COMMISSIONER INFORMATION

As Commissioner you have full access to all the data that is entered into your site.
In the top left hand corner of each feature box on the site is a HELP button, most of the instruction listed here can be found in these boxes.
Administration Site:
Your Admin site is divided into sections based on usage. Buttons for data that you would be changing and adding to on a regular basis are listed on the left side of the screen and are always visible.
 Buttons that are used less often or at the end of the season are in links on the right side. 
To make Additions, Corrections and Edits to data click on the appropriate link.
Beginning of Season Function:
Division Groups: these are the main category titles of your league ex: Weekday Women, Men’s League, Mixed Doubles.
Divisions/Flights: these are the sub groups of your Division Groups. It is in this section that you create the scorecard for each division. To view how the scorecard for that division is set up Click on the Division and then Edit.
1. On this page you will see a box called Division Leader, go to the Scores section of this document for information on this feature. 
Rules: cut and paste from a word document or type your rules into the box and then click on Use These Rules at the bottom of the page. 






 

Add/Edit Players: there are a variety of ways to locate players once they have been added to the site. There are 3 boxes to choose from, USER TYPE breaks down players into their access level, UNASSIGNED show you players that are not yet assigned to teams and LAST NAME you can type in the last name of a player you are trying to locate and it will display all players with that name or a similar one. Once you have found the person you are looking for, highlight their name and click on Edit and you will be able to add and edit any of their personal information. You may also allow a person to become a Scorekeeper for your league though this feature.


Adding Teams: When you click on Edit teams the first screen you will come to shows you what Division Groups you have, what Divisions are in those groups and how many teams are in each division. Below that screen is a box that allows you to add new teams to divisions. When adding new teams you must make sure that the team is assigned to the correct division and to the correct location/club.
To Edit a Team: click on the Division the team is in, you will see all the teams in that division including how many players have been assigned to that team. Locate the team, highlight the team name and click Edit. You now have access to all of that teams data.

Moving a Player from a Different Club to your Team: if you league allows you to add players from other clubs to your team’s roster follow these steps:
1. Go to Edit teams and bring up your team
1. Go to the bottom of the page and find Show Users from….and insert the name of the club that the person plays for.
1. Click on View and now all of the Club Members will be from that club, move the person over with the arrow onto your team.
 Remember to click the Update button once you have changed any of the data. You may also delete a team from this area but remember once you click the DELETE button all of that data is gone and we are not able to retrieve it. At the end of a season (once we have Archived your data), if you are moving a team to a new division, click on the divisions drop down box and change it to the new division number. This will automatically move all of that teams data to the new division.

SCHEDULES: you have the choice of custom creating your own schedules for a division or having the computer generate the schedule for you. 
Custom Creating a Schedule: go to Schedules, highlight the Division you want to create a schedule for and click on Show Division and then Add a Date. The screen tells you how many teams are in the division, how many weeks you would need to play to play everyone once and whether or not you need to schedule a Bye. To begin
1. Put in the start date for the division.
1. The computer will automatically check the correct amount of boxes for the amount of matches you need for the week. Uncheck any boxes for matches that you will not be using (including the Bye) and you also have the option of adding two additional matches to the schedule if you have a team trying to make up a match from another week for example.
1. In the first field insert the name of the Away Team, in the second field insert the name of the HOME Team and in the third field insert the location that the match will be played. If the match is not being played  at the Home team’s location/club, than on the website an information symbol will show up in this match’s box to detail where the match is being played. Players click on the green i and a box will pop up with directions to the new location
1. If you have a team that will have a Bye that week be sure to insert their name into the field. 
1. If the line that you are scheduling has a different start time than the rest of the matches, then include the time and it will show up in that match’s schedule box. You do not need to add a time to your match if everyone plays at the same time each week.
1. Click on Add these Games and Go to Next Week and you will get the next screen with next week’s date already inserted into the date box. If you are just adding one week only than click on Add these Games and it will finish the process.
1. To edit the schedule once you have created it, highlight the division and click on Edit for any match that you want to change. You cannot Edit a BYE, you must first delete it and then click on Add a Date, uncheck all the boxes except for the Bye and put in the date for the Bye and click Add this Game.

Generate a Schedule: a schedule will be created based on information that you give the computer. Click on Generate and fill in how many weeks you want the schedule to be for, what day you play your matches on and the start date for the matches. Click on Preview the Schedule and you will be given a preliminary schedule for you to look at. If you need to change any dates for matches you need to do so at this time and then click Use This Schedule. Click on Return to Schedule Admin and you will see an Editable version of your schedule. You may change any information about your schedule at anytime from this page and it will automatically show up on the website. Do not change Schedule information once a match has been played.

View Statistics: the database keeps track of each game, set and match for each player in your league. If you would like to see how a players rating changes throughout the season than each player in the division must have a rating listed in their Player Info section, so that the system can run the numbers. This information is only for personal or league use it is not connected in anyway to other rating systems used by tennis players. Statistics are only as accurate as the data that is input. If scores are put in reverse order than the computer will attribute the scores to the wrong player and corrupt the statistics. 

League Checklist: at the beginning of each season click on this link to double check that you have data in all the areas that are needed to make you league work correctly.

LEAGUE ADMINISTRATION

View/Edit Rules: change and add your rules and bylaws

View/Edit Admin links: these links are viewed on your Home Page. To edit anything other than the person’s title you must first delete them and then reenter them. You may number the people listed so that they show up in the correct order for your league.

View/Edit Team Payment: this feature allows you to keep track off all team payments and send the captain of the team a receipt to show that their payment was received. You can look up payments from any date and view a record of what a team has paid. To enter a payment click on enter payment and fill in the form fields with data. Check the receipt-box if you would like to send the captain of the team a receipt.  

View/Edit Message Center: messages can be added and deleted from this link. Anyone with Commissioner level access can post a message here and their name will be displayed with the message. Try to delete old messages on a regular basis so that your members are always looking for something new on the board.

Broadcast Email: you will be able to contact any member of your league that has their email listed on the site. Broadcast email is divided into different levels of contact, Commissioners, Captains, Divisions, Teams and Players all based on how you have your league setup. To send a Broadcast email select the group that you would like to send the mail to, it will display the group you are sending it to and how many people are in that group. Type your email and send it, you will also receive a copy for your files.

Password List: this list has the passwords of all the Captains, Co-Captains and Commissioner with that access level listed on your site. To edit or add a password the player must have captain or commissioner level access and their email must be listed. To change or add a password, enter the password and click CHANGE. You must click change after each password that you enter. 

Add/Edit Scores: all the scores for each match scheduled for your league are listed on this page. You can add, edit, change and delete scores at anytime. Deleting scores will only remove the scores for that date; it will not reinstate the score page to the Captain’s site. If you need to give the captain access to those scores again, you must go to Schedules and delete that match from the schedules and reenter it, this will put the match back into the Captain’s admin site. 

Site Configuration

Add/Edit Locations: every player and team must be connected to a location for the system to work properly. When you are adding a new team, there must always be a Location created for that club. It is here that you add and create all the information for a club including driving directions and club pro information. You must never delete a location once you have any teams connected to that location and the season has started. If you delete a location once the season has begun you will lose all data connected to that locations, including players, teams, schedules and scores.

