Tennis Tournament Planner (TTP)

User Manual

p—
/ Tournament Planner

(tournamentsoftware .com

Further support is available online at

Version: 2019.1
Last updated: 19" March 2019

www.LTA.org.uk/TTP

LTANK

BRITISH
TENNIS




Contents

(000101 (=] o £ TSP P PR TUPPRTP 2
LAY =] (o o = SRR 6
SOftWAre REQUIFEMENLS .....iieiiieiiiice e e e e e e e e e e e e e e e et eeeaeeeeaatnaa s 6
SYSTEM FEQUITEIMENES ...ttt 6
OPLIONAL. .. 6
(WS T lo v IS0 LU o [P 6
N1 =T YU o] o T0] 1 oS 6
LT Lo RS = =T PSRRI 7
ODbtaining YOUFN TTP LICENCE......ouiiiiii e e e e et e e e e e e e eanaaa s 7
INSEAIING T T P e 7
Registering your icence With TTP ..o 8
Renewing your TTP software and lICENCE ...........oouvieiiii i e 9
V/EISION UPUALES ...ttt 10
Checking which version of TTP YOU USING.......cuuiiiiiiiiiiiiiiiiiiiiieeeeeeeeeee ettt 10
Setting up your TTP Program OPLIONS .......cooeeeiieeee e 11
General Options (Default Tournament FOIAEr) ... 11
Player Display Names and CapitaliSation...............uuciiiiiiiiiiiiiiiiiis e 11

1Y/ F= 1o g @] o 10| =P 12
Yol aT=To (U110 o @] o)1 [0] o S TP PPPPPPPPPPPPP 12
Internet (Outgoing EMail SEHINGS) ....cvuviiiiii i e e 13
Setting up a PayPal bBUSINESS ACCOUNL.........cc.iiiiiiei e e e e e e e e eaaens 14
T 1o o (1o i o o TR 14
Creating a NEW PayPal 8CCOUNT ...........coiiiiiiiiiiiiiiiiiicieeeeeee ettt 14
Withdrawing funds from a PayPal aCCOUNL ..............coiiiiiiiiii i 18
ProCeSSING FEIUNGS......ui e e e e e e e e e e e e e e e ar e e eae s 18
ISSUING @ PN TEIUNG ... 20
HOW is @ refund Credited? .......cooo oo e e e e e e e e e e 21
ISsSUING refunds after B0 HAYS .......ccoiiviiiiiie e e e e e e e e e e e e e e rr e e e ea s 21
Collecting payments from late appliCaNTS ..........oovviiiiiiiiiiiiiiiiiiiiiieeeeeeee e 21
SEettiNg UP @ TOUINAIMENT .....uiuii e e e e e e e e e e ettt e e e e e e e e e aee et e e e eeaaeesssstaan s aeaaeeesnrees 23
Creating a tournament from LTA ONIINE ......ooovviiiiiiiiiiiiiiiiieieeeeeeeeeeeeeee e 23
Creating a tournament from new (without connecting to the LTA) ......ccovvvvviiiiiiiiiiiiiiiiiiiiiieee, 24
TOUNAMENT PrOPEITIES ......ciiiiiiiieeeeee e 25
IO T8 T =T 1T 1 1o 25
o [0 | =TSR 25
YT 0 T PO PR PP 26
)2 | SRR TUPPPTT 27
LI = 27
[0 Tor= [0 1S @0 | £ 28
[0 10 o I o] o 1= 29

[ 01V (=T = T SR TOTRSR 30
DFBIWS .ottt oot e et e e e et e et e e e e et e b e et et e e e era e eenaans 30
FIrst MatCh ChECK-IN ... e e e e e e e e e e aaa e e eeees 31

S o0 (PP UPPPPTRPPPPIR 31
L)1 1o = 1L PP 32
Importing details from a previous TTP file ... 32

e Po N SR T o I T o] [ 34
Downloading entries from LTA Online (SyNC ENtries).......cooooeiiiiiieeieeeeeeeeeeeeeeeeeeeeeeee 34

V7 F= T 10 F= L= o1 = 36

[ Cod 18T [ o o T =1 o] ([T 36
PlaYEr PrOPEITIES ... 37
Player fieldS @XPIaiNed ........ccooo oo 37
LT =T 1T - | ST 37
2 [ 1= P 37
R&R (Player Rating and RaNKINGS) ......ccooeiieiieeeeeeeeeeeeeeee e 38
LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINT'Iqslg

2




FN Y7 V1= o1 Y25 38
T U TUPPPTT 39
[0 (TSP PTTPTT PSSP 39
LT TSV =P 39

L =T T =2 40

L PNy G 7= 11 o F=\ 1] o ISR 40
Yot od=T o] ¢= L[t IR ] (PP 41
Allocating wild cards and setting acCeptanCe StatUSES .........ccoeveieeieeeeeee e 42
Numbering and re-NUMDEIING FESEIVES .......cccoi e 43
Publishing acceptance and reSErve liStS .......ccoooviiiiiiiii e 43
JAU (o] 4T LU Toa= (ot ol=T o) =1 o = TR 44
Y=< o 1 T TSRS 45
MANUAL SEEAING ..o 45
AULOMALIC SEEAING ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaeeeas 45

D = U USRI UPPPPR 46
(O (=T 1] Lo 0] = USSP 46
- T o] o] 0 1= =TSP 47

0 72 47

I F= 0 =SOSR 47

P LAY OTT .ttt 47

ST 2= o TSP PPTPTTT 47

(@ 10 =111 o= 1 i o] o NPT 48

(070 7o) =110 1o | =111 48
= LV P Y 1 | PSR 48
D= 1V (o o= 11 o] L TSR 49
Making draws and entering players iNt0 AraWs ...........uuieeiiieeriiiiiiiiiee e e 50
F 81 o] T (o |- LY PP 50
DIAW SEPAIALION. ... 51
IMBINUAD AFAWS ... e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaas 52
o ATV T (o [T aTo T o) V=T TP 52
MaKing ChangEs t0 AIraWS ......ccooeieeeeeeee s 53
(011 4] o o o | = \VLY PRSP 53
SChedUIING MAICNES ... ..o 54
Scheduling an individual MatCh............oooii e 54
Advanced reSChEAUIING..........uuiiii e e e e e e e e e e e 55
Scheduling a round WIthin &N @VENT ...........ooiiiiiiiiiiiiiieee e 56
Scheduling an entire tOUMMAMENT ...........ooiiiiiiiie e e e e e e e e e e ee s 56
Un-scheduling a match, round of @ draw..............ouuiiiiiiiiiice e 57
Validating SCNEUUIES ........uuiiiiiiiii e 57
Publishing YOUr tOUMMAMENT..........i e e e e e e e e e e e rr e e e e e 58
Publishing to LTA.TournamentSOftWArE.COM ......ccooeiieeeeeeeeee e 58
Sending players emails and text messages (SMS) .....ouvciiii i 59
PIEIEQUISITES ...ttt 59
Creating a single email Or SMS MESSAJE ........uuuuuuuuiiiiiiiiiiiiiiiiiibbb e eeeeeeaneane 60
Viewing, sending and deleting MESSAGES ..........ccuuiiiiiiiiiiiiiiiiieeeeee e 61
SENAING MUIIDIE MESSAGES. ..ttt ii it e e ettt e e e e e e e e e e e e e et e e e e e e e eeerraaaaans 62
Website CONFIMAtION.........oooiiiiee e 63
LS o T I = A= T (010 1 F= 0 = o | 65
Y= 1o =TS = o S 65
Player “Status ICONS”.... ..o 65
(04 g TTod ([ a0 [ o1 F= 1Y) £ | PP PP PPPPPPPPPPP 65
Changing the order of matches scheduled at the same time.............cooooiiiii . 66
Assigning a match to a Specific COUIt OF UMPIIE ..........uuuuuuuuuueiiiiiiiiiiiiieiiieneeaneeeeeneeenneneneenneeeee 66
PULtING @ MAICN ON COUNT ... 66
Removing @ MatCh frOM COUIM .........uu e e e e e e e eaeans 67
RECOIING FESUILS ... it e e e e e et e e e et e e e e et e e e eata e e e eata e eeenanneeeennnns 67
LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINT'Iqslg

3




NN TESUIS ... ittt ettt et et et e e et e e e e e e e e e e e e e ee e e e e e e e aneeneesnreenss 68

TP INEBIWOLIK ..ttt ettt et e e et et e e e e et e e e e eat e e e e e et e esesta e esestanaeeseranaaeens 68
Recording COAE VIOIALIONS ........cooieeeeeeeee s 68
Recording withdrawals and NON-apPearanCeS..........cceiieeeiiieeiiiiiie e e ee e e e e e 69
I L0 (=1 PP PTPRPR 70
PrINTADIE TEPOITS ...ttt 71
Y =1 (o] [T ORI 71
MaAtCHES (Order Of PIAY) .......uiiiiiiiiiiiiiiiiiieitieet it ennennnnnne 71

