Steward/TD Report Updates

INTRODUCTION

The Steward/TD Reports have been updated in hopes of creating a more interactive and correct report. These changes

include design updates, the ability for multiple Stewards/TDs to edit the same report, and any follow-up required to be
completed within the original report.

Accessing your Steward/TD report will look the same.
You can access the Competition Report Dashboard by following these steps:
1. Login to your online USEF account at usef.org
2. Click on the Licensed Officials Dashboard tile
3. Scroll down to the Licensed Officials Tools section and click on the Competition Report Dashboard tile
4. To view more information about a specific competition, click on a competition

DESIGN UPDATES

Once a competition is selected from your Competition Report Dashboard, a small box will show up with additional
competition information. Select CONTINUE if this is the competition you wish to start a report for.

*Please note selecting CONTINUE does not confirm the competition information (manager, secretary, dates,
location). This will only confirm that this is the competition you wish to continue with.
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Once confirmed, you will be brought to the Summary page. This page will show all sections along with the percentage
complete.

To jump into a specific section, choose the Begin, Update, or Continue button available under that section’s title.

e Begin — A section that has not yet been started
e Continue — A section that has been started but not completed
e Update — A section that has been completed

Once a section is selected you will move into the report. There is now a scrolling bar available to show each section of
the report along with their percentage of completion. This way there is no need to go back to the summary screen to
check for incomplete sections.
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Each section listed in this scroll box is a direct link to that part of the report.

At the bottom of each section you will have a few navigation buttons. These will allow you to move forward to the next
section, go back to a previous one, or bring you directly to the summary screen.

Once all sections are completed, navigate to the summary screen for submission. Scroll to the bottom of the summary
screen, sign off on the report and hit Submit. Once submitted a flag will show at the top of the summary screen
confirming submission. You will receive an email confirming your submission as well.
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OFFICIALS

The competition officials will now be edited within the Officials List tile found within your Competition Report
Dashboard.

This tile will bring you to a list of all officials for that competition with the ability to edit, add, and delete as necessary.
This should allow any changes to be made quickly and easily without having to enter the report. This tile will also show
any ineligibility to ensure any issues can be caught quickly.

Within the Steward/TD report, the list of officials will still be visible, however any edits will be completed within the
Officials List tile. The report does have an Edit button that will bring you right to that tile to make changes. The Back
button within the tile will bring you back to the report to continue from where you left off.
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PAGE UPDATES

A few pages that have previously populated at 100% completion will now require action to show as such.

The Competition Information section will ask you to confirm the existing information. If everything is correct, click the
Confirm Existing Information button and this section will be completed.
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If an update needs to be made, select the Update button next to the applicable section. The Manager, Secretary, and
Competition Information can all be updated separately.

Updating Competition Information:

Updating Manager or Secretary:
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The Attachment section will also have a required portion to be completed prior to submission. Any documents that are
required to be submitted with your report will be listed in the Required Documents section. All other documents can be
found in the Additional Documents section.

In order to complete this section, you will need to either upload a document for all items in the Required Documents
section or check off that the document has been Sent via Email.

REPORT FOLLOW UP

If follow-up is required for additional information or to confirm what was noted, comments will be added directly to your
report. An automatic email will be sent to notify you that a comment has been made and requires your attention. To
respond to these comments, navigate back to your Competition Report Dashboard and find the applicable competition.

Once the competition is found and selected the report requiring additional information will show as below.

The Summary page will indicate any sections that require additional information by showing them as under 100%. Any
section still showing as 100% does not require any follow-up.
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Any question that has a comment will appear as seen below. It shows the original question and answer, along with the
comment from USEF staff.
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If there is no further information to add or the original answer is correct you can select No, | do not have anything further
to add at this time. This will confirm the original answer or note that no additional information is available at this time.

If you wish to edit your answer or provide details you can select Yes, and an explanation box will be added.

When you have completed your response to the USEF comment, click submit to show as complete. Once all comments
have been answered and each section is at 100%, go back to the bottom of the Summary screen to officially submit the
report back to USEF for review.

ADDITIONAL NOTES

Please keep in mind that email is still available for any sensitive information or items that require additional discussion.
The idea behind this new Steward/TD report is to ensure minor edits or details can be added directly to the report,
making it the most accurate representation of the competition.

If you have any questions or feedback, please reach out to reports@usef.org.
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