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Overview 
 

This web site has been created to help administrate assignment of USAC race officials.  Officials are able 
to request races, see their assignments, and a history of races worked, to name a few of the features.  
Chief Referees and local association administrators can assign officials to race crews.  Chief Referees can 
also print out official’s invoices, Chief Referee, and Post-Event reports.  Each local association (LA) that 
uses the site has an e-mail distribution list.  This allows all members of an LA list to e-mail the group.  
Officials can sign up for more than one LA mailing list. 

Accessing the web site 
 
Only licensed USAC officials are able to create an account to access this site at http://www.usac-
officials.org.  When a new account is created, the license number entered must exist in USAC files or 
access is denied. 

Create a new account 
 
First-time users can create a new account by clicking on the Create new account link in the upper right 
corner of the screen:   
 

 
 
Fill in all the information on the following screen.  Access to the system will be denied if the license 
number entered is not on file.   

http://www.usac-officials.org/
http://www.usac-officials.org/
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The Primary Officiating Area is the local association (LA) where you officiate most of your races.  You will 
automatically be taken to this LA every time you login, but are still able to view other LAs.  If your LA is 
not listed, select the Other category. 
 
 

 
 

Click the Create User button after entering all of your account information.  The following screen will 
then appear.  You must click the Continue button!  Failure to do so will cause access problems. 

 

 
 

Logging on to the web site 
 

Enter the username and password created in the previous section to enter the site.  Click the blue arrow 
after typing your username and password created in the previous section to enter the site.  You can 
optionally click on the Remember me checkbox, so that the system will always remember the username 
and password for the user clicking the submit button.  Note that most browsers will offer to remember 
the login information, and is recommended over allowing this system to do that functionality.   
 
You will only be able to view the race schedule for all participating local associations if you do not log in. 
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Forgotten password 
 
If you have forgotten your password, click on the I forgot my password link in the upper right corner of 
the screen.  
 

 
 
This will take you to the page to reset the password that you entered when you created your account.  
First enter your User name: 
 

 
 
Then answer your security question to complete the recovery process.   
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A temporary password will now be sent to the e-mail address that you entered when you created your 
account.  The temporary password is a random string of characters, so it is recommended that you 
change the password to something you can easily remember. 
 

Changing Your Password 
 
To change your password, click the Change Password link in the upper right corner of the screen.   

 
 
Enter your old and new password.  After clicking the Change Password button, your password has been 
reset. 

 

Navigating the web site 

 
The home page is shown below and can be found at http://www.usac-officials.org.   
 

 

http://www.usac-officials.org/
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Available without logging in is a list of rule changes for the 2010 season and a race schedule for all LAs 
using the site.   

Home page 
Once an official has signed in successfully, the home page of the local association that the official 
selected when creating their account will display.  Any race assignments for the official will show on the 
left hand side of the page.  If the official has been assigned as a Chief Referee, a “CR” will display next to 
the race name.  The right side of the page displays races within the local association where officials are 
needed to complete a race crew. 
 

 
 

View other Local Associations 
 

When an official first logs into the site, they are taken to the local association (LA) that they selected as 
their primary one when the account was created.  Officials can access other local associations using this 
site by clicking on the Change LA dropdown list at the top of each page.  Select the LA to view races and 
make requests to work races. 
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Change Race Year 
 

By default, the races displayed will be for the current year.  To look at information from previous years, 
click on the year dropdown and select the year you want to look at.  Race information for previous years 
is only available for the local association you are looking if it was using the site for that time period.  
Administrators can access future years to add race information to the system. 
 

 
 

Demonstration mode 
 

A full demonstration mode is available to anyone wanting to evaluate the features on the site.  Click the 
Access Demonstration mode button at the bottom of the screen.  Follow the instructions on the demo 
home page on how to login to the site as a user or an administrator. 
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Races Menu 
 

 

The Races option will show you the following sub-items: 

 Race Schedule – shows the racing calendar for the local 
association being viewed 

 Race Requests – allows official to request a race assignment 
for review by the administrator. 