Y = (od T o . 1 71
= od g I 0= T o [OOSR 71
Y= Lt S T | PSSR 71
(OTo 10 [ Yol aT=To 11 L= PSRRIt 71
EXPOIt PreSS RESUILS .......eiiiiiiiiiiieee ettt snnnnnes 71

Y =Y (od T AN [ (= 71
AIPNADETICAI LIST.....ciiiiiiiiiiiiee e 71
Y T [ 1 o USSP 71

S oT0] (=1 41T PO TPPURRPPIRt 72
BIaNK SCOMESNEET ......ui ettt e e e et e e e et e e e e et e e e erbaas 72
> TN 72
D= Y PP 72

[ = UV ) TR 72
DIAW SETANTINGS ...ttt 72

(= {010 aTo I = Lo] o110 1N o] 1 .1 PP 72
ROUNA RODIN OVEIVIEW......couiiiiie ettt e e e e e et e e e et e e e et eeeaanns 72
ROUNA RODIN GIOUPS. . .uuiiieeiieieiiee et e e e e e e ettt a s e e e e e s e ee ittt s e e aeaeseeasataaaeaaeeeeeeneees 72

P LAY TS .. 72
PLBYEIS ..ttt 1Rt 72
[T M\ F= L (o] =TSP 72

= 10 0] 1P 72
Player MAICHES .....cooiiiiiii it e e e e e e e e ettt a e e e e e e e e e e tata e e e aaaaeeeanees 72

[N Lo VAT 2= 14 [T 72
ACHIVE PIAYEIS ... 73
Players ENMINGAtION STATUS .........uuuuiiiiiiiiiiiiiiiiiiiiiiebiieieiibeebeee bbb saenaesssaesesnnnnnenne 73

P o [T = o 1= 73
CRECK PIAYEIS ...ttt e e e e e et e e e e e e e e e e e e st eeeeaeeeeerraaanaes 73
=TS 73
0 (ST 73
Y I SO PURPPPPRPPIN 73

[ 11V O o [P POPPURPPPRTRPIN 73
PartnNer WAaNTEA .........iiieiii e et e e e e e e et e e e et e et e et eeeannns 73
SEEAING LIST ...t 73
B0 101 =T =T | PP 73
TOUINAMENT OVEIVIEW .. .cvueciiii et e et et e e e et e et e e e et e et e e et e s st e e eaaeest e e st eeanneees 73

N 0] (PN 73
DUFALION STALISTICS ..ovvuiiiiiiii ettt e et e e e e e e e et e e e e et e e e e eaaneeeeatnaesesrnnnns 73
(O {oT P T SR = L) 1o 73
PrESS OVEIVIEW ...ttt et e ettt e e et e e e et e e e e et e e e e eaaneeseatnaeeerannnns 74

Y = (o] A TS = L L 1 74
ATAT AT a1 (=] 6 74
(0000 [TV ATo] =1 1[0] g F- 3 74
PlaYErs P ClUD ...t e e e ettt e e e e e e e naaa e eeeaeeaanee 74
Start and FiNiShiNG TiMES ........u e e et e e e e e eeeeeann s 74
(O] BT o (=TT o I (=T 0T K OO UPPURTRPPPIN 75
B 010 [ g =T 1] o PRSP 75
(00101 U - To [ TP PPPPTPPPTR 75

] = (1S 1= 75
LTA Tennis Tournament Planner (TTP): User Guide ‘ LTAE ?EINTINSIQ

4




Backing up and restoring your tournament data ............oeeieeeiiiieiiiiie e 76
B Al KU e 76
TS (0] (= PP 76

F N1 (=T g ¥ [ (o 10 T F= U 1T L U 77
Pre-submisSioN CRECKS .........uuii e e e e e e e 77
Automatic SUDMISSION OF FESUILS........ooeiiiii e e e e e e 77

Function keys and other keyboard ShOMCULS .............uuuiiiiiiiiiiiece e 79

Advanced TTP fUNCHIONS ........oooiiii e e e e e et e e e e e e e arera s 80
I 1 1 =0 1T S 80

INCOME ANA EXPENSE. ...uuuii i e ettt e e e e e e e e e et e ettt e e e e e e e e e aaettaaaaeaaaeessataaaaaaeaaeeensees 80

P LBy T . 80
N[0 1A= 15 g =T o SRR 80

[ P YT a0 F= = o T= 1 USSP 80

T g oTo =T ] 1= USRS 80
IMPOIT FANKINGS ..ottt 80
3 o1 80
IMPOIT CIUDS ... 80

[ q 0o A4 [V o SRR 80
3] = 11 S 80
] 80

F o [TV RS A = g Lo 11 o TSRS 80
(O 1 (o1 ] £ (= RSP 81
= Y0 1 | P 81
EXPOIT 1O EXCEI ...ttt 81
(=T =] PSP 81
LT =TT = LT I PP 81
1 = PSP 81
B0 18 10T =T | A ISP 81

[ 1= o TSP 81
L0 817 o 1 £ PP 81

T (=T g 1= AT (=PSRRI 81
SYSTIM INTO L. 81
ChECK fOF UPAALES ... 81

R B G ST ...ttt 81
About Tennis TourNamMeNt PIanNEr ...........coiiiiiiiiiiie e e e e 81

(@ (o[ ao) o Fo YA ] o PP PP PPPPPPPPPPPPPP 82
NEEA FUINET SUPDIIOIT?. ..ttt 83
LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINTINSIQ

5




Welcome

Tennis Tournament Planner (TTP) is a Windows based application written by a software
development company “Visual Reality” and provided to the Lawn Tennis Association to aid
Tournament Organisers across Great Britain to help administer tennis competitions. The same
software is used by National Governing Bodies across the world as well as organisations like the
ITF.

We hope this user guide will provided guidance to new tournament organisers and refresh existing
organisers in setting up and managing their competitions. The Competition Support Team has
highlighted tips and important information throughout the guide and we hope you find it useful.

Software Requirements

To be able to use TTP you must have a Windows based operating system. Unfortunately TTP is
not compatible with any Apple products and we do not foresee this changing.

It is possible to install the Tournament Planner on a Windows environment on your iMac or
MacBook using a Virtual Machine for example Parallels or VM Ware.

System requirements Supported Windows versions
e 1l-gigahertz (GHz) processor ¢ Windows 10
e 1 GB main memory e Windows 8
e 500 MB free hard disk space ¢ Windows 7.
e Windows Vista
e Windows XP

Optional

e [nternet connection
e Printer

Using this guide
Important parts of the guide are highlighted in red boxes:

Whilst tips are highlight in blue boxes:

Further support?

Further support is available from the British Tennis Services Team who can be contacted on
020 8487 7000 or by emailing info@Ita.org.uk.

m3

=

Z5

»T
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Getting Started

Obtaining your TTP Licence

In order to use TTP you will need a TTP licence and have the up to date version of the software
installed on your computer. Both expire annually and licences are renewed in January each year
although you can apply for a licence at any time throughout the year. To be eligible for a TTP
licence you must:

e Be a Licensed Official, LTA Accredited Coach, Competition Organiser or Recognised Club
Official.

o Complete the Data Protection Agreement Form. Please note you only need complete this
once.

Having met these two requirements you can apply for a Apply for a TTP licence
Tennis Tournament Planner (TTP) licence by going onto
the LTA website www.LTA.org.uk/TTP and by completing S S M S
the Apply fOr a TTP Iicen ce form- send when you have completed the required

information

Please complete the form below to apply for a

Licences are processed within 5 working days provided the
requirements are met. Your licence will be sent by email as
an attachment. When it arrives, save it to your computer but S
do not open it.

First name

Installing TTP

Once you have been emailed your TTP licence click on the link within the message to download
the software.

Alternatively log onto the LTA website www.LTA.org.uk/TTP and select the Download TTP link as
shown below:

Download TTP

The TTP software is continually being developed so it is important to check that you are using the latest version.

Latest version Release date Version number

Download TTP* 18/01/2016 20161

Further information on how to install the software can be found here.

LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINTINSIQ
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Registering your licence with TTP

A step-by-step video is available to support users update their TTP licence. This video is
available online from the following link:
https://www.youtube.com/embed/NOWAW9bETtE ?autoplay=1

To register your licence:

1. Open the email which you received from your LTA Competition Support Team and save
the attachment to your computer. We recommend saving this to your desktop although
you can save it anywhere (provided you remember where you saved it).

2. Open TTP on your computer.

3. If you have a previously installed version of TTP on your computer an error message,
similar to the following will appear showing the licence is not compatible with this version of
TTP. Click OK.

| This license will anly work with version 2012 of the

" software.
Currently you have version 2013 installed.
Please install the correct version of the software, or order
a license for this version,

4. If this is the first time you are installing TTP or you have clicked OK to acknowledge the
above error message, the registration screen will appear as shown below:

Registration @

Demo J
View the demo version or register, “

‘fou have installed version 2016 of this software, and your computer has a license for
wversion 2012 installed.

