
National Responsible (NR) User Manual (TD below) 
Welcome to the AIEC National Responsible (NR) portal! This guide walks you through 
preparing your browser for testing (disabling cache in Chrome) and then covers all key 
NR functions: 

 

1. Preparing Your Browser This is when you are helping out with testing only 

it’s crucial to disable browser caching so you always load the latest code changes. 

1.1 Open Chrome Developer Tools 

1. Launch Google Chrome and navigate to the AIEC site (e.g. 
https://aiecworld.com/2025/events.php). 

2. Open Developer Tools by one of the following methods: 

o Keyboard shortcut: Press F12 (Windows/Linux) or ⌥ Option + ⌘ Cmd + I 
(macOS). 

o Menu: Click the three-dot menu in the top-right → More tools → Developer 
tools. 

1.2 Disable Caching 

1. In Developer Tools, select the Network tab. 

2. Check the Disable cache checkbox (you may need to click the » icon to reveal it). 

3. Important: Caching is only disabled while DevTools remains open. 

 

4. Reload the page (press F5 or Ctrl + R / ⌘ Cmd + R) to fetch the newest assets. 

 

2. Logging In as an NR/TD/Board 

1. Click Login in the top menu. (midleft on screen, bottom on phone)  

2. Complete the authentication via the on-screen prompts. There is no 
username or password needed:  
access is granted via email-based verification to your registered personal 
address. (this can be the same as the general NR address of your country) 



3. Upon successful login, you will see additional menu items labeled  
Country Profile, Country Members, and My Registrations.  

 

3. NR Functions Overview. NR Functions Overview 

Once logged in, the NR role grants access to three core sections: 

3.0 Your personal profile 
This tab contains your personal profile and is the only thing also normal members can 
see and edit. It contains fields like your name and personal details. But it also includes 
your emergency contact information and food allergies. Check this regularly when going 
to an SRNC yourself or when your e-mail changes. 

3.1 Country Profile 

• Purpose: View and update your national association’s details (website, contact 
email (= NR email!), main contact name). 
This information gets displayed on our about page within the list of member 
countries. So its nice to have the right information up there. 

• How to use: 

1. Click Country Profile in the main menu. 

2. In the modal that appears, update any fields as needed. 

3. Click Save to persist changes. 

If you don’t have a website perhaps you do have a facebook or Instagram page. Just fill in 
the complete url for your facebookpage or Instagram and this will be used instead. 

3.2 Country Members 

• Purpose: Manage all riders and supporters registered under your country. 

• How to use: 

1. Click Country Members in the main menu. 

2. A table lists each member. You are able to search members just above the 
table on both name or AIEC ID.  
Use the + Add Member button to register a new person. 

3. For each row, the Edit (pencil icon) button lets you modify basic info. 

4. Use the Upload button to attach any document required for this member 
to be validated. Or any other information that OC’s and the Board should 
have. (eg medical document, university statement,…) 



After uploading you need to click the button to mark the document as ID 
to be used for validation. Any other document should not be marked as 
such. 

5. Use the Meta-Fields (profile icon) button to manage additional member-
specific details (emergency contact, allergies, etc.). 

       3.2.1 Member Meta-Fields 

• Purpose: Edit extra information per member (emergency name, emergency 
phone, food allergies). Your members can sign-in on the website and edit these 
fields themselves. This is the only thing that they can change. 

• How to use: 

1. In Country Members, locate the member row and click the Meta-Fields 
(gear) icon. 

2. A form modal appears—update the Emergency Name, Emergency 
Phone, and Food Allergies fields. 

3. Click Save Meta-Fields. The system preserves notification settings 
(email_on_registration, email_on_remark) behind the scenes. 

3.3 My Registrations 

• Purpose: View all event registration entries submitted under your country, 
including their current status. 

• How to use: 

1. Click My Registrations in the main menu. 

2. A list appears with each event, team name, and status (Pending, 
Confirmed, Rejected). 

3. Upon registration open you’ll be able to add and change your registrations 
for the event according to the rules of registration. Keep in mind these 
roles to know what is possible and what is not. 

3.4 Registration process 

1. The process will involve 5 steps, not every step is obligated. After finishing 
a step, the system will save and give timestamps. 

2. Step 1: select the riders for your team. You can give priority by selecting 
the corresponding “slot” for each rider. Only members that are able to ride 
according to the Rules are listed. (no oldies, no one too young). If 



someone is missing and you are sure you added the person as member, 
contact the board. Click next to save and continue. 

