To:
All NCSRA Assignors
From:
Paul James, SYRA

Re:
REVISED (1-10-08) Procedures for using NCSRA USSF Arbiter Group for Tournaments


The purpose of this memo is to clarify the procedures for assignors wishing to use the NCSRA USSF North Carolina Arbiter Group to assign tournaments and to answer Some frequently asked questions.  For those assignors wishing to use the NCSRA Arbiter Group for tournament assigning, please follow the steps listed below.
1. Prepare the text of a referee invitation.  No application is necessary to accompany the invitation, only the text of the information about the tournament which the assignor wishes conveyed to the referees.  This should usually include the name of the tournament, the dates and location, the level of competition, the referee pay rates, whether housing is being offered and if so any info regarding housing, and other info such as the provision of water and food for referees.  In other words all the info an assignor would like to tell any referee to induce the referee to accept the invitation and sign up for the tournament.  You must also include in this invitation, as the first thing the referee sees, your contact info as the tournament assignor, including your email and phone number info.  A sample invitation text and the text of the standard invitation form are listed in the NCSRA Website private Assignors’ webpage, as is this memo.

2. Once the invitation is prepared, send it in an email form, either in the body of the email or as a text document attachment, to the SYRA.  In the same email let me know whether you want the invitation sent to the entire NC referee list or if you wish to restrict the invitation by certain parameters, such as only those referees from within a certain geographic area.  If you have questions as to whom you should send the referee invitation, call or email me to discuss the specifics.

3. Once I receive your tournament invitation text, I will place it in a standard arbiter tournament invitation email adding the additional text that directs the referees as to how to sign up and then send it to all of those selected.  I will also prepare a misc. field in Arbiter for the referees to use in signing up for the tournament.

4. When I prepare the Arbiter invitation for the tournament I will assign a particular code for the referees to use in signing up.  That code will be in two forms, one code with the last digit of the current year without an H at the end and one code with an H at the end followed by the last digit of the current year, i.e. XXXX8 and XXXXH8.  The H code signals that the referee needs housing.  Unless a specific email or other info is sent by the referee to the assignor the referee is presumed to be requesting housing for Friday & Saturday night for himself only.  If they have any different housing requests the invitation directs them to send the particulars to the assignor via email and to request an acknowledgment from you.  Assignors who are assigning tournaments should be prepared to maintain a housing list for referees requesting housing from the moment the invitation is sent out.  I suggest the best format for this is an Excel file as it can easily be rearranged into room assignments as well.
5. In addition to setting up a misc. field for your tournament weekend to put the codes in, I will also place the tournament on the referees’ and assignors’ events calendar where they will be asked to click on the accept button for Saturday & Sunday to complete their tournament sign up.  Assignors can then see a running real time sign up list as referees sign up.  To access this list as an assignor, if it is posted only for referees, you will need to act as one of your officials.  When you do so then click on that referee’s schedule icon and from the displayed list click on the “attendance” link for the tournament event.  A list of those officials having signed up should be displayed.

6. We will no longer be “closing” sign up fields or waiting to create subassignors licenses.  We have now put in place a new autoscoping program.  The effect of this for tournaments is that at 3 AM every morning the program will check to see if any referees have signed up for a tournament and if they have they will automatically be added to the scope of the tournament license for your use.  This means you may have new referees added to your scope up to 2:59 AM Friday morning and still have them to assign for Saturday games.
7. Also now I will no longer choose which fields will go on your tournament license, YOU will.  You will do this by putting the field numbers of those fields you wish to use in the Header 2 and Header 3 title fields of the subassignor license.  These fields are found on the license information page.  Each field site in the system has been given a unique field number which is displayed as (##) including the parenthesis.  The list of field names and numbers is located in an Excel file on the private Assignors’ webpage on the NCSRA website.  Once one or more of these field numbers is placed in either the Header 2 or Header 3 field, the next time 3 AM rolls around the program will add those fields to the sites on your license.   They should be listed in the Header fields like this: (##)(###)(####) or (01)(15)(56)(229) making sure to include the parentheses to keep the numbers separated.
8. Remember to check the new arbiter feature of loading games directly from an Excel template file into Arbiter.  You must first download the template file from Arbiter and then follow the outlined procedures.  This function is found under games and then import.
9. Once I have prepared the tournament weekend misc field and sent out your invitation, I will send you an email advising you of the login and password for this tournament license.  The licenses should now be available with plenty of lead time.
10. If you wish to preprint match reports with all game info for your tournament you can do so using a combination of an arbiter generated Excel file and then a WORD doc merge template.  If you have these capabilities, send me an email and I will send you the templates that you can then modify for your tournament.

11. Once your tournament has been completed the SRA will send you an invoice charging $1.00 per referee who signed up for your tournament.  That is the cost of using the arbiter for tournaments and you should build that cost into your tournament expenses so that the tournament covers it.

12. As further steps or procedures are developed they will be added here.