If you have received a new license you can register now.

Click here to register your Tennis Tournament Planner
Register
Click here to view the demo version of Tennis Tournament Planner

View Demo

Cancel Help

= BRITISH
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5. After clicking on the Register button you’ll need to locate to the licence file you have stored
on your computer by clicking Browse.

stration | 3 |
Registration H )
Please locate your license file,

| Browse

License file

1. You have received a license file in an e-mail.
2. Save the attached license file on your harddrive.
3. Use the [Browse] button to locate your license file,

Cancel Help

6. Navigate to the location where you stored your licence file (see step 1 above) and once
found, select the license file and click the OK button or double click on the licence.

7. Once you have located the licence file the following window will appear. Click OK.

TSR | £3

o You are now using the registered version!

8. The software is now ready to be used for the calendar year.

Renewing your TTP software and licence

A new version of TTP is released each year and a new annual licence must be obtained from the
LTA. Users are reminded that they will require a DBS within the past 3 years. Please check and act
on emails from the LTA regarding new annual versions and licence renewals.

If you do not renew your licence or download the new version each year then the application will
stop working on 1t March and you will be unable to administer any new or existing tournaments

= |
o This license has expired.
Please renew your license,

=W
mX
=
4

=
7
Tk

. . =
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Version updates

From time-to-time version updates are released to help ensure that the software is as up to date as
possible. You can check this periodically as follows:

7 Tennis Tournament Planner

Journament Player Draw Report Intemet Messages Extra }jelp]

JSHH ) 18 8 % ¢ © Contents
) 9| Internet Site
@ System Info...
Overview rourament | oyt tesge | Satetes | Scedfe Check for updates...
L7 A Register...
m / Tournament Plann ) About Tennis Tournament Planner
Players
-

If an update is available then simply follow the on-screen instructions to make sure that you are
using the latest version.

Checking which version of TTP you using
You may check the version you have installed as follows:

¥/ Tennis Tournament Planner

Joumament Player Draw Report [nternet Messages Extra

Help |

lJZBhBuTa 18 888 © Contents F1

@ 9| Internet Site

v é) System Info...
Tournament Jsage ics  Sched

Overview o SIS A2 Check for updates...
Register..,
m o About Tennis Tournament Planner
Players -
=

After clicking on About Tennis Tournament Planner you should see a screen similar to the
following:

About Tennis Tournament Planner =]

'/ tournament

Version 2016.1.5865.56118 (22-Jan-2016 15:35)-LTA
Copyright © 1993 - 2016 Visual Reality

The version number and associated information (build number) may be needed by the LTA when
resolving support related issues.

LTA Tennis Tournament Planner (TTP): User Guide LTAE ?Eﬁ&slg
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Setting up your TTP program options

Default settings will automatically apply when you first set up TTP on your computer. These can
however be changed at any time by clicking on Extra from the top menu and choosing Options:

¥/ Tennis Tournament Planner

Journament Player Draw Report [ntemet Messages
JEHE : 18888
W

Tournament CourtUsage Statistics Schedule

Overview

Extra | Help

| 4 Options...

Toumament TV

Tournament Planner Network

L
& & Tournament Planner

Players

and choosing the relevant tab:

General Options (Default Tournament Folder)
You can select or change the location on your computer where you would like tournament files to

be saved:
Options @
General Player Names Match Colors  Scheduling  Internet
Default Tournament Folder: |C:\J..lsers\,David Fuchs\DocumentsTournaments | Browse
Default Backup Folder: |C:\J..lsers\,David Fuchs'Desktop | Browse
[Jremember Height
[CIremember Width
Date Format: |Day + Date ~
Time Format: | Windows o
Country code:
Phone Prefix: l:l
Phone Comport: |COM1
Default Cancel

The other options on this tab are unli

kely to be used.

Player Display Names and Capitalisation
You can choose how player names appear within TTP and on reports (including draw sheets):

Options
General Player Names  Match Colors  Scheduling  Internet

Order
O Lastname, Firstname
© Firstname LastName

Last Name

(0 Do not format

(®) Capitalize first letter
() CAPTTALIZE

First Name

(O Do not format

(®) Capitalize first letter
(O CAPITALIZE

*

Cancel

LTA Tennis Tournament Planner (TTP): User Guide
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Match Colours

You can select display options for the Matches section of TTP as follows:

Options

General Player Names Match Colors  Scheduling  Internet

Draw line between match times
Use colors in match overview

Show flags in match overview

Default

X

Cancel

Note: “Warned” and “Not Warned” denote whether or not a player has received and opened a
match related email i.e. if they have opened an email sent from within TTP advising them of the

time of their match(es).

Scheduling Options

Options

General Player Mames  Match Colors  Scheduling  Internet

Remember maximum matches

Per day: =
Per event per day: =
Singles per day: 2

Check if next match is scheduled

Default

Cancel

Remember maximum matches - if ticked - this will prevent players from being scheduled to play
in more than the stated number of matches. It is however possible to override this using the “Force
Planning” feature when scheduling matches.

Check if next match is scheduled - if ticked - when a match result is recorded TTP will warn you

if the player’s next round match has not been allocated a date/time.

LTA Tennis Tournament Planner (TTP): User Guide
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Internet (Outgoing Email Settings)

| Options x
General Player Names Match Colors  Scheduling  Internet

Proxy Server

[Juse a proxy server

Email

From email address: |da\rid@tennisuk.net |

Outgoing mail (SMTP): |mx4965[lz.smm-eng|ne.com | Port: |25 |

[ This server requires an encrypted connection (S5L) Help

My server requires authentication

Account Name: |david @tennisuk.net |

Password: |uuu. |

Default Cancel

In order to use TTP to send emails you will need to enter your mail service provider’s details in this
section.

If you receive your email through a desktop application such as Microsoft Outlook or Windows Mail
App then you will be able to use the same configuration settings within TTP. An internet search will
often provide the necessary settings (e.g. search terms: “Yahoo Mail SMTP settings”).

Some free email providers do not allow emails to be sent from desktop applications (such as TTP)
as they consider this as potential “spamming software” so you may need to set up a new email
account. Others restrict the number of outgoing emails which can be sent within a single day.
Check with your mail service provider if in doubt.

Users of Gmail, Hotmail, AOL or any other email provider that requires an encrypted connection
(SSL) may need to install additional files on their computer to allow TTP to access their mail
services. Click here to download a document which covers this in more detail.

In addition, firewalls and anti-virus settings may need to be reconfigured to allow sending of emails
from TTP.

LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINTINSIQ
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Setting up a PayPal business account
Introduction

PayPal is one of the world’s leading payment providers and can be used to collect entry fee
payments from players who enter a tournament via the LTA website. The use of online payments is
optional and can be specified for each competition created using LTA Online Tournament Entry
(OTE).

PayPal charges a fee for each transaction processed and this is deducted from the payment you
receive from each player. The PayPal website allows tournament organisers to download reports
showing all transactions processed and fees deducted. Details of all fees paid and refunds made
also appear within TTP allowing organisers to keep a financial record for each competition.

Creating a new PayPal account

It is important to set up a PayPal account well in advance of the date that your first competition
using online payments, starts taking entries.

Restricted limits apply to all newly created PayPal accounts. It is important to remove these
limits as shown in step 8 below. Otherwise you may find that players are unable to enter your
tournaments.

1. Go to www.paypal.com and click on Sign Up.

2. You will be asked to select the type of account
that you wish to set up. You will need to create a
PayPal Business account. If you are running It's free to sign up to PayPal.
competitions on behalf of a tennis club then this
will allow you to withdraw funds to the club’s bank
account. You will need to work with the treasurer
of the tennis venue to verify a PayPal Business
account.

Choose an account that suits your needs:
Personal Account

Shop safely in millions of online shops, receive
money or pay a friend back for lunch.

® Business Account

Get paid online or offline. Set-up is easy. Your
buyers don't need a PayPal account to pay you.

3. Atfter clicking on Continue you will be asked to
enter an email address. If you are running
competitions on behalf of a club then it is “
advisable to create a new email account when
setting up PayPal so that it can be easily identified
as being associated with your PayPal account.

An example would be
avenuelawntennisclub@yahoo.com instead of
john123@yahoo.com so that players can identify
transactions in their bank accounts.

4. Please note that the information about PayPal in this guide has been produced to help you
run competitions. Please refer to the help section of the PayPal website if you have any
specific PayPal questions.

5. You will be asked to enter your details and then agree to the site’s terms and conditions.
One you have done this your new account will be created.

= BRITISH
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6. As part of the account setup process you will be asked to provide details of a bank account

and also confirm how you wish transactions to appear on player’s bank/credit card
statements:

’ PayPal Summary  Money  Activity  Reports Tools ¥ More v L & Profile Log Out
Business set-up Need help?
Payment set-up Account set-up

I\ﬂ You've confirmed your email address

Now you're able to accept payments

ﬁo You've linked your bank account

Now you're able to transfer money between your PayPal account and your bank account.

