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TP Licenses & Software Download/Updates

Download Tournament Planner here

Save your license sent by Tennis
Queensland and register when
prompted. Now your software is
ready for use.

Check for updates and download as
required.
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https://www.tournamentsoftware.com/product/download.aspx?id=16&s=2
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Updating/Checking Event Properties & Linking
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Updating/Checking Event Properties

Restore your backup: e | S L B | pickarTasc
1 Hew.. CrlsN

Tournament > Restore 5 Qpen.. Cute0

Save Ag New Tournarment...

Close CirleFd | F atches
Select properties and check all Bl Backup.. cutes !m:"‘;
information is correct from tabs on T
the left. Add the officials details. £ Player Voidation..

Import Results...

Impert Schedule...

Times, Locations/Courts,
Scheduling and Score will be e
addressed in Module 3. it

T Properties...
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Linking Stripe

Open your file and click Internet > Publish pumament  Blayes  Draw  Beport | Intemet | Messages Bitra Help
SHHS G &= §@ Publish.

2 | & Entries..

Deownload Results...

Then click on publish on the box that appears.

You will receive this error message: _ :
You have activated online entry,

C I | C k O k However you must still setup the link to Stripe.
You will now be directed to the Stripe website.

[ox ]
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Linking Stripe

This will automatically take you to the stripe login page.
Use your email and password to login.

An authorization code will be sent to the mobile phone
that is connected to this account.

Enter the code and your event will now be connected to
stripe and able to receive online entries.

Back to Contents
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Backend Venue & Events Set Up -
Garman

Select properties:

Select Times > times per day (30) > create 1 day >
start time > 30 minute interval > ok. Then copy >
choose days > ok.

Select Locations/Courts > Venue > Available Courts >
Enter courts available each timeslot using Garman >
copy to remaining days > apply > ok.

1 Hour 23 Minutes is an average Best of 2 set match.

Check the scheduling settings and update to suit
your event.
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https://www.tennis.com.au/qld/files/2020/07/Garman-Schedule-Revised2015-Part-2.pdf

Backend Venue & Events Set-Up - Garman

Select Score > add > repeat for all formats used
Example - 12/U Best of 2 Sets, 10/u First to 6

Add a scoring format by selecting events > double
click the event > stages > main draw > add the
scoring format > ok

Back to Contents




Module 4:

Entry Management & Player Communications
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Entry Management

Internet | Messages Extra

Entry downloads should be completed daily. To download :

select Internet > entries > next - this will show the amount of ' '
players on the server. e
Click next and view all new, existing, withdrawn and not paid agE T STANSTCS oDy
entries. It's best practice to NOT download not paid entries.
Finish > Publish

Add Manual Entries here

13
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Manual Entry Management

Manual entries can be added by selecting the add
player icon, please make sure all details are correct
including name, DOB and Tennis ID. Then select fee
> add > complete manual payment. Go to address >
events > ok.

After any change or update is made make sure to
publish, especially when a major change occurs such
as an additional venue as entries may be bigger than
predicted.

Draw Report [nternet

e = @8 e

Add Player

Back to Contents
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Player Communications

Communication to players is essential in providing a quality
service and successful tournament before and during the event.

To download all players select Report > players > players.

This will show all players - click all > select > ok > choose fields
> excel > save file

Open the saved file and copy all email addresses to BCC of your
email.

Sample Email

15
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https://www.tennis.com.au/qld/files/2023/02/Player-Acceptance-Email-Template.pdf

Module 5:

Draw Types & Setup
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Draw Types

Elimination - losers eliminated from the draw, matches reduce
by half each round. Events may also choose playoff for position
3-4 or 3-8.

Round Robin - play all players in the draw.

Group Stage with Playoffs - play all players in designated pool -
playoff against corresponding finishing position of other pools
ie. 1st in Pool A v Ist in Pool B

Match play - In groups of 4 with the closest UTR's to give
players 2 matches

Monrad - continuous play, losers of each round to drop into
separate draw until multiple draws of 4 players.

Back to Contents 17


https://tournaments.tennis.com.au/sport/tournament/draw?id=4FE33320-BD12-40AD-B346-A38BC0918540&draw=1
https://tournaments.tennis.com.au/sport/tournament/draw?id=E2AC1A4B-C4F6-4B1F-B205-F80BD6C8EE4B&draw=14
https://tournaments.tennis.com.au/sport/tournament/draw?id=E2AC1A4B-C4F6-4B1F-B205-F80BD6C8EE4B&draw=28
https://tournaments.tennis.com.au/sport/tournament/draw?id=E2AC1A4B-C4F6-4B1F-B205-F80BD6C8EE4B&draw=30
https://tournaments.tennis.com.au/sport/tournament/draw?id=E2AC1A4B-C4F6-4B1F-B205-F80BD6C8EE4B&draw=46
https://tournaments.tennis.com.au/sport/tournament/draw?id=E2AC1A4B-C4F6-4B1F-B205-F80BD6C8EE4B&draw=25

Match Play (Consolation)

Compulsory - players automatically drop into the elimination
consolation once losing in the main draw up to the Quarter-
Final round.