3. Step 2: Additional riders. 
Again you can select 3 riders and give them the priority. The first slot is 
your first additional rider and so on. 
“Fallback” is used to let us know that this rider will still attend the event as 
a supporter, should he or she not get a riding spot. Again use next to save 
& continue. 

4. Step 3: Supporters 
The list of available supporters will be filtered out with the already 
selected riders but extended with any oldies as they can still come as 
supporter at any time. Again use next to save & continue. 

5. Step 4: Team chef selection. 
You can choose your team chef by selecting a member. The list you see is 
the list of all attendees you’ve selected in the previous step. If your team 
chef is not listed? Go back and make sure that the teamchef is either a 
rider or a supporter. Save & continue to finish the process. 

6. Step 5: The summary 
This will give you an overview of your selections and shows the 
timestamps handed out by the system. The crown symbols the Team Chef

 

4. Troubleshooting & Tips This is when you are helping out with testing only 

• Loading is slow. Unfortunately we are making use of shared hosting, that means 
the server is not only working for Aiec alone but also is handling off other traffic. 
We are working hard on a solution. 

• Page not updating? Make sure Developer Tools remains open with Disable 
cache checked, then reload. 

• API errors: Watch the Console tab in DevTools for detailed error messages. 

• Session expired: You will be redirected to login—just sign in again. 

 

Thank you for helping us test the NR portal! If you encounter any issues or have 
feedback, please reach out to the AIEC development team within the whatsapp chat. 

  



Technical Delegate (TD) User Manual (NR above) 
Welcome to the AIEC National Responsible (TD) portal! This guide walks you through 
preparing your browser for testing (disabling cache in Chrome) and then covers all key 
TD functions: 

 

1. Preparing Your Browser This is when you are helping out with testing only 

it’s crucial to disable browser caching so you always load the latest code changes. 

1.1 Open Chrome Developer Tools 

3. Launch Google Chrome and navigate to the AIEC site (e.g. 
https://aiecworld.com/2025/events.php). 

4. Open Developer Tools by one of the following methods: 

o Keyboard shortcut: Press F12 (Windows/Linux) or ⌥ Option + ⌘ Cmd + I 
(macOS). 

o Menu: Click the three-dot menu in the top-right → More tools → Developer 
tools. 

1.2 Disable Caching 

5. In Developer Tools, select the Network tab. 

6. Check the Disable cache checkbox (you may need to click the » icon to reveal it). 

7. Important: Caching is only disabled while DevTools remains open. 

 

8. Reload the page (press F5 or Ctrl + R / ⌘ Cmd + R) to fetch the newest assets. 

 

2. Logging In as an NR/TD/Board 

4. Click Login in the top menu. (midleft on screen, bottom on phone)  

5. Complete the authentication via the on-screen prompts. There is no 
username or password needed:  
access is granted via email-based verification to your registered personal 
address. (this can be the same as the general NR address of your country) 



6. Upon successful login, you will see additional menu items labeled  
Country Profile, Country Members, and My Registrations.  

 

3. TD Functions Overview.  

Once logged in, the TD role grants access to two (2) core sections: 

3.0 Your personal profile 
This tab contains your personal profile and is the only thing also normal members can 
see and edit. It contains fields like your name and personal details. But it also includes 
your emergency contact information and food allergies. Check this regularly when going 
to an SRNC yourself or when your e-mail changes. 

3.1 TD assignments 

• Purpose: To review new attendees (mostly riders and additional riders), check if 
their studentID is valid or reviewing any document provided by the NR’s. The 
overview gives you a complete list of everyone attending. 

• How to use: 

1. The list will display all attendees sorted by country. And will visually 
display if the attendee already is a valid rider/additional. It will also view 
the cards a student has got received by CoC violation. 

2. Click on the eye Icon behind the name of a student (not displayed when a 
license is already granted!) 

3. Check the documents provided. If not? You can contact the NR. 
If document is valid you simply push the green up-right button. 

 
If you don’t have a website perhaps you do have a facebook or Instagram page. Just fill in 
the complete url for your facebookpage or Instagram and this will be used instead. 

 

 

 

 



4. Troubleshooting & Tips This is when you are helping out with testing only 

• Loading is slow. Unfortunately we are making use of shared hosting, that means 
the server is not only working for Aiec alone but also is handling off other traffic. 
We are working hard on a solution. 

• Page not updating? Make sure Developer Tools remains open with Disable 
cache checked, then reload. 

• API errors: Watch the Console tab in DevTools for detailed error messages. 

• Session expired: You will be redirected to login—just sign in again. 

 

Thank you for helping us test the NR portal! If you encounter any issues or have 
feedback, please reach out to the AIEC development team within the whatsapp chat. 

 

 