Now, your customers will recognise your name on their card statements

g You've confirmed your business name

i Lift limits and move funds more easily

— We may inifially limit the amount of funds you can move from your PayPal account until you provide us with more information about yourself.

7. As part of the bank verification process PayPal will deposit a sum of £0.01 into your bank

account which will include a confirmation code. You will need this code in order to verify
your bank account details:

Transactions ¥ Download tra
1-40 transactions N
DATE DESCRIPTION MONEY IN MONEY OUT BA
12/0712016 FASTER PAYMENTS RECEIPT REF PAYPAL £0.01 £

CODE 6292 FROM PAYPAL CODE 6292

All newly created PayPal accounts have restricted limits on the amount of money which
may be received and/or withdrawn from the account and it is important to make sure that
these limits are removed. At the bottom of the main summary page, click on the View your
account limits link, where you will see the following screen:

Your account limits

For security reasons, initial limits are set on the amount you can send, receive and withdraw from your PayPal account. To lift your limits,
select all you want o lift and click the Lift Limits bution.

Limits refer to your primary currency. |f you use a different currency, we will convert the equivalent amount to your primary currency and
amend the limit accordingly.

Type of Limit Amount of Limit Remaining Resel Dale

1 Receiving limit per yearﬂ £2 116.60 GBP £2 116.60 GBP

Lift Limits

Return o Account Overview

Click all boxes and select Lift Limits. You will be asked to provide name, address and
contact telephone number details and other information depending on the type of
organisation you declared when originally setting you your account. You will also need
access to a printer and scanner as you will be asked to provide a signed confirmation letter
(on headed paper if you are applying on behalf of a tennis club or centre).

Please note that it can take a few days for PayPal to respond to your requests to lift limits.
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10. By default, a PayPal account may only receive funds from a player who has their own
PayPal account. It is important to change this setting so that player who do not have an
account can still enter and pay their entry fee using the PayPal “guest” feature. This should
be done as follows:

Click on Profile

Select Profile and Settings

On the left menu, select My Selling Preferences
Against Website Preferences click on Update

Make sure that PayPal Account Optional is turned ON
Click on Save at the bottom of the screen

11. It is also important to allow the LTA website to access your PayPal account so that
automatic refunds can be processed when a player withdraws from an event (prior to the
withdrawal deadline) OR you process a refund via your LTA online profile (where a player
was not accepted for an event/not called upon as a reserve). This should be done as
follows:

Click on Profile

Select Profile and Settings

On the left menu, select My Selling Preferences
Against API Access click on Update

Click on Grant API Permission

Within the field Third Party Permission Username enter “rob.dearing_apil.lta.org.uk” and
click on Lookup

Manage permission given to a third-party application to access specific information in your account and take actions on your behalf.

For more information about the permissions you are granting, see Third Party Permissions.
Third Party Permission Username | rob.dearing_api1.lta.org.uk Lookup

Cancel
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Click the box Issue a refund for a specific transaction

Add New Third Party Permissions
Manage permission given to a third-party application to access specific information in your acco

For mare information about the permissions you are granting, see Third Party Permissions.
Third Party Permission Username | rob.dearing_api.lta.org.uk Lookup
Organisation LTA Accounts Test Store

Available Permissions
See the Third Party Definitions for help.

Use PayPal Express Checkout to process payments

Issue a refund for a specific transaction

Process your customers credit or debit card payments

Authorise and capture your PayPal transactions

Create and manage PayPal payment buttons on your website.

Obtain your PayPal account balance.

Obtain information about a single transaction.

Search your fransactions for items that match specific criteria and display the results.
Charge an existing customer based on 3 prior ransaction

Create and manage Recurring Payments

Obtain authorisation for pre-approved payments and initiate pre-approved transactions
Accept or refuse a pending transaction

leciin a rafiund far ame nrine beaneacinn

A8

Click on Add at the bottom of the screen. You should see the following message confirming
your actions:

Manage Third Party Access
w You have successfully added rob.dearing_apii.lta.org.uk.

anage permission given to a third-party application to access specific information in your acc

For more information about the permissions you are granting, see Third Party Permissions.

Third Party Username Organisation

rob.dearing_api1lta.orguk  Lawn Tennis Association Edit Third Party |«

Before accepting any entries into any competition, please ensure you have installed the PayPal
refund API installed. It is worthwhile, on the first day that the competition accepts entries via this
new PayPal account that you attempt to enter and withdraw from the competition to ensure the
automatic refunds are working. This will save you a lot of work in the future.

m3

=

Z5

»T
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Withdrawing funds from a PayPal account

To withdraw funds from your PayPal account, log on and click on Money at the top of the screen.
Click on Withdraw money to transfer funds to your bank account:

P PayPal summay  Money  Acivity Repots  Tools v More v L & Pofle  LogOt

Money

Withdraw money Available (estimated GBP vaiue) £0.00 GBP

Add money GBP (pnmary) £0.00
EUR €0.00

Ser mocer
usD

Request money

Balance manager Manage currencies

Manage your aulomalic lransfers from * This amnt s an essmate based anfhe mos! recent cumency comersion rafe

your bank account to PayPal

Bank account

Primary
5
SANTANDER SANTANDER +
Add a bank account
X-7422 il X-1985 il

You may also use the Balance Manager option to transfer funds automatically as payments are
made.

You may only withdraw up to the balance available on your account. Should there be insufficient
funds in the account to process a refund then you will need to add funds. It can take several
days for added funds to clear to your PayPal account and this will result in a delay in a player
receiving their refund. We therefore recommend that you leave sufficient funds in your PayPal
account to cover refunds until your tournament is over.

Processing refunds

Player refunds may be made from within your PayPay account although this can also be done via
your LTA online account as follows:

1. Logon to your LTA online account and go to the Competition Manager section.

2. Select the relevant tournament and click on Manage Refunds.

MEMBERS

* Home + Members' Area + Competition Organiser + COMPaLtion Listings

Tournament Manager

Manage your loumaments in Tis Scton. Use TP 1o manage your entrants and upioad your results e
tournament
Curment toumaments
Show: | Accepting Entries (4) v | [ Watch a *How-To' video on
creating a tournament
Mmi @imig  Elesse Chandos Middiesex Open ACCOORRg ESLing e
Ghandos Lawn Tennis Club, Middlesex —— e |
6| 22 . 4 o —
= S Code: miDamt -
applicants —
Closing date: 2052012 s

Edittoumament | Download events (CS¥) Canceltoumament  hanage refunds
Find ips and adce for seting up
your new tournament

i s Search Testing #2 Accepting Entries + Need help with using TTP?
"™ ? Bridgnoh Tennis Clud, Shropshire 0
1 = Code: SHR12S0547
ROPHEIRE Please Note
Closing aste: TTOTEY2 | Egttoumament | Downioad events (CSV) Canceltoumament The new Compstition Organiser
our
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3. Find the relevant event by using the filter. You can also choose to show players according
to their entry status as shown below:

+ Home » Members' Area » Compe Organiser » C Refunds

Refunds
Bndgnorth Open (SHR1250549)
Open Mens Singles

Fister. Withdrawn Exduded Reserve
Player v  Rating County
Ben Disley 52 Shropshire
Danlel Alvares Surrey
Keith Carder 82 Hampshire & Isle of Wight
Nathan Flood 82 Surrey
Paul Ames Norfolk
Proinsias Gallagher 102 Warwickshire
Rob Dearing 62 Gloucestershire
Stanley Neison Lancashire

Status

Entry Received

Witharawn

Entry Receved

Entry Received

Entry Received

Entry Received

Entry Receved

Entry Received

Open Mens Singles -

Op nq
Open Mens Doubles
18U Boys Singles
18U Boys Doubles

£10 15008/2012

£10 15008/2012

£10

£10

£10

4. Click on the relevant player/s and then click on the Refund button at the bottom of the

5. You will be asked to confirm that you wish to make refunds:

6.

screen:

Refunds
Bridgnorth Open (SHR1250549)

Open Mens Singles

Filter Withdrawn Excluded Reserve

Player ¥ Rating County Status

Hen Disley 52 Shaopshire Eniry Recenved
Daniel Alvares Sumey Withdrawn
Keith Carder B2 Hampshire & Isle of Wight Eniry Recenved
Hathan Flood 82 Sumey Eniry Received
Paul Ames Noralk Eniry Received
Proinsias Gallagher 102 Warwickshire Eniry Received
Rob Dearing 62 Gloucestershire Entry Recaived
Stanley Nelson Lancashire Entry Recetved
Wb Test 82 Harefordshire & Worcestershire Eniry Received
Will Low Sumey Eniry Recetved
Vill Solomon 12 Sumey Eniry Recenved
Vilkam Low 82 Yorkshire Eniry Recenved

Open Mens Singles

Fee Retund
£10 1510872012
£10 15082012
E10

E10 o

E10 =

E10 100872012

Are you sure you would like to refund these
players?

no | | vEs

It may take a few minutes for the refunds to be processed especially if you are processing
several at a time. It is important NOT to refresh the page when the refunds are being

processed.
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7. The refund must be made within 60 days of the player entering your tournament. If you do
make the refund within 60 days PayPal will retain 20p of the transaction fees. After 60 days
the refund option will no longer be in the Tournament Manager area or against the player’s
transaction in your PayPal account and you will have to transfer the money directly to the
player using the Send Money feature within PayPal.

