entered (if you are not sure of the field location check with your Allocator), 

· Teams or clubs that have their games entered into the system and in which divisions they play, or

· Forms (currently shows only the Referee Send Off Report).  When you click on it, it sends you to the Rugby Alberta website page which provides a list of several different forms, including the Referee Send Off Report.  The Send Off Report should be completed as soon as possible after you give a player a Red Card during a match and send him or her off.

How Do I Get Compensated?

b) The Referee’s Society will keep track of the games you ref and compensate you by the end of the year based on the fee payable per game for which you were the Referee or the Assistant Referee.  
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