
 
 
 
 
 
 
 
 
 
 

INSTRUCTIONS FOR ENTERING YOUR ARBITER 
AVAILABILITY  
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·  In order to enter your availability you must click on “Calendar.”  
·  “Calendar” is under “Blocks.”  
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·  This is the screen where you will enter your availability that the computer will use to assign you games. 
·  Take your time and look closely at all the items on the screen. 
·  You will see that whichever “Action” you select will appear under the heading “Calendar” at the top of the page, and just above the 

calendar. 
·  Currently “View Schedule” is selected, on the left under “Action,” and that the “Time Range” and “Date Range” areas cannot be 

accessed. 
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·  By selecting “Block Part Day” under “Actions” the “Time Range” and “Date Range” areas are now accessible. 
·  You can enter the time you will be leaving home or work under “Time Range.” 
·  The “To” is the time you will be able to leave work or home to get to a game, not the time you can get to a game. 
·  If you work at night, you would use a “From” time as the time you need to be at work.  
·  The interval between the “From” to “To” time is the time you NOT available to work a game. 
·  For this demonstration 8:00 am to 4:00 pm represents a normal work day. 
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·  Under “Date Range” you click on the calendar symbol and enter the date you would like for your “Block Part Day” to start. 
·  Now by clicking on the other calendar you can select the “To” date you want for your “Block Part Day” to end. 
·  The season begins on Feb. 23rd and goes until May 1st. 
·  If you are a teacher and have a spring break, be sure to leave that week open if you are going to be home. 
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·  Under “Date Range” you will also see boxes that you can check for Sunday through Saturday. 
·  You will check the appropriate box for the days of the week that you want the “Time Range” to affect. 
·  Once you have filled in your “Time Range” and “Date Range” you click on “Apply” and it will partially block those dates. 
·  The dates affected will turn the color corresponding to the color for “Part Day Block” under “Legend” on the left side. 
·  The above example shows this official is not available until 4:00 pm, Monday thru Friday. 
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·  To not have the “Time Range” you have set affect all the days of the week within the “Date Range” you would not check the box for that 
day of the week. 

·  Since Tuesdays and Fridays are our main days during the regular season you may be able to leave earlier than normal. 
·  This is how you would handle that situation. 
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·  Once you have gotten all your time and date parameters set you click on “Apply.” 
·  You will see that the dates affected will turn the corresponding color for “Part Day Block.” 
·  The dates not affected will remain white. 
·  To set your availability for Tuesdays and Fridays you would now change the “To” time on “Time Range” and then uncheck the checked 

days of the week and check the days of the week you want to reflect your new “Time Range.” 
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·  The selected days will change to the corresponding color for “Part Day Block.” 
·  Now your entire week of availability is set for the dates entered in the “Date Range” slots. 
·  By clicking on one of the dates within the calendar the “Games and Blocks” at the bottom will activate showing the blocked times for that 

date. 
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·  This will show you the date you have clicked on and the blocked times on that date. 
·  This area should show ONLY ONE ACTION  that is to be taken on that date. 
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·  If you need to block an entire day, you would select “Block All Day” under “Action.” 
·  As you can see above the 31st has been blocked for the entire day.  The date has changed to the corresponding color for “Full Day Block.” 
·  Under “Games and Blocks” you will notice that there are now two actions concerning blocked times the computer has to take into 

consideration.  THIS WILL NOT WORK!!  
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·  The easiest way to correct this is under “Games and Blocks” click the trashcan symbol next to the blocked times that are not correct. 
·  This will delete those blocked times and let the computer know your correct availability. 
·  ONCE YOU HAVE DONE THIS YOU HAVE SET YOUR AVAILABIL ITY FOR THE SEASON. 
·  At any time you can go back and change your availability as long as you have not been assigned a game.  If you have been assigned a 

game, you will then have to call or e-mail the secretary to make that change. 
·  You can now click on “Exit” and go back to your home page. 
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