8. Do remember that where a player withdraws from a competition prior to the withdrawal
deadline then their entry fee is refunded automatically. Refunds need only be made to

players who were not accepted for an event (including reserve players who were not called
upon to play).

Issuing a part refund

It is not possible to process a part refund via your LTA online account. This can only be done by
logging onto PayPal finding the relevant transaction and clicking on the Issue a refund link as
shown below:

Shopping Cart Contents

Qty | Item Options Price

Sutton Tennis Academy Aegon British Tour

FAST4 Men's and Ladies Singes competition
1 (SUR1651288) - Open Mens Singles

Lawrence

Item number SUR1651238

£23.00 GBP

Amount £25.00 GBP

Order Description: Shopping Cart
Item Total: £28.00 GBP
VAT: £0.00 GBP
Postage: £0.00 GBP
Packaging: £0.00 GBP
Seller discount or charges: £0.00 GBP

Total amount:

Fee amount:
Net amount:

Insurance:
Date:
Time:
Status:

£28.00 GBP

-£1.15 GBP
£26.85 GBP

Issue a refund [EJ

You have up to 60 days to refund the payment

£0.00 GBP
24 Jun 2016
05:42:28 PDT
Completed

Payment Type: Instant

You will then be asked to confirm the amount of the refund:
Issue Refund

‘You can refund all or part of your buyer's payment for 60 days after the buyer sent the original payment. When you refund a payment for
goods or services, we contribute the variable portion of the original transaction fee to the refund, and we keep the fixed-fee portion of that fee
from your account. For more details, refer to the page How do PayPal refunds work? or the section that discusses fees in the User
Agreement.

Toissue a refund, enter the amount in the Refund amount field and click Continue
Name:
Email
Transaction 1D 21906474L5606880T
Original payment £23.00 GBP
Refund amount 28.00 2]
Invoice number (optional).

Mote to buyer (optional)

255 characters lefi

Continua Cancel
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Enter the amount you wish to refund and click on Continue.

Please bear in mind that any refunds made directly via the PayPal website will not appear within
the “Fee” area of the player’s record within TTP.

How is a refund credited?

o If the sender used their PayPal balance or bank account the money will be refunded to their
PayPal account balance

o If the sender used their credit or debit card, the money will be refunded to their card. This
may take up to 30 days to appear on the card statement

o For payments funded partially by credit or debit card and partially by balance, PayPal
refunds the card portion back to the card and the remainder to the player's PayPal balance

o The refund will be credited to the sender in the currency of the original payment using the
same conversion rate used for the original payment

e When you refund the money you received PayPal also refunds any fees that were charged
to you

Issuing refunds after 60 days

You can still issue a full or partial refund after 60 days by clicking the Send Money tab. However,
the recipient will be charged a receiving fee so the organiser must calculate what this will
be and add the amount to the refund. The standard charge is 3.4% + a flat 20p transaction fee.
If you process a high volume of transactions the fee charged may be less than this. Check with
PayPal for more details.

Collecting payments from late applicants

Once the entry deadline for a tournament has passed it is no longer possible for players to enter or
pay online. If you accept a late entry and wish the player to pay using PayPal then you will need to
send them a money request. This can be done from within your PayPal account by clicking on
Money from the main page and then Request money as follows:

P PayPal surmay  Money  Aciviy  Repots  Tooks v More v 4 & Profie  LogOut

£0.00 GBP"
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Enter the player’s email address, the amount due and any other information and click Continue:

Request Money

You can request a payment from anyone with an email address even if they
do not have a PayPal account.

Recipient's email address

K%

- QR -- Select a recipient
(For group billing, separate multiple emails with commas or refurns. You can
specify different amounts for each person on the next page.)

Amount
Brifizh pounds e

Request payment for:
) Goods O Semvices

There is a fee for receiving payments. See when fees apply
Continua
After confirming the details the recipient will receive an email with instructions on how to pay.

Please remember that when the fee is paid the details will NOT appear within the Fee area of the
player’s record within TTP.

LTAR

=W
mX
=
4

(7]
nx
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Setting up a tournament

Each tournament uses its own TTP file and in most cases you will create a new tournament file by
connecting to the LTA. It is however possible to create a tournament without connecting to the LTA
although in practice this would only be done for a tournament where results will not be submitted
for ratings and rankings purposes (such as an internal club tournament).

Although you may set up your TTP file at any time after your tournament is approved, we
recommend that you do this once the entry deadline has passed.

Creating a tournament from LTA online ¥/ Tennis Toumament Planner - Sutton Ter
1. To create a new tournament click on the word Joumnament | Player Draw Report
Tournament in the top menu or hold down the Control J New. Crl=M | 2

key and press “N” on your computer keyboard (Ctrl+N). Open.. Ctrle0

ol

Save As New Tournament...

2. When asked Do you wish to connect to the LTA? Click

Yes. Close Ctrl+F4
- - - i Backup.. Ctrl+5
Confi
s %) Restore..
o Do you wish to connect to the LTA? o
£ LA Player Validation...
LTA Results
Yes Mo : ﬁ

Import Results...

Import Schedule...

"1t}

yo
Inceme and Expense... it

Exit

' Properties...

s View all matches

3. You will be asked to enter your LTA Online logon details:

Username: |davidfuchs

Remember Password

< Back Next > Cancel

These are the same that you would log onto the LTA website with. You can reset your
password at https://www.lta.org.uk/member/forgotten-password/.
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4. Click Next to view a list of all tournaments linked to your account. Please note that you will
only be able to create a tournament using this method if you are the named primary
organiser and the event appears within the “Competition Organiser” area of your LTA
Online account. If this is not the case then please contact your LTA regional office for
advice.

5. Within the list, select the tournament that you wish to create and click on Finish:

LTA Tournament Wizard X
Tournament == BRITISH
Please select your tournament. LTA l\ TENNIS
Name Code Start End L
Eﬂ Westway Summer Open Tourn... MID1650398 25/07/2016  30/07/2016
Eﬂ Westway Summer Open Tourn... MID1650392 01/08/2016 06/08/2016
Eﬂ Westway Summer Open Tourn... MID1650401 08/08/2016  13/08/2016
Eﬂ Westway Christmas Indoor Ju... MID16W0571 27/12/2016  31/12/2016
E‘) Wimbledon Club Open Tourna...  SUR1350474 22/07/2013  26/07/2013
Eﬂ Surrey County Closed Champi... SUR13506370 27/08/2013  31/08/2013
Eﬂ Wimbledon Club Open Tourna...  SUR 1450150 11f08f2014  15/08/2014
Eﬂ Esher Open Tournament == 2...  SUR 1450616 18/08/2014 23/08/2014
E‘)TennisUK matchplays and ONE... SUR15W 1006 31/10/2015  01/11/2015
Eﬂ Sutton Tennis Academy Men's ... SUR 1650433 18062016  26/06/2016
Eﬂ Sutton Tennis Academy Men's ... SUR 16504956 16/07/2016 24/07/2016
E“] Sutton Tennis Academy Men's ... SUR1650497 06/08/2016  14/08/2016
f#) Esher Open Tournament SUR 1650534 08/08/2016  13/08/2016
G thnn Tanmic 8 Ganach chh 1 1D 1&SAES 1 1cinainig  andnainig Y
<
< Back Finish Cancel Help

6. You will then be prompted to save your tournament file to your computer. By default the file
will be saved with the LTA tournament code as the file name, although you can change this
if you wish.

7. After you have done this you will be taken to the tournament properties area (see
Tournament Properties).

Creating a tournament from new (without connecting to the LTA)

1. Click on the word Tournament in the top menu or hold down the Control key on your
keyboard and press “N” (Ctrl+N).

2. When asked Do you wish to connect to the LTA? click on No.

Confirm

o Do you wish to connect to the LTA?

Yes No

3. You will then be prompted to save your tournament file to your computer and may choose
what you wish to name the file.

4. After you have done this you will be taken to the tournament properties area (see
Tournament Properties).

= BRITISH
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Tournament Properties

The basic tournament information is held within the Tournament Properties area which is split into
11 separate areas each of which has its own tab. For tournaments created by connecting to the
LTA some of this information will already be populated for you.

Tournament Info

This area contains the basic tournament information including the tournament name and contact
details. When the tournament is published some of this information will appear on
http://Ita.tournamentsoftware.com.

Tournament Properties X
Draws Score Offidals
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Tournament Mame: Tournament Organizer:
Tournament Number: Organizer Phone:
Dates: Organizer E-mail:
Draw Date: Referes E-mail:
Tournament Type: |LTA Tournament hd
Season: | Summer Report logo:
Grading: 3 Sponsor Banner:
Import Cancel

Make sure that the Tournament Type is set to LTA Tournament.

