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PART I             

GETTING  INTO  THE  SYSTEM  FOR  THE  FIRST  TIME 
               

What You Will Need 
 A computer with an internet connection 

 Access to an e-mail account that is not shared with any other Referee in any sport or group. 

 Your assignor’s e-mail address listed as a “trusted source” in that e-mail account. 
 

     A trusted source can be several things: 

1. You MUST add the assignor’s e-mail address to your address book or messages that you receive 
from the system may well be treated as junk. 

2. You can also set up a “rule” in your e-mail that any e-mails coming from that address (or those 
          addresses) will not ever be treated as junk mail. 

3. Though this will clear up most issues, some internet providers screen what they consider to be 
          junk before they even deliver it. If you have an account with Google, Yahoo or Hotmail; this can 
         happen to you. Even several other providers will do this on occasion. Assignors send out a lot of  
         email and many of them are mistakenly identified as “spammers” even though they aren’t.                                                                                 
                                                                                       

What Happens Once You Have Registered with the USSF Western New York 
Batavia/Rochester District Soccer Officials.  Information you give us on your registration 
form will be passed to the assignors.          

 Once the assignor enters this information, you will get a “Welcome Message” from each assignor                
     “group.”                                               

 Depending on where and how you are registering, you may get multiple welcome messages. Be 
watching your designated e-mail account for the “Welcome Message.” It will come from your area’s 
lead assignor(s) and will have the subject line “Welcome to ArbiterSports.com!” 

     Note: It is a good idea to also watch your junk mail for this message as well as your in box.                      

 

What Is In The Welcome Message? 
 The message will give you some basic instruction on how to use the system but the MOST IMPORTANT PART 

of the message is in the second paragraph. That is where you will find the link to log into the system 

(http://www.arbitersports.com), your login name and your password. 

 If you do not receive a welcome message within a couple of weeks, call or e-mail your primary assignor. Most 

will stay with you on the phone to be certain that you have received the message. They may not have entered 

your e-mail address correctly or some other mistake may have been made. 
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The Initial Sign In Screen 
At the upper right corner of the screen, you will find the spot to enter your login name and password. Type them in 

and click the “Go” button. 

 
 

Terms of Use 
Once you click the “Go” button, you will be presented with ArbiterSports.com’s “Terms of Use.” You should read 

them, but in order to continue, you must click the Accept button. 
 

Change Your Password 
Once you have accepted the terms, Arbiter will require you to change your password to something of 
your own choosing. This is because initially the system will default to your e-mail address as your login 
name and your last name as your password. So that nobody else can log in and accept games on your 
behalf without your knowledge, you are strongly urged to put in a password that will only be known to 
you and that you can remember easily. If you are not presented with this screen after accepting the 
terms, contact your assignor immediately as your login may be compromised. 
 

PART II             

CHECKING YOUR PERSONAL INFORMATION 
              

 

Join/Log Into The Group 
Once you have changed your password, you will be presented with your “Generic” log in screen which 
will list all of the groups you have either joined or been invited to join. To log into your account, click the 
small silhouette icon next to the group you are joining. 
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Your Home Screen 
The “Home” screen will differ slightly for each group that you belong to. It has several different parts and 
controls you need to be familiar with. 
 The Main Menu Bar allows you to navigate between the major functions in the system. 

 The Sub Menu Bar will allow navigation between functions associated with each main function group. 

 The Group Announcement Area will display information that you need to be aware in your group. 

 The Help Link will give you other tutorials about Arbiter that are outside the scope of this manual. 
 

 
 
In the Main Menu Bar, click “PROFILE.” When the Sub Menus appear, click “Information.” 

 

 

The Information Screen 
Most assignors will have already entered much of this information. Please double check to be certain it 
is accurate as the system uses this information for many purposes including calculating approximate 
distances to game locations. Remember if you move you need to update this page! 
 

NOTE: Arbiter only calculates the distance from the center of your address’ zip code to the center of 

the field’s zip code in a straight line so it is not terribly accurate. For this reason, be cautious if you 

set “travel limits” as they can often cause you to not get games you may be totally willing to go to and 

most assignors will not assign you to do a match far away from where you live unless they think the 

reward will be worth your gasoline and time. 

 

Also note that you should leave the “Public” button checked. If you uncheck it, there may be issues later 

should another referee have a need to get in touch with you. 

 

If you change your email address, that will also change your log in name. 
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When you are satisfied that this information is correct, click on the “Phones” link. 
 

Add/Edit/Delete Phone Numbers 
Being able to contact you at a moment’s notice is critical for both assignors and other referees you may 
be working with. You should enter all phone numbers that might be useful for this purpose and make 
certain they are always up to date. 