Sign-on - all players must register for an elimination consolation
draw.

Matchplay - set amount of matches with multiple draws in 1, no
winner is declared from this draw.

UNIOR
TOUR
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Draw Set Up

Adding Draws:

Go to Roster > Draw > Right Click add draw > select
which draw and properties > finish. Draws can be
deleted by selecting them > delete in the roster.

Multiple draws connected to the same event will
have different stages ie. group stage main draw >
playoff (playoff stage)

Back to Contents
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Adding Players to Draws

Once draws are created, players can be added. Import player
ratings if not already then seed players through roster >
entries. To import player ratings go to tournament > player
validation.

Seeding > right click > automatic seeding > select
number of seeds (size of draw divide by 4) > seed by UTR
> ok

To make draws select draw > make draws > event >
stage > choose how to separate including separate
doubles partner > next > draw will appear > if satisfied
select finish or re-make draw until satisfied.

Back to Contents




Adding Players to Match Play Event

Go to properties > events > add > create new event (Men's
Singles Consolation Sign-in) ok. The same process is used when
adding to multiple tiers.

Select roster > main draw event where they lost > right click >
copy to event > select consolation event > ok. Make sure the
properties of the 2 events are the same ie. Gender of the events is
boys, girls or mixed.

Now you can add and make draws ready to schedule.
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Adding Players to New Event

Go to properties > events > add > create new event BS U12 JS
Tier 2 > ok.

Select roster > main draw event where they nominated > right
click > move to event > select event > ok. Make sure the
properties of the 2 events are the same ie. Gender of the events is
boys, girls or mixed.

Event Properties

Now you can add and make draws ready to schedule. G s rndng sty ey

l S L2 15 - Tiew 2

Gender:  Boys

S |

Level: | orw
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Module 6:

Sending File to TQ, Referee Communications &
Timeframes
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Sending Files to TQ

Once entries close complete a final download of entries, save a
backup and send to TQ for the UTR Import.

Once the UTR import is complete which will include acceptance
list and tiers, restore and publish immediately. This allows
players to review their position.

Players will now have 3 days to withdraw with a refund, during
this time the TD also must communicate to players requesting
doubles partners. Both players must confirm. All players that
haven't responded by the withdrawal date will be partned with a
player closest to their UTR.

flevzeezes
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Pairing Doubles Partner

To pair doubles partners select the event in roster > on the
entries tab > double click the player > select partner > ok. To
split partners before draws are created - in the partner option
select partner wanted. To add a player into the draw without a
partner, first you need to create a player (14BD Partner Wanted).

To change partners to a player added to the roster. Right click on
the team > change partner > choose the player to replace >
select replacement > ok.

Back to Contents
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Sending Files to TQ - Withdrawal Deadline

At 7 days prior to the event is the withdrawal deadline. Complete
an entry download to remove any withdrawals > backup and
send to TQ for draws and seeds to be completed.

Players will be seeded based off UTR and draws built.

Once the draws and seeds are complete send your file
immediately to the tournament referee for approval > publish.
Now any withdrawals are ineligible for a refund and will receive
disciplinary points.

UNIDR ROGRESS

TOUR SERIES
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Sending Files to TQ - Key Timeframe

e Receive TP File from TQ - January - March

e Link Stripe - On receiving TP File - publish straight away

e Entries Open - 6 weeks before event

e Entry Download - Daily from entry opening date.

e Entries Close - 10 days before event - send to TQ for UTR Import & Acceptance
Lists

e Withdrawal Deadline - 7 days prior to the event - doubles partners confirmed. File
sent to TQ for Draws and Seeds

e Communicate to players - 6 days before event

e Schedule Released - 3 days prior to event

U UTR SPORTS
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Player Communications

Now that the draws are set it's important to communicate to the
players. Below is a list of important details to include.

e Tournament Staff

e Referee

e Balls Used

e Consolation conditions

e Match Formats

e Surfaces used for which events
e Schedule Release Date

During the lead-up to the event make yourself readily available
for any changes and update the players immediately.

Back to Contents
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Module 7:

Scheduling Event
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Scheduling Event

Planning and taking time with the schedule is vital in a successful
event.

Start by working out the total number of matches using a match
plan - this will also allow you to work out how many courts you
may need.

Things to consider when scheduling.

Match Loads - Max. 6 sets of singles and 4 sets of doubles or
9 sets of singles if not playing doubles

Players that will have multiple matches

Matches per court

Follow the Garman carefully

Don't overload your schedule UNISR

Consider a second venue if required fOUR

Back to Contents 30



Scheduling Event

Open the Garman Part 2 - Ideal for Best of 2 with MTB (Table
2)

Find the amount of courts at your venue. Start with your
largest event or the event with multiple matches on that day.

To start scheduling open the draw > right click on the round to
either schedule the match or the round > select the day and
time > ok. Now those matches will appear in the match
schedule. Move onto the next event.

