
Online Plans Help Document 
 

 

1. Log in using your club’s Account Login and Account Password: 
 

a. There are no spaces in the Club Account ID. Type the word CLUB and then your club  number 
without spaces and without leading zeroes. Example: CLUB9, CLUB99, CLUB9999, etc. 

b. Spaces are not allowed in the Club Account Password. 
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2. All Breed, Limited-Breed, Specialty with Obedience, Obedience, Agility, Rally and Performance 
Events (except CABT and Open Shows) click on ENTER HERE to manage the event: 
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3. Select the event you want to manage by clicking on the club name: 
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4. Review and complete the event information associated with each of the links. Note that the diamond 
icon will turn from black to green when information has been entered. You must click on the Submit to 
AKC button to proceed to the next step in the process that will allow you to submit the application for 
processing. 
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5. If money is owed, you will be required to submit payment via a credit card to proceed. You must 
acknowledge that the club will have a Disaster Plan at the event. If this is the first event processed for 
the calendar year the club must acknowledge that they have completed their compliance requirements 
or send a compliance statement to the AKC. You must click on the Submit for Processing button. 
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6. The system also allows clubs to manage the judge panels for their events. Most clubs will find it 
easier to use the Quick Submit Judges Panel tool. This is a browser-based tool that does not require 
JAVA software. 

 
 
 



Online Plans Help Document 
 

 

7. Select your Event from the drop down box and click on GO: 
 

 
 
8. Any judge that you want to use must be in the Available Judges section in order to be assigned. The 
Available Judges section reflects the judges you have added in this process as well as judges that have 
previously been assigned. You can add additional judges to the Available Judges section using the 
search tools. A judge can be searched by judge number or by using the Judge Search feature to search 
for the judge by name. Once the judge you want to assign is in the Available Judges section you can 
select them to proceed with the assignment.  
 

a. Highlight judge’s name by clicking on their name. 
b. Click on the View/Add Assignment button. You will now see a new page. 
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9. On the assignment page, put checkmarks in the box for the breeds you want to assign to the 
selected judge. Then scroll down to the bottom of the page and click on Assignments Complete. This 
will return you to the original Available Judges page. 
 

 
10. Repeat this process until you have completed your panel. Click on Process Assignments to submit 
your judge panel to the AKC. You may also click on the Process Assignments button any time during 
your management of the panel. The assignments must be processed in order for the assignments to be 
updated in the AKC’s database. Assignments in the AKC database will appear in the Judge’s Directory 
as a future assignment. 
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11.  The Public Documents option allows the clubs to upload documents for events.   
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12. From the Competition Type drop down select the document type, the state and Click on the Search 
Events button to display any documents that were uploaded.  

 

 
                    
13. To add a new document, click the Add New Event Document button. A list of available events is 
displayed. 
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14. There are two ways a document can be referenced.  
 

A. The first is to upload the document to the AKC Document Management system. 
B. Enter an external URL where the document can be accessed.  

 
For Option A, click the Browse button. Select the document from your local system. When the 
document has been uploaded, the document name will be displayed in the Document URL field, 
 
For Option B, enter the external URL where document is located in the Document URL field. 
 

 
 

15. From the Document Type select the document that is being uploaded.  
 

 
16. Premium List or Judging List is selected again the color in the list is changes. Only one Premium 
List and Judge Program can be assigned to an event. All other documents types can have multiple 
documents uploaded. 
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17. When Premium List is selected the list of events text color changes when a Premium List has 
already been assigned to an event. If the check box is selected next to the event, a message box will 
appear. To update the Premium List select “Yes, associate with this event.” Otherwise click “No, keep 
associated with the original event. 
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18. When Judge Program is selected the list of events text color changes when a Judge Program has 
already been assigned to an event. If the check box is selected next to the event, a message box will 
appear. To update the Judge Program select “Yes, associate with this event.” Otherwise click “No, keep 
associated with the original event. 
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19. All other document types can have multiple entries for each event.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