 View Assignments – allows official to see who is assigned for 
a particular race, and at what position. 

 Race Resume – shows the official their race history to date. 
 

 

Race Schedule 
 

 The Race Schedule link shows you all the races in the local association being viewed 
There are separate tabs for road, track, and cyclo-cross events. 
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Race Requests  
 
The Race Requests link shows the race schedule for the local association (LA) the official is viewing.  
Road races, cyclo-cross races, and track races are separated in their own tabs so officials can see all races 
for a single discipline.  Check the races you are interested in working.  When done selecting races, click 
the Submit Request button.  The request will appear on the list of interested officials for the Chief 
Referee or LA administrator when the race crew is being assigned. 
 

 
 
 

View Assignments 
 
The View Assignments link shows the races that have been assigned officials.  The Chief Referee and 
Chief Judge positions are noted automatically.  The local administrator and/or Chief Referee of each race 
selects the other officials for a crew.  Positions for the other crew members are assigned by the chief 
referee when creating the crew invoice (see the race invoice under the chief referee tools menu in the 
next section).  The list is in a paged format so there is no scrolling down the page to find a particular 
race.  The toolbar at the top of the report allows the official to jump between pages and search for 
specific text or dates.   Other toolbars options will print the report or download it in an Excel or PDF 
format. 
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Race Resume 
 
The Race Resume link shows you the races that the official has been assigned to since his/her local 
association started using the web site.  This report will help the official keep track of races worked for 
upgrading to a higher category.  Chief Referees need to enter the positions assigned when creating the 
race invoice; otherwise the position column will be blank.  The toolbar at the top of the report allows the 
official to jump between pages and search for specific text or dates.   Other toolbars options will print 
the report or download it in an Excel or PDF format. 
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Chief Referee Tools 
 

 

The Chief Referee Tools option will show 
you the following sub-items: 

 Assign Crew – allows CR to assign 
officials to races. 

 E-mail Crew – allows CR to send an 
e-mail to the crew of a race. 

 Race Invoice – CR can print the 
officials invoice to give to the 
promoter for payment after races 
have concluded. 

 CR/Post payment reports – allows 
CR to print standard USAC reports  

 

 

Assign Crew 
 
The Assign Crew link brings the official to the following screen which allows the Chief Referee to assign 
the race crew.  NOTE:   This feature is not available in all local associations.  Chief Referees can only 
access this feature if the local association where the race is located allows it. 
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First, the Chief Referee needs to pick the race to assign crew members.  NOTE: Only races were the 
official is assigned as Chief Referee will appear in this list. 
 

 
 
Next, the CR will see the entire list of officials on the left hand box titled “Available”.  These are the 
officials that have yet to be assigned and are in the system as active current officials.  The officials in the 
center box are ones that have already been assigned to the event.  The box on the right contains officials 
that have requested to work the event.  The CR can move officials back and forth between the box on 
the left and the box in the center.   
 
The lines that read for example “>>--needed1, >- are placeholders for when an official is needed for the 
event but has not been assigned yet; this triggers the list of officials needed for races on the homepage.  
There are 5 placeholders for assistant officials and 3 for motor officials.  There is also a “TBD” line; to 
hold a spot in the crew when needed.  The CR’s can use this when an official who has agreed to work the 
race is not yet in the system.   
 
Once all the information is inputted, the user clicks the “Save” button and the information is updated in 
the system. 
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E-mail Crew  
 
The E-mail Crew link brings the user to this screen which allows the Chief Referee to e-mail the assigned 
officials for the race that the user has chosen.  The races are in a drop-down menu at the top of the 
page.  The CR fills out the subject, message and optionally attach a race flyer to the e-mail.   There are 
also links on the bottom left corner of the message box for “Bikereg” and “USA Cycling events”; this 
allows access for quick information using the races registration page and USA Cycling’s access to the race 
flyer to lookup information for the crew, like locations, directions, time of the first race, and # of fields 
participating.   Clicking the “Send E-mail” button to e-mail the message to the entire crew.   
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Race Invoice  
 
The Race Invoice link brings the user to this screen which gives the Chief Referee the ability to print out 
an officials payment invoice to give to the promoter before the race day has concluded.   
 