You may also set a Report Logo/Sponsor Banner which will appear on draws and reports.

Address

You may enter and/or update the tournament address details on this tab. This information will be
populated from the LTA database for competitions created using Connect to the LTA:

Toeurnament Properties X
Draws Score Officials
Info Address Events Days Times Locations/Courts Round Robins Entry Fees

venue: [Westway Sports Centre Phone: (03332479819

Address 1: |1 Crowthorne Road Fax: |07092 272727

|
|
Email: |infn @tennisuk.net ‘
\
\

Address 2: | |
Address 3: | | Website: |V\'ww.tennisuk.net
Postal code: W10 6RP | Titter: |
City: |London |
State: | |
Country: :’q % Great Britain =2
Time zone: | (UTC+00:00) Dublin, Edinburgh, Lisbon, Londan ~
Import Cancel

Add your venues/companies Twitter handle (e.g. @BritishTennis) or Twitter hashtag (e.g.
#countychamps)

= BRITISH
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Events

This area may be used to create, amend or delete events and to define event information such as
entry fee, scoring format and event dates:

Tournament Properties
Draws Score Officials
Info Address Events Days Times Locations/Courts Round Robins Entry Fees

Mame Gender Type Level Min  Max Fee ™ Pick
| 8U Mixed Singles Mixed Singles 8 £14.00 add
| 59U Girls Singles Women Singles ] ] £16.00
| 9U Mixed Singles Mixed Singles 9 9 £16.00 Edit
| 10U Boys Singles Men Singles 10 10 £15.00
| 10U Girls Singles Women Singles 10 10 £19.00 Delete
| 12U Boys Singles Men Singles 11 12 £15.00
| 120 Girls Singles Women Singles 11 12 £19.00
| 14U Boys Singles Men Singles 11 14 £18.00
| 14U Girls Singles Women Singles 11 14 £19.00
| 14U Boys Doubles Men Doubles 11 14 £8.00
| 14U Girls Doubles Women  Doubles 1 14 £8.00
| 16U Boys Singles Men Singles 11 16 £19.00
| 18U Girls Singles Women Singles 11 16 £15.00
| 18U Boys Singles Men Singles 11 18 £19.00 v

Import Cancel

X

For tournaments created by connecting to the LTA most event information will not be amendable.
You should however set the Scoring Format for each event as shown below:

Event Properties

Main Draw: | <Use tournament default>
i Qualification: | <Use tournament default=

Consolation: | <Use tournament default>

General Scoring Format  Grading  Awvailability

Ca

ncel

Apply

*

The Availability tab may be used to record dates and times during which an event will not take
place. This will help prevent you from accidentally scheduling a match on a date (or at a time)

outside the published event information.

To mark dates and times during which an event will not take place, simply select on or more cells
with your mouse and press the spacebar button on your keyboard (the cells will turn red). To
unselect, press the delete key.
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Days

The Days tab may be used to set up the days on which your tournament is taking place. For
tournaments created by connecting to the LTA, the dates will be populated automatically. You may
delete dates on which no matches will be scheduled, if applicable:

Tournament Properties

Draws Score Officials
Info Address Events Days Times LocationsCourts Round Robins
Add [Mon 25/07/2015
4 July 2016 4 =
u [ Tue 26/07/2016
Mon Tue Wed Thu Fri 5at  Sun Delete [wed 27/07/2016
My x s w2 S s
: ! [EFri 29/07/2016
12 13 14 15 18 17 &
19 20 21 2 23 M Sat 30/07/2016
26 27 28 29 30 AN
2 3 4 5 6 7
[ Today: 11/07/2016
—
Times

This area is used to set up time slots for match scheduling purposes. You may set up as many
times as you wish and these may be different for each tournament date. By default TTP allows up
to 10 different time slots per day although this may be increased as needed by changing the value

of the Times per day field:

Tournament Properties

Draws

Info Address Events

Times per day: =

#1

Mon 25/07/2016 05:00
Tue 26/07/2016 05:00
wed 27/07/2016 11:00
Thu 28/07/2016 05:00
Fri 29/07/2016 12:00
Sat 30/07/2016 10:00
<

#2

Days

Create

#3

10:15 11:30
09:15 09:15
12:30 14:00
10:00 11:30
13:00 14:00
11:45 12:30

Score

Times

Locations/Courts

1Day

#4

13:00
10:15
15:30
12:30
14:30
13:30

#5

14:15
11:30
17:00
13:45
15:00

Al Days

#5

15:30
13:00
18:30
15:00
16:30

Officials
Round Robins

Copy

#9

15:00

20:00
18:30

oK

You may copy times from one day to another and also use the time slot creation wizard by clicking

on 1 day or All days.
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Locations/Courts
This area should be used to record each tournament venue and also to specify individual court

details:

Tournament Properties *
Draws Score Officials
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Location Courts Capacdity Add
¥ Cheam LTC 5 210 =
E Sutton Tennis & Squash Club 9 378 !
Delete

Specify available courts manually

Import

For each venue you can create, amend or delete courts:

Location Properties

General Address Available Courts

canc

x

¥ ToerEnn

Create
Add
Edit

Delete

Move Up

Move Down

cot | | sy

Within each location you may also specify how many matches should be scheduled in each time
slot. Click on Available Courts to see a grid where you will be able to specify this:

Location Properties
General Address Available Courts

10:00 11:15 12:30

Sat 18/06/2016 70 = ES
Sun 19/06/201€ 4 ES 4
Sat 25/06/2016 4 4 4
Sun 26/06/201¢ 4 4 4

Available courts: 22 | This Day Al Days Copy

12:45 13:00 13:15 1400 1415 1430
4
4
4
4

carce | [ nonly

In order to schedule matches you must set up tournament days, times, locations and available
courts.
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If you are running a tournament which includes mini orange and/or mini-red events then setting up
these courts as separate locations will help you to produce separate orders of play, sign-in sheets

and match cards as per the following example:

Tournament Properties =
Draws Score Offidials
Info Address Events Days Times LocationsCourts Round Robins Entry Fees
Location Courts Capacity Add
E Sutton Tennis Academy 24 359 E—
E Sutton Tennis Academy ORAMGE courts 11 539 :
5 10839 Delete

E Sutton Tennis Academy RED courts

Specify available courts manually

Cance

Import

Round Robins
You should not change the settings in this area if you are running an LTA tournament:

Tournament Properties *
Draws Score Officials
Info Address Events Days Times LocationsfCourts Round Robins Entry Fees
Scoring:  |LTA ~
iort e

The other round robin scoring options are for non-LTA tournaments and are outside the scope of

this user guide.

LTAK7ENNS
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Entry fees

You should select Based on Participation for all LTA tournaments. This section also allows you to
add entry fees for late withdrawals, set up discounts for multiple events and also Extra Items
which may be chargeable to players (such as Social Event Tickets, T-shirt sales etc.):

Tournament Properties >
Draws Score Officials
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Calculation Extra Items
Based tr
@ Based on entry Name Fee Add
() Based on participation
Edit
Type: |Sum Of EventFees ~ —
Mowve Up
Move Down
Currency: | Other ~
smpre Cancel

Draws

The options in this section may be set according to individual user preferences and the type of
tournament you are running:

Info Address Events Days Times Locations/Courts Round Robins Entry Fees

Draws Score Offidals
! Show match numbers in draws [[]show order of play grid

[ show duration in draws Show round numbers in round robins

Show seeds in bold font [[]Balance home and away in round robins

Show bye numbers @ < minutes break after match

[[Jshow courtin draws Mixed Doubles Order

[ show location in draws O Unchanged

Show partners alphabetically Q Women Frst
[] check official neutrality (@ Men First
Check-n: | Per Match N
[Jshow first check-in [[] check next match warned

o [/ e

The Check-in setting allows you to check in players for individual matches (per match) or for ALL
matches (per player).

. . . . ¥/ Tennis Tournament Planner - Westway Summe
If the per_player option is used this checks in a pla}yer for all Tournament | Blayer | Draw Report  Inteme
matches in the entire tournament. As players sign in on a ) 12 By ® D Add Player
daily basis, the check in flags should be reset at the end of . Delete Player
each day using the Reset Check in function on the Players L~ =:' £ insertEntry..  Ins
menu. Owverview B Find In Roster F8
. ) ) o  Find In Draw Fg
You may also choose to highlight each players “First Check- @ O Show Matches  FID
in”. This is useful if you wish to hand each player a welcome Players F—
pack or a free gift when they arrive for their first match at a & Y SendSMSs..
tournament. conter Mot Warned...
2;, Reset Check In
— Player Database
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First match check-in

If the “Show first check-in” option is selected the list of matches will show the number “1” against
each player who has not checked in previously:

AV)
Sl =2 = S
Sl Sl Sl G |SSl

= = = =l =) (ES
Next All

1712 13| 14 15 16 17! 18 19 AG1 A
12| [a3] ﬂ ﬂ 116/ ;_ﬂ ﬂ ﬂ ﬁ'..j IA_:

Previous Location: Court: All
Time Draw Round Nr Team 1 Team 2
S Sun 04/02/2018 16:00  Open Womens Singles QF #1 1l1f
) Sun 04/02/2018 16:00  Open Womens Singles QF #2 ne
©) Sun 04/02/2018 16:00  Open Womens Singles QF # 11
() Sun 04/02/2018 16:00  Open Womens Singles QF #4 11l
To remove the number “1”, double-click on the match, choose the ~ {= = ]
“ .y . . y Note Code Violations Messages
Check-in” tab and tick the checkbox against the player's name to swe | Oekn | wamed P
show that they have checked in for the first time: &
[taraBakhaya
[CFirst check-n
[Larissa Gungah
[CFirst check-n
o] =] [

Score

This area allows you to set a a default scoring format. This will apply to all events, unless another
format has been specifically selected within the Events area.