 
 

 The Add Button (green plus sign) allows you to add a new phone number. 

 The Edit Button (yellow pencil) allows you to edit an existing number. 

 The Delete Button (red “x”) allows you to delete an existing number. 

 The Up and Down arrows allow you to prioritize how the numbers will appear to assignors and other 
officials in the system. The number you want people to use first should appear first. 

 

When you are finished, click either “Exit” button which will return you to the Profile screen, then click 
either “Save” button on the profile screen to save your information. 
 

For the next step, click the “Blocks” link in the Main Menu Bar. 
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PART III             

SETTING UP YOUR BLOCKS 
              
 

What is a Block 
For purposes of this manual, a block is a time you cannot work. Arbiter also will allow you to block teams but that 

is outside the scope of this manual and help on that topic is available in the online help within ArbiterSports. When 

you set up a block, you are telling the assignor that you cannot be anywhere to work either on a certain day or part 

of a day. 
 

The Blocks Screen 
The Blocks screen is often the least understood and most complex screen in Arbiter. If you keep the following 

process in mind however, it will become much easier to understand and you will be less likely to erroneously block 

a time or leave a time that you cannot work unblocked. 

1. Select the Action you wish to perform 

 This can be either View Schedule, Block Whole Day, Block Part Day or Clear Blocks. 

2. Select Timing and/or Frequency Options if they pertain to what you are attempting to do. 

3. Select the Dates you wish to apply those blocks to. 
 

The following pages will show you how to block a full day, block a part of a day, or remove a block from the 

system. 

The Areas of the Blocks Screen 

 
How To Block A Full Day 
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1. Select the “Block All Day” button in the Actions area. 
2. Select the Date you wish to block in the Date Selection Area by clicking on the date number in the 

calendar. 
3. When you do this, you will see two things happen: 

 The Date on the Calendar will turn red 

 The Block will show up as a line item in the Block Listing Area 
4. To block other dates, keep selecting the dates in the calendar. 

 

How To Block A Partial Day 
1. Select “Block Part Day” button in the Actions area. 
2. Select the beginning time you will not be available in the Time of Day Options Area using the “From” 

popup menu. 
3. Select the ending time (or when you will become available again) using the “To” popup menu in the 

Time of Day Options area. 
4. Select the Date you wish to block in the Date Selection Area by clicking on the date number in the 

calendar. 
5. When you do this, you will see two things happen: 

 The Date on the Calendar will turn pink 

 The Block will show up as a line item in the Block Listing Area 
6. To block other dates, keep selecting the dates in the calendar. 
 

How To Block A Repetitive Series of Dates 
If you have a job or some other repetitive responsibility that would prevent you from officiating at 
certain times every week for several weeks/months or if there are days of the week that you can never 
work during a certain time frame (i.e. never on Sundays in March, April and May): 
1. Determine first if you are not available for the entire day or just a part of the day. 

 If you decide that you are not available for the entire day select the “Block All Day” button in the 
Actions area. 

 If you decide that you are not available on those days only between certain times, select the “Block 
Part Day” button in the Actions Area. 

2. In the Frequency Options Area, first select the first day that this rule will apply to by clicking on the 
small calendar icon next to the “From” field and selecting said date. 

3. Then, in the same area, select the last day that this rule will apply to by clicking on the small calendar 
icon next to the “To” field and selecting that date. 

4. Then select the Days of the Week to apply that rule to by checking each box under the affected days on 
the “S M T W T F S” control which is just below the “To” field in the Frequency Options area. 
Note: The first “S” is Sunday, the last “S” is Saturday. The check box for each day is directly below 

the letter representing the day of the week. 

5. Click the “Apply” button. 
6. When this is done, check to be certain that the dates you wanted blocked have changed color. 

 Red for full day blocks. 

 Pink for partial day blocks. 
 

How To Remove A Block 
There are two ways to remove a block: 
1. Click on the “Clear Blocks” button in the Actions area, then select the dates that you wish to clear in 

the Date Selection area. 
2. Click on the “View Schedule” button in the Actions area, select the date you wish to clear in the Date 

Selection area, then click the red “x” next to the block in the Block Listing area. 
Either way you do this, be certain that the date on the calendar goes back to the default white color. 
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PART IV             

GET READY TO BE ASSIGNED 
              

 

THIS PART OF THE PROCESS IS PERHAPS THE MOST CRITICAL. 

 

IF YOU DO NOT DO THIS, YOU WILL NOT LIKELY GET GAMES BECAUSE 

THE ASSIGNOR WILL NOT KNOW THAT YOU EXIST. 