 
 
First the CR selects which race they want from the Chief Referee Assignments dropdown menu.   
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Once the race is selected, then the following screen appears which allows the CR to select the race 
category, select positions for the crew that have yet to be assigned, and trigger the extra $25 fee for an 
event over 8 hours by selecting the check box to the left of the drop-down box.  The fees on the invoice 
are based on the race category and it must be selected before printing the invoice.  Use the links to 
Bikereg and USA Cycling to determine the category if it is not already selected.  The chief judge position 
may show up on the page as being assigned by the LA administrator and cannot be changed.  Two types 
of invoice are available.  The default selection is a simple one to two page invoice for one day races (see 
illustration below).  Multi page invoices based on the USAC Excel spreadsheet for stage races can be 
selected by clicking on the National Invoice radio button.  
 
 

 
 
Once everything is filled out, click on the “Create Invoice” button which will create the invoice. 
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 The invoice is scrollable and can be exported as a PDF or Excel file; where any remaining information 
(like mileage) can be added and the total fee can be calculated.  The system does not do any 
calculations; the user must do the addition after produced from the website, whether it is done on a 
laptop on site, or hand written.  The invoice then can be given to the promoter for payment before the 
race day has concluded.   
 

 

CR/Post Payment  
 
The CR/Post Payment link brings the user to this screen which gives the Chief Referee the ability to print 
out the post event forms that must be submitted to USA Cycling after the race has concluded.  Note the 
comment underneath the drop-down box that the crew assignments (see preceding section on Race 
Invoices) should be completed before printing out this report. 
 

 
 
Select the race to print from the Chief Referee Assignments dropdown list.  Only races where the official 
has been assigned as CR will be in this list.  
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Once a race is selected, click on the Print Report link to produce the CR reports.  These reports are 
writable PDF files (must have full version of Acrobat to edit); the following fields are to be edited: 

 Promoting Club(s), and Promoter’s Name 

 Prize List of Highest Event 

 Questions on Race Announcement, Registration, Prize Distribution and Awards, Event Conduct, 
Race Technical Support, First Aid/Medical Support, Accidents/Occurrence Reports, Rider 
Discipline, Additional Comments, Number of Event Motorcycles, and Number of Event 
Automobiles 

 Number of Event Participants: any rider count on a single field will update the total amount of 
riders at the bottom right of the section. 

 Insurance and licenses: any entry here will update the dollar amount at the bottom right of the 
section. 

Chief Referee Report                                                       Post-Event Payment Form 
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Downloads 
 
The Downloads option gives you the ability to view or download specific documents related to 
officiating, including the current rulebook, up-to-date forms, and other information that can be useful in 
being an official.  Forms that are marked as fillable can be filled out electronically and printed or saved if 
you have Acrobat Standard or a third party equivalent.   
 

 

E-mail Lists 
 

The E-Mail List option gives the official the ability to join a local association officials’ e-mail list, which is 
a useful tool to exchange information amongst other officials and if you need a substitute for a race you 
are assigned to; you can use this list to contact everyone on the list.  Officials can join multiple mailing 
lists by first clicking the Change LA dropdown list at the top of the screen and then clicking on the E-mail 
List menu item for that local association. 
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Clothing 
 
The Clothing menu item gives any official the opportunity to purchase regulation clothing to wear at the 
races that you are assigned to.  NOTE:  This item will only appear on the menu if an order is being 
planned in the near future.  New England officials have had this option available to them for several 
years.  This web site allows officials outside New England to also purchase clothing.   
 