Please be mindful of players with multiple matches and move
them to the top of the list for that timeslot. Once the schedule
is complete, publish immediately. The schedule must be
published 3 days before the event.

Back to Contents 31


https://www.tennis.com.au/qld/files/2020/07/Garman-Schedule-Revised2015-Part-2.pdf

Module 8:

Event Operations
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Event Operations

In the lead up to the event please send any last communications to
the players, check all equipment is ready including, balls, singles
sticks, score boards, radios.

The day before the event print all draws and display in a visible area
at the venue.

The morning of the event make sure all staff and officials are aware
of their responsibilities. Ensure officials are comfortable with the
venue setup, toilets etc.

Ensure you have a copy of the regulations in case an issue needs
checking.

Back to Contents
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Event Operations

All the preparations are now complete, it time to start

your event.

15 minutes before the first matches, call all those

players to the tournament office to check-in. When

players arrive go to matches > right click their name
> select check in. This will now appear green, once
both players are checked in they will move to the top

of the time slot. Highlighting matches is a great way

to alert you of important matches.
Once the match is ready to play, remind players of
the format. Select the match and drag it to the [ER:<E:

assigned court. Repeat for all matches.
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Event Operations

Once a match is complete, double click the match > enter
score and TB if needed - please enter the loser of the set first
and the winner will automatically populate. If an incomplete
match - add current score > choose a selction from status >
choose winner

Now the next match can be put on to that spare court.

It's important to reduce the time of when a match finishes to
the next match starting. The referee is essential in alerting the
TD of spare courts or matches about to finish. Scoreboards
significantly help reduce lag time.

Follow your match schedule until the end of play.

Back to Contents
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Event Operations & Code Violations

Always update the players at the end of play by email
and TP blue box. This is especially essential with any
delays or changes.

To enter code violations select the players tab > double
click the player > code violation > fill-in the details of the
incident including the official > ok.

Welcome to the 2023 Q3K |P 250 Ashley Cooper Open Age Champlonships
Py Entries Now Open - note entries without payment will not be accepted into
the draw
AGE Exemption Form Link for Opens
Back to Contents ~
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Post Event Follow-up
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Post Event Follow Up

At the completion of the event, follow-up any player refunds that may
have occured such as no doubles partner.
Player refunds by situation.
e Player withdrawal before withdrawal deadline - full refund
e Player withdrawal after withdrawal deadline but before draws are
published - 50% refund
e Player withdrawal after withdrawal deadline and draws are published -
no refund
e Nominated in doubles but no partner available - 50% refund (Tennis
Queensland recommends a full refund)

U UTR SPORTS
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Refund Using Stripe

Stripe Payment Refunds

Adjust TP File - Refunds
Go to players > select player > Fee > add negative
refundable amount, name & reason > ok. Note > add a
note regarding refund. Now the player will show as $0
owing in the players tab.

Complete the prizemoney payment form for all
recipients. Send prizemoney contribution invoice to TQ
with the completed TP File.
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https://support.tennis.com.au/articles/issue-with-stripe-refunds-payment-failed-etc/

Module 10:

Useful Links & Frequent Knowledge
Requirements
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Seed Shuffle - 32 Draw

Withdrawal
before 5pm the
day before the

tournament

Back to Contents

Yes - 16 Draw
Seeds 1-4: B
Vacated Position

Yes - 32 Draw
Seeded Player -
Vacated Position

Seeded Player
Seed 1-4: A
Seed 5-8: B

Vacated Position
C




Seed Shuffle - Must be at the approval of the
Referee

A - If the withdrawal is among seeds 1to 4, the 5th seed is
moved into the open position and the 5th position shall be
filled by the next highest rated UTR athlete eligible to be
seeded (32 Draw).

B - If the withdrawal is among seeds 5 to 8 (32 draw), the
open position shall be filled by the next highest rated UTR
athlete eligible to be seeded.

C - The next highest rated player in the below tier or on
the alternate list moves into the vacant position in main
draw or a BYE.

D - Put through withdrawal or BYE

TIER MOVEMENT DUE TO A SEED SHUFFLE IS NOT
MANDATORY

Back to Contents 42



Rest Breaks

Rest Breaks The following are the suggested minimum rest periods between matches:
e Matches lasting less than 2 hours = 30 minutes rest
e Matches lasting between 2 to 3 hours =1 hour rest
e Matches lasting more than 3 hours =1% hour rest

Where the Extreme Heat Policy has been invoked, the suggested minimum rest periods
should be extended within reason in conjunction with using shortened match formats.
Under no circumstances are players to be forced to play inside their allocated rest
period, unless they voluntarily choose to do so. The Referee/Venue Supervisor must
provide a minimum of 12 hours rest between matches played on consecutive days
except in exceptional circumstances where a minimum of 10 hours can be applicable.

(@) UTRSPORTS
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o Seed Shuffles

e Consolation types & creating
those draws

e Moving players into events

e Pairing & Splitting doubles
partners

» Rest breaks for players

e Inputting code violations
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