It should not normally be necessary to add, delete or edit score formats.

Tick Auto complete scores to enable you to only have to enter the loser’s score when recording

results:
Tournament Properties *
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Draws Score Officials
Name Add

1 x Tie Break (7 Points) Edit

3 x Mini Tennis Tie Break (7 Points)

1% Mini Tennis Match Tie Break Delete

3 x Mini Tennis Match Tie Break

1x Short Set

3 x Short Sets

3 x Short Sets {Match Tie Break)

3 x Short Sets {Match Tie Break - record as [1-0])
1x Mormal Set

3 x Normal Sets

3 % Normal Sets (Match Tie Break)

3 % Normal Sets (Match Tie Break - record as [1-0]...
3 % FAST4 Sets (Fast 4 Match Tie Break)

J

Auto complete scores

Impart

Ok

Set Default

Cancel
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Officials

This allows you to enter the referee, assistant referee, court supervisors and the umpires who may
be working at your tournament. This information is shown on umpire’s score sheets and is also
used when recording code violations:

*

Tournament Properties
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Draws Score Officials
MName Country  Club State Add
{ Fuchs, David GBR Surrey —
& Amato, Mina GEBR Surrey
ﬁk Hayes, Rhian GBR Surrey Delete
{B J0nes, Robert GBR Surrey
Import
Import oK. Cancel

Official Properties x
¢ Enter the name and country of the official General
e Enter the start and end date the official will be working J—— l
First Mame: |Dawd |
o Select their role from the Function drop down state: [surrey |
: BB Great Britain ~
. " . . .. Club: <Mone> ~
It is also possible to import a list of officials from an Excel e om
spreadsheet. End Date:
Function: |Referee e
Cacel Aply
Importing details from a previous TTP file
An Import button appears each of the tabs within tournament properties which can be used to
copy details from a previous tournament. You can select which details to copy by ticking the
appropriate boxes:
Import Tournament Properties X
File
Select the file to import from
Tournament File:
‘ Browse
[ organizer
[ address
[JEvents
[ Times
[ Locations
[Clentry Fee
[JExtra Items
[ scoringformats
[ officials
Al None
< Back Mext Cancel Help
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You should not import Events using this feature when a tournament has been created by
connecting to the LTA. This is because events are assigned a unique identifier within the LTA
database and entries/results will not be processed properly if the pre-populated information is
overwritten by importing information from a previous TTP file.

-
(2]

nx

v
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Players and entries

There are two ways of processing entries to your tournament. If you have enabled online entries
for your tournament then entries can be downloaded from the LTA website periodically. You may

also add entries to your TTP file manually.

Downloading entries from LTA Online (Sync Entries)

To download entries from the LTA website choose
Internet from the top menu of TTP and then click on

Sync Entries.

¥/ Tennis Toumnament Planner - Sutton Tennis Academy Men's Open Summer CI
Joummament Player Draw Report m\ Messages Extra Help
JoHH S =2 |8 ﬂ Lo Publish... ‘
%y |€) LA Sync Entries..

%
] i @] Generate HTML...
; Tournament | Court Usag:
Overview -

—>
& # Tournament Planner

Enter your LTA username and password. Make sure that the Submit status by event checkbox is

NOT ticked.

LTA Sync Entries

All entries will be synced with the LTA database regardless of whether you
submit status.

TTP Web Services Usage Statement:

I agree to use the personal player information provided by the LTA database through the
‘web services’ fadlity in Tennis Tournament Planner solely for the purpose of running of my
registered LTA Sanctioned Tournament. Iwil under no drcumstance pass the information to a
third party and I will not use the information for anything other than the set up and delivery
of my LTA Sanctioned Tournament.

Username: |davidfuchs

Remember Password
[ submit status by event

< Back Mext = Cancel Help

Logon and Sync Entries == BRITISH
Please enter your username and password. LTA l\ TENNIS

Submit status by event should only be ticked (and then remain ticked) once you have

prepared one or more acceptance lists ready to publish. Otherwise all players will show on

the LTA website as being accepted into the Main Draw of each event.
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Click on Next to start the synchronisation process. This can take several minutes depending on the
number of entries in your tournament. When you see the following box, click on Finish:

LTA Sync Entries X

Downloading
Please wait, downloading may take several minutes... [ LTA § ggﬂ;ﬁg

3
I

DOB Ra... County A

* DEICIEICICICIEICICILICILD &

All None

< Back Finish Cancel Help

A progress bar will be displayed and once the process has % Tennis Tournament Planner - |
completed you will be able to see the players who have entered Tournament Player Draw
the tournament on the Players area .You will also be able tosee 3 | & &) % o 4 & =
a list of individual entries within the Roster area as shown to the

right. @ @
2 OpenMensCi
The Roster area contains the following five tabs: Querview & Open Women
B 58U Mixed Sinc
_ @ B 12U Boys COl
¢ Main Draw B 12U Girls CON
° Qualifying Players B 140 Boys COr
. B 14U Girls CON
e Lucky Lose_rs List o= B 16U Boys COI
e Reserves List = B 1sU Girls CON
e Exclude List Raoster B 18U Boys CCIf
B 15U Girls COM

Players who have entered the tournament will appear on the Main Draw tab by default. Players
who have withdrawn from your tournament will be shown on the Exclude List:

¥ Tennis Tournament Planner - South East Summer County Tour - Sutton Tennis Academy 14U Boys - o
Tournament Player Draw Report |ntemet Messages Eara  Help
JEHHTIe= (2890 Rl B3

Y
%
=

Cvervien

]

Flayers

Raster

N N Name Sesd Swus Odr  Ratng R.. Rece
72 80

72 7

72 a2

71 78

9.2

62 a3

61 5162

a 82 1102

72 unm

2 a1 8
71 w01
81 1m

TXIzzIZZZITITITLIIZ @

PPPPPPOPPIPOIPD

0.2

P e
H

N Mo 14 1312001

EJj < 3 | M8 Draw [ Quaifying | Lucky Lusers List | Reserve List | Excude Let

= BRITISH
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Manual entries

Entries may also be added to your TTP file manually by selecting Players from the top menu and

clicking on Add Player.

You may also click on the Add Player button underneath the top menu as shown below:

Tennis Tournament Planner - South East Summer C

srnament  Player Draw Report |ntemet |
sHUFS e @2
v AII n Add Pla}'er.l

It is important to check that any players added manually to events
are eligible to play. Although TTP will warn you if you attempt to put
a player of the incorrect gender into an event it will not check age
eligibility.

Excluding Entries

¥/ Tennis Tournament Planner - South East Summer Co

Tournament | Player | Draw Report |ntemet N

-

Owverview

-1

LEHe

2
% &

=

J

o

Players

7 |

Roster

Add Player

Delete Player

Insert Entry... Ins
Find In Roster F&

Find In Draw Fa
Show Matches  F10

Send Email...
Send SMS...
Mot Warned..,

On the “Draw” menu there is an “Exclude Entries” option. This screen will help you to exclude
entries based on the number of events for each player. This may be useful to check whether a
players has entered more than the maximum number of events allowed or an invalid combination

of events
Exclude Entries X
Event: All events v Order: |Verhindering v Exdude Entries: 23, Excluded : 0
Event  No... Name L. Events N... Name L. Events N... Event E.. E..