Orders can be placed on this page, and the graphic on the next page shows the submit button to send 
your order in.  If any user has questions, they can contact the site administrator. 
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Administrative Tools 
 

 

The Administrative Tools option will show for 
authorized local association (LA) administrators.  
The following features are available: 

 Add Race – add race to schedule 

 Edit Race – edit details of race 

 Assign Officials – allows LA admin to assign 
crew members to a race 

 Upload Official Info – upload latest USAC 
Officials to web site 

 Options – allows admin to set options for 
this LA 

 

Add race 
 
This is where new races are added to the schedule.  The permit number is likely not know at this point, 
but should be added when it is using the Edit race page below.  The number is used on the post race 
reports to be sent to USAC.  The category field is highest amount paid out during the event for one of 
the races.  It is used to calculate the amount to be paid to officials on the race amount.  The category 
can be entered now, on the Edit race page, or the Race Invoice page.  The following fields are required 
to enter a race on the site:  name, start date, location, and state.  The end date only needs to be filled in 
for stage races.  A race entry will be created for each date of the stage race.  The system currently does 
not support the automatic entry of a weekly series, but is planned for a future update.  The web site 
field is optional and is intended to make it easier for officials to find information about a race.  The race 
type is used to provide information about what type of racing is taking place at the and is used by the 
site to group races together on the schedule.   
 
If a local association has been using more than one year, it is possible to copy race details from the 
previous year by check the Copy details from another race box at the bottom of the screen.  All data 
fields except for the permit number and race dates will be copied over from the previous event. 
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Edit Race 
 
This page allows details about a race to be changed or be completely deleted.  First select the race to 
change/delete on the left side of the page.  Click the View/Edit button to see the race details on the 
right side of the page.  To remove a race from the site, click delete at the bottom of the race details 
section.  Please note that there are no delete confirmations, so once you click delete all request and 
assignments for this race are also deleted.   
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To edit the race details, click the Edit button at the bottom of the race details section on the page 
displayed above.  The right side of the page will then change to allow the race details to be changed as 
shown below.  Click the Update button at the bottom to save the changes or the Cancel button to do 
nothing. 

 

 

Assign Officials 
 
The administrator will spend most of the time on the Assign Officials page assigning race crews.  By 
default, all International Commissaires, National Commissaires and Category A officials along with all 
officials within the local association are available to be assigned to races.  To assign a crew from a pool 
of all USAC officials, click the Show All Officials button (see Step 1 in illustration below).  This must be 
done before any other step. 
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First select a race to assign the crew   
 
After selecting the race, the page will fill in as shown below.  On the right side, there will be a requested 
list if any officials have signed up to work this race.  Select a chief referee from the dropdown list.  This 
may be left as >>--needed1 or >>--TBD if the administrator does not want to use anyone currently 
requesting to work the race.  The chief judge assignment is optional and the position cannot be changed 
by chief referee of the race.  To assign the remaining crew members, select them in the Available box 
and move them to the Assigned box.  It there are not enough officials requesting to work this race, add 
the number and type of crew still available to the Assigned box (use the >>--needed placeholders).  
These needed officials positions will display in a list on the local association home page for all officials to 
see when they login.  When the crew assignment is complete and you want everyone to see the race 
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crew, you MUST click the crew complete checkbox.  Once this is done, the assignment will show up in 
the individual assignment list on the left side of the official’s homepage (see Home Page section on page 
7). 
 
There are two additional features on the page for the administrator.  The first is the ability to copy the 
crew assignment from another race.  This is very helpful when assigning a stage race.  After select a race, 
the Assign crew from another race checkbox will appear.  When checked, another dropdown list of other 
races will appear.  Select the race from this list that you want to copy the crew from.  Adjustments can 
be made to the assignments if the crew is not the same on each day. 
 
The second feature is the ability for the administrator to send an e-mail to the race crew.  Click the E-
mail Assigned Crew button at the bottom of the screen.  A page similar to the one in the E-mail Crew 
section of the Chief Referee Tools will appear.   Follow those directions to complete the e-mail. 
 

 
 

Upload Officials Info 
 
New officials will need to be added to the site after they have successfully taken the Category C test.  
This page allows the administrator to upload the latest USAC officials file and to update contact 
information for existing officials already on the site. 
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Options 
 

Currently the only option available is to add a message to the home page of each local association. 