 

Check the “Ready Button” 
Once you have finished setting up your initial blocks, click on the “Main” link in the Main Menu Bar. 

 
 

LOOK AT THE SMALL BOX NEXT TO THE PHRASE “Ready To Be Assigned.” 

 

DOES IT HAVE A CHECK MARK IN IT? 

 
IF NOT, CLICK ON THE BOX TO CHECK MARK IT AND BE CERTAIN THE CHECK 
MARK APPEARS. 
 
IF IT IS ALREADY CHECKED, you have completed the initial sign in process. 
 
Now you can “Sign Out” and watch your e-mail for a game notification. 
 

PLEASE NOTE: 
Assignors tend to prefer referees who check their e-mail on a daily basis. 
That means less work and fewer hassles for them. If you want to be on 
the “good” list, check your e-mail often, keep your blocks up to date, and 
show up on time for all assignments (i.e 30 minutes prior to the listed 
game time.) 
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PART V             
GETTING YOUR FIRST ASSIGNMENT 
              

 

The Game Notification E-Mail 
When you have been assigned a game, the assignor will “publish” the match which will generate an email 
message telling you that you have a game. The e-mail will come from the assignor who is offering 
you the match and will have the subject line “You have new games from <<Group Name>>.” 
 
As a referee, you are an independent contractor which means that we cannot force you to do ANY game 
that you do not wish to do. For that reason, the e-mail will tell you that you have until a certain date to 
accept the match. After that date, the assignor may take you off the game if you have not accepted it so it 
is important to follow through on the game assignment. 
 

How Do I “Follow Through?” 
Log back into ArbiterSports using your Login and Password. When you get to the Home screen for the 
group that gave you the match, click on the “Schedule” link in the Main Menu Bar. 

 
The schedule grid (pictured above) will tell you most everything you need to know about any assignment 
and has the “accept” and “decline” check boxes for each match. The “position” is the position you have 
been assigned for this game. Next is the date and time that the match is to begin (not when you arrive, 
which should be a minimum of 30 minutes prior to the time listed here.) The sport and level will tell you 
what league the match is in (“BCSA”), and the Age/Gender group (Under 12 Girls). The grid also tells 
you who the home team will be, the visitors and reminds you of when you need to accept the match by. 
 
Please note that many of the words in the schedule table are links to help you get more information 
should you need it to make up your mind. 
 

Clicking on The Site (in the above example, “Lovell A”) 

 
Clicking on the site will switch the screen to the “Directions” window. If you need better directions 
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than those given, click on the address of the field (in blue.) Doing so opens a new window with the field 
located in Google maps (below.) 

 
 
If you are unfamiliar with Google maps, clicking on either of the small pink balloons (“A”) will popup a 
big white balloon that allows you to get customized driving directions from your home to the field. Be 
aware that in some locations, the position of the pink balloon is approximate but should get you within 
sight of the soccer field! Close this window to return to the directions screen and click the “Exit” button 
to return to the schedule grid. 
 

Clicking On The Game Number (in our example, “9021”) 

 
Clicking on the game number will bring you to the “game detail” screen above. This grid shows you 
whom you have been assigned the game with and gives you their contact information. Clicking on their 
name will also tell you where they live/are driving from if you want to carpool. If it says “Accepted” next 
to their name, it means they have accepted the match. If it says “Notified,” it means they are thinking 
about it. If it says “published,” it means they have not yet looked at the game and are not aware they have 
been assigned the match as yet. Click exit to return to the Schedule Grid. 
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Accepting or Declining A Match 

 
 
To accept a match, click the “accept” check box, then click the submit button. 
 
If you have accepted the match, be certain that the match status shows as “Accepted” (see below.) 
 

 
 
To decline a match, click the “decline” check box, then click the submit button. 
 
If you decline a match properly, the match will disappear from your schedule. 
 
Generally, if you set up your blocks properly, you should rarely (if ever) need to decline a match. If you 
must, it is not a bad idea to send an e-mail to the assignor explaining why you did. It may clear up issues 
that either you are having with the system or will promote a better understanding of your needs by the 
assignor. COMMUNICATION WITH YOUR ASSIGNOR IS NEVER A BAD IDEA! 
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PART VI             

DOWNLOADING AND PRINTING YOUR SCHEDULE 
              
 

 

Keeping a Match Listing 
Each referee should keep in their personal possession a complete and accurate log of every game that 
they have ever done. This will serve as the proof that the referee did the game in question. Fortunately, 
ArbiterSports.com makes this an easy task. Here is how you do it: 
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