1 @ MS-3  56% 3 MS-3;MD-3 2 B ms-3 14 0

2 @MD-3  56% 3 MS-3;MD-3 2 B m-3 0

3 @MD-3 38% 3 MS-3;MD-3 2 3 MS-3;MD-3 2

4 BMD-3  27% 3 MS-3;MD-3 2 4 MS-3;MD-3 2

5 @MS-3  27% 3 M5-3MD-3 2

6 @MD-3 25% 3 MS-3;MD-3 2 3 Ms-3MD-3 2

7 @MD-3  25% 3 Ms-3;MD-3 2 3 MS-3MD-3 2

8 WMS-3 25% 3 MS-3;MD-3 2

9 MMS-3 25% 3 MS-3;MD-3 2

10 §MS-3  25% 3 MS-3;MD-3 2

1 §MD-3  25% 3 Ms-3MD-3 2

12 @MsS-3  25% 3 MS-3MD-3 2

13 §MD-3 12% 3 M5-3MD-3 2 3 MS-3MD-3 2

14 @ Ms-3 12% 3 MS-3MD-3 2

15 § Ms-3 12% 3 MS-3MD-3 2

16 @ Ms-3 12% 3 MS-3;MD-3 2

17 RMD-3  12% 3 MS-3;MD-3 2

18 @MS-3 12% <4 MS-3;MD-3 2

19 @MS-3 0% 3 MS-3;MD-3 2
20 @ MS-3 0% 3 MS-3;MD-3 2
21 §MD-3 0% 3 MS-3;MD-3 2
2 @ MS-3 0% 3 MsS-3;MD-3 2

23 @ MS-3 0% 3 MS-3;MD-3 2

Close

e

L]
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Player Properties

Each Player record contains nine tabs and these are shown | % Properties x
to the right: Fee Note Messages Offences
General Address R&R Events Availability

e General 8,

e Address

¢ R&R (Rating and Ranking) Last Name: ] |

e Events First Name: | |

e Availability Middie Name: | |

e Fee Gender: ~

e Note Date of Birth: |:|

e Messages venberm: [ |

e Offences cub: | <Nane> o L
As a minimum you need to enter the player's EneyDates [orpote @ | Tme: 1550 |

o Last name Entry Method: |Manual hd

e First name

o Gender

o Member ID (British Tennis Number). 2l — —

You can import other player information from the LTA database when you run the Player
validation process
Player fields explained

Many of the player fields are not needed in order to process entries although these may be used at
a later stage. These tabs are explained in more detail below.

General

This tab stores the basic player information together with the date and time that the player entered
the tournament and whether the entry was made manually or via the LTA website.

Address

The player’s address, contact telephone number(s) and email address are recorded here. These
fields may be populated automatically when the Player validation process is run:

¥/ Properties x
Fee MNote Messages Offences
General Address R&R Events Availability

Address: | |
| |
| |

City: | |

County: | |
PostalCode: | |
Country: <None > ~
Phone Home: | |
Phone Office: | |
Mobile: | |

Emil: | |

| & Cancel Apply
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R&R (Player Rating and Rankings)

Player rating and ranking information is stored here together with a
player's Play County. This information is populated when the Player
validation process is run and it should not normally be necessary to
change anything in this tab:

Events

This tab allows you to enter a player into an event. Simply click on the
relevant events to enter the player who will appear on the Main Draw
tab in the Roster area by default.

For doubles events if the player you are entering has a partner who
has already entered, you can select them from this drop down list. If
the player does not have a partner yet you can leave it blank or
select partner wanted:

18U Boys Singles

Partner: 3 -

17} Properties X
Fee Mote Messages Offences
General Address RER  Events Availability

Play County: |Surrey v

Rariing 5 ]

Ranking: 12 14 15 18 [317
Raking: 35 | 40| |as|[ |w[ |
a[] w[J =[]
sl 1l ]
17 Properties X

Fee Note
Address

Offences
Availability

Messages
General R&R Events

Open Mens CONSOLATION Sing
Open Womens CONSOLATION €|
8U Mixed Singles

2| 121 Bovs. TION Sinale]
121 Girls CONSOLATION Singles
14U Boys COMSOLATION Single:!
14 Girls COMSOLATION Singles
16U Boys COMSOLATION Single!
18U Girls CONSOLATION Singles
18U Boys CONSOLATION Single:
18U Girls COMSOLATION Singles
9U Bays Singles
9U Girls Singles
10U Boys Singles
10U Girls Singles

1 12U Boys Singles
12 Girls Singles

4 14U Boys Singles
14 Girls Singles

156U Boys Singles

16U Girls Singles

18U Boys Singles

18U Girls Singles

Open Mens Singles
Open Womens Singles
Open Mens Doubles
Open Womens Doubles

12U Boys Singles M 4 140 Boys Doubles
14U BD‘_,I'S Singles 14U Girls Doubles
Quorn Family Tennis Cup Yellow Ball Event Y] periner: [T
P Cancel Apply 1 toys s
| s Cancel Apply
Availability 5 — -
If a player is unavailable for a period of the tournament then this may e Hote e | o
be recorded here by selecting one or more cells and pressing the s e ‘:‘“ s A“T':b”'t”
. . 15 30 &0 Mot available Partner not available
spacebar button which will turn the cell red. To remove data —select | |~ >
the relevant cells and press the Delete button on your keyboard.
The example to the right shows a player who has indicated that they | v nm
are unavailable until 12:00noon on the first day of the tournament. o o
ot el
When scheduling matches, you will be warned if you try to schedule
a match for a player which conflicts with his/her unavailability. This
can however be overridden by using the Force Planning feature.
Y Cancel Apply
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Fee

. . . FJF' . Properties x
This tab is used to record player entry fees and should be updated if
General Address R&R Events Availability
you process a manual entry. ree Hote Messsges | Offences
Extra Items
. . . . Name Value Fee
For entries made via LTA online where payment is made by PayPal
then this information will be populated automatically each time you
Sync. and/or Submit Entries. PayPal refunds will also appear here T g
too providing they are made using the LTA website and not directly Total e £2400
. Discount: -m
via your PayPal account. —
Date Type Amount
You may also print a payment receipt from this tab is you wish to. & losazie Fer s
add Delete Paid: £24.00
Balance Due: EU.OO
Note | e oK Cancel Apply
This area may be used to record any information relating to the T
player or his/her application. E.g. If a player has declared a ==
medical condition to you. Medicalnote: Asthma
Players may also submit additional information when making an
online application via the LTA website which will also appear here.
Any players with Notes recorded will appear in the player list with
a yellow post-it note next to their name:
e
Find: ||
o (I
. Marme | e _OK Cancel Apply
@ 8 # Carrier, Val
3 4 Caso, Jack
Flayers 8 Celesnik, R
B & el Channon, L
a 3 4 Clarkson, 2
Messages
If you send the player any messages then these will be shown % Properties x
Wlthln thiS tab. General Address RE&R Events Availability
Fee Note Messages Offences
. . Type Created Subject
You can double click a message to view the contents. B el 30/06/2015 15:24:32  South Eest Summer Coul |
L E-mail 21/08/2015 14:30:45  South East Summer Cou!
¥/ Message Properties x
+@aol.com Created: 30/06/2016 13:24:32
Subject: South East Summer County Tour - Sutton Tennis Academy 14U Boys Sent: 30/06/2016 13:25:00
First matches of -
(1) You should arrive no later than 15 minutes before the above time
(2) Withdrawals must not be made by email. If you are no longer able to play then please v
+s $ 2
| & Cancel Apply
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Offences
This tab should be used to view and record:

¢ Withdrawals (made after the withdrawal deadline)
¢ Non-appearances (“no shows”)
e Any code violations issued

Please see separate sections on Recording code violations and
Recording withdrawals and non-appearances for more details:

Player validation

It is important to validate all players in your tournament before
preparing your acceptance lists and before making any draws.
Validation ensures that the details for all players in your tournament
are up to date, particularly player ratings and rankings.

To run the player validation process, click on Tournament from the
top menu and then select LTA Player Validation.

You will be asked to enter your LTA Online username and
password. A list of all players in your tournament will be displayed
on the screen as shown below. Please note that this may take a
few minutes to load, particularly if you are running a tournament
with a large number of players.

v 14/04/1973 52  MD
v 14/10/1952 6.1  SUR
15/10/1973 7.2 MD
30/05/1936 6.2 KEN
18/03/1993 5.1  ESS
09/09/1398 5.1 KEN
07/02/1874 &1  KEN
01/10/1331 9.2 MD

ERORERIEE
RN

-~
v

All None

Cancel Help

General Address R &R Events Availability

Fee Note Messages Offences
Code Date
8o 013l 2016
Add Code V. Edit Delete
Withdrawal
| & Cancel Apply

¥/ Tennis Teurnament Planner - Sutton Te

Journament | Player Draw Report
| Mew.. Ctrl+M £
~ DOpen... Ctrl+0
Save As New Tournament...
Close Ctrl+F4 f
i Backup.. Crl+5
il Restore..
D LTA Player Validation...
LTA Results
lrnnrt Recnlis

It is important to check that all players have a

If a player appears with a red cross next to their
names this means that that their surname, date of
birth, gender or British Tennis Membership number
does not match the information held by the LTA.

LTA Player Validation X
Validating —srmen] green tick next to their name.
Please wait, validation may take several minutes. .. LTA l‘ TENNIS
Mame DCOB Ra... County
v 15/01/2000 4.2 HAM
V 28/09/1974 6.1 KEM
aOx 23j06/1930 6.1  HAM  Unknown Field

An exclamation mark in a yellow triangle indicates
a missing British Tennis Membership number

In either case, you will need to update the records
of the highlighted players before proceeding
further. If you cannot resