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1.1 How to Access the System 
Access to the Registration, Tracking and Results System (RTR) for Club Official Administrators 
(COA) is provided by the PSO once the club has been activated and met the club registration 
requirements. The COA will receive an email from the RTR once their account has been 
created or re-activated by their Provincial Registrar. This email will contain the initial username 
and password used to login into the system. These credentials will need to be updated upon 
the first login. 
 
To login to the RTR, visit https://www.swimming.ca/registration 
 

 
 

1.2 Available Menu Items 
 

 

https://www.swimming.ca/registration
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1. The COA can update their account information, including username and password by 
clicking on the My Info tab from the main menu. 

 

 
 

2. Update all contact and account information listed. Click Save once complete. 
 

1. Select Official Lookup from the main menu. 
 

 
 

2. Officials can be searched based off their ID Number, Last Name, or First Name. 
 

 
 

3. The list of officials that match the results entered will appear in table below the look up 
tool. To view the profile of the official, click on the icon in the Details column. 
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4.1 Official Status  
Every official entered in the system will have a status listed in their profile. This status defines 
where the officials’ registration sits in the RTR. 
 

 Inactive – The official is registered for the season, but not active with the current club. 
o Note: For ON officials, an Inactive status means that you are no longer actively 

officiating on a yearly basis and considered retired.  

 Account Pending – The official is registered for the season but has not completed the 
additional requirements to update their account.  

 Active – The official has completed all requirements and is in good standing for the 
season.   
 

4.2 Review Official List 
1. Select Officials from the main menu. 

 

 
 

2. The COA can sort through the official registration list by status and/or certification level.  
a. Select the associated filter from the drop-down menu.  
b. Click on the Apply Filters button and the list of officials that matches the 

selected criteria will appear.  
 

 
 

3. To search for an official or specific data, enter the info in Search box.  
 

4.3 Editing Official Contact Information 
The COA can edit official’s information two ways: 

1. Click on the  button under the Actions column. 

2. Click on  to log into the official’s profile. 
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4.4 Adding New Officials  
The COA can either add a single new official or several new officials at once. 
 

4.4.1 Adding a Single New Official 
1. Once on the main menu page for Officials, click the Add Official button. 

 
 

2. To add a single individual official, simply enter the first name, last name and the gender, 

and then click Search. 

 

3. If the official has not been previously registered in the RTR, input the required 
information and then click Add New. 

 

 
 

4. Review the inputted information and then click Add to Official List. 
 

 



 
 

Club Officials Administrator Guide | Page 7  
Last Update: 8/22/2023 

This document is maintained Swimming Canada, Modification to this document is not allowed without permission. 

 

 

4.4.2 Adding Multiple Officials using the Excel Upload Feature 
The COA can add multiple officials at once by completing the supplied Excel template and 
uploading the file to the RTR.  
 

1. Once on the main menu page for Officials, select the Add Official button. 

 
 

2. Download the Excel document by selecting the CSV template button. The template will 
then be downloaded to the Downloads section of your computer’s desktop.   

 

 
 

3. Open the Excel document and fill in all required contact information for each new 
official you wish to add to the club’s swimmer list.  
 

Note: You will be unable to upload your Excel file if column headings have been editing, fields 
have been left empty, additional columns have been added or if the file is saved in a format 
other than CSV. 

 
4. Once all information has been filled in, ensure that you save the file as a CSV file. 

 

 
 

5. Once complete, save the Excel document to your computer as a CSV file. Upload your 
filled out template from your desktop by first selecting Choose File button. Once the 
file has been uploaded, select Import From Excel (CSV only) to upload the officials 
information 
 



 
 

Club Officials Administrator Guide | Page 8  
Last Update: 8/22/2023 

This document is maintained Swimming Canada, Modification to this document is not allowed without permission. 

 

 
 

Note: You will be unable to upload your Excel file if column headings have been editing, fields 
have been left empty, additional columns have been added or if the file is saved in a format 
other than CSV. 

 
6. The official(s) name and information will appear in a table below. Once the details have 

been confirmed complete the process by clicking on the Add to Official List button.  
7. Close the register new official tab once finished. All newly added officials will appear on 

your club’s official list with a status of Inactive.   
 

Note: A new official that has been added to the registration system will be sent an email with 
their username and password. The official can log into their profile and update personal 
information, sign the Acknowledgement and Assumption of Risk Form, indicate their 
preference to receive commercial emails, view their officiating information and manage their 
deck log. 

 

4.5 Updating Official’s List for Current Season 

4.5.1 Activating Officials on Official Registration List  
Officials’ statuses define their current position in the registration process for the season. 
Officials’ statuses can be changed through the following steps: 

1. Select Officials from the main menu. 
 

 
 

2. Select official(s) whose status you would like to change by clicking on the check box 
next to the official’s first name. 

3. Select Active or Inactive status from dropdown menu. 
4. Press on Status Change. 

 

4.5.2 Migrating Officials to Current Season 
Officials who were previously registered with the club during a previous season can be 
migrated to the current season’s official registration list in order to activate them for the current 
season. An official’s account can be migrated in the following steps: 
 

1. Change the season back to the current season to confirm migration of name. Once 
name has been added to the current season, their status can be changed.  

2. Select the season in which the official was last previously registered then select Apply 
Filters to show results. 
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3. Select the checkbox next to the official(s)’ name(s) in which you want to migrate to the 

current season. Once all desired names have been checked off, click the Migrate to 
Current Season box.  

 

 
 

4.6 Official Transfers 

4.6.1 Approving Transfers to Club 
1. Select Official Transfers from the main menu. 

 

 
2. All the official transfers from the current season will appear in the list. For an official’s 

transfer that is pending, you can either Approve, Deny or Cancel a transfer by clicking 
on each of the respective links in the action column. 

a. You can filter by season and status using the dropdown menu and then click 
Show.  
 

 
 

4.6.2 Initiating a Transfer to Club 
1. To transfer an official to a new club, click on Transfer Search.  

 

 
 

2. Enter the official’s last name and first name and click on Show.  
3. Click on the Transfer Request for the official that you would like to transfer to your 

club. 
 



 
 

Club Officials Administrator Guide | Page 10  
Last Update: 8/22/2023 

This document is maintained Swimming Canada, Modification to this document is not allowed without permission. 

 

 
 

4. Once the transfer request is selected, this will initiate a transfer request email to the 
COA of the club the official is currently registered with.  

a. Once the transfer is approved, the official will appear on the Official Registration 
List.  
 

4.7 Updating Official Certifications  

4.7.1 Adding the Official’s Certification Details for a Single Official 

1. Click on the edit icon  to edit an official’s account information. 
2. Select the Swimming Canada Officials Level from the drop-down menu. 
3. If the official is certified at this level, add the certification by selecting the date from the 

calendar. 
4. Click on the Add Officiating Level button.  

a. Once a official’s level has been added, the official’s levels will appear in a table 
and officiating level details will be included. 
 

 
 

Note: Steps 2-4 must be repeated to add another officiating level. 

 
5. Press on pencil to edit information in table. 
6. Press on delete to remove the level.  
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7. Fill out additional officiating information via the official’s profile. 
a. For Level I-III Details, click on the Add Clinic button in order for all clinic fields 

entered to be listed in a table. 
b. For Level IV Details, click on the Add Meet Experience button in order for all 

referee meet experiences fields entered to be listed in table. 
c. For Level V Details, click on the Save Meets button in order for all Swimming 

Canada Designated Meets Worked to be listed in table. 
8. An official can manage their deck log. The COA can view or edit the Deck Log. 
9. Press Save at top or bottom of form to save all information entered in the official’s 

profile. Or press cancel to cancel any changes made. 
 

4.7.2 Adding the Official’s Certification Details for Several Officials at a Time 
1. Select the officials that you would like to add to an attendance list by clicking on the 

check box in first column next to the official’s first name. 
2. Click on the Add Official Certification Details button. 

 

 
3. From the dropdown menu, select either Add Clinic, Add Certification Level and Date 

or Add Open Water swimming Officiating Clinic and Date. 
 

 
 

4. If Add Clinic is selected, add the clinic taken by selecting the clinic from the dropdown 
menu. 

a. Add the clinic, the date of clinic, location, and name of the course conductor 
then click Save. 

 

Note: Steps 1-4 must be repeated to add clinic information into multiple official’s profiles. 

 

4.8 Inputting Deck Log Details 
An official can manage their own deck log. From the official’s profile, select Deck Log from the 
main menu. An official can add sanctioned and non-sanctioned meets to deck log.  
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Note: For sanctioned meets, add the sanction number of the meet, which will automatically 
populate the date, name, and location of the meet. 
 
You can look up the sanction number of a meet by clicking on Meet List from the main menu. 
The sanction number is listed in the first column of the meet list table. 

 
Deck experience can be inputted through the following steps:  

1. Input meet details (i.e., Date, Name of Meet, and Location). 
2. Select your position in which you worked for the meet from the dropdown menu 

followed by the number of sessions worked additionally using the dropdown menu 
function. 

3. Click on Add Deck Experience to save meet to deck log. 
4. Press on pencil to edit and press on delete to remove the deck log entry.  

 
In addition to Deck Experience, an official can add the clinics in which they have conducted to 
their deck log.  

1. Under Clinics Conducted, of the Deck Log section input the clinic details (i.e., Date 
and Location).  

2. Select the clinic from the dropdown list in which you conducted.  
 

 
 

3. Once all information has been inputted, click the Add Course Conducted to save 
information.  
 

4.9 Sending Official their Login credentials 
The COA can send the official’s login information two ways: 

1. Click on the check box in the first column next to the official’s name and click on the 
Send Login info button. 

2. Click on the  button under the Actions column to generate a login link. Use your 
personal email to send the link to the official. 
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4.10 Other Features 
- To export the Officials Registration List, click on the Export button. An excel document 

with all the data will be downloaded, which you can open to view the officials’ data. 
- To send official(s) an email, select the official(s) by clicking the check box in first column 

next to the official’s name and click on the Send Email button. 

All Officials are required to electronically sign the Acknowledgement and Assumption of Risk 
Form to complete the registration process.  
 
The COA can view who has signed the Acknowledgement and Assumption of Risk Form by 
using the Consent Report. The consent report will display all officials who have electronically 
signed the Acknowledgement and Assumption of Risk Form and indicated they wish to receive 
commercial emails.  

1. To view the report, select the Consent Report tab from the main menu.  
 

 
 

 
 

2. Once you have selected the tab, the following screen will show up. 
 

 
 

3. To only view officials who have signed the Acknowledgement and Assumption of Risk 
Form, filter by Assumption of Risk Consent Only.  

4. To view the list of all officials (regardless of if they have signed the form), filter by 
Default. 

 

IMPORTANT: The official will not be registered until the Acknowledgement and Assumption of 
Risk Form has been electronically signed and consent to follow Swimming Canada’s policies 
has been given. This is done using the link that was emailed to the email address associated 
with the officials account, or by logging into the RTR. 

Individuals with multiple Swimming Canada RTR accounts will be able to link their RTR 
accounts into one. This will be a feature utilized by individuals who possess multiple roles 
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within the swimming community who can use one username and password to log into all of 
their accounts. 
 

6.1 Accessing Linked Accounts Page 
To access the main menu page of the linked accounts, click on the Manage Linked Accounts 
tab on the left-hand side of the Dashboard.   
 

 

 
6.2 Linking a New Account   
To link an additional RTR account, click on the Link an account to this one button.   
A pop-up window will appear to enter the account type and login credentials of the account 
you wish to link. Once all required information has been entered select the “Linked Account” 
button to finish the process.   

 
 
The newly linked account will appear under the list of linked accounts.   
 

6.3 Deleting a Linked Account 
If you need to remove an account from your linked accounts page, use click on the Delete Icon 
located under the Action column.   
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A pop-up window will appear once selected to confirm if you wish to proceed with this action. 
Select Yes Delete It to proceed or No to cancel the request.  
 

 
6.4 Switching between Linked Accounts 
Once accounts have been linked, the account type(s) will appear on the left hand menu and 
details for each account type will appear on the dashboard. 
 

 
 

To access an account, click the account type on the left hand menu. The top menu bar will 
update to show features available for that specific account type (e.g. Coach).  
 
Click Dashboard on the main menu to return to the dashboard and switch to another account 
type.  
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1. COAs can submit a Support Request to their PSO by clicking on the Support Request 
tab from the main menu.  
 

 
 

2. This will bring you to an email request form. 
a. The request will automatically be sent via email to your PSO, and any other 

email addresses typed into the CC field.  

 
Have a great swimming season! 

- End of document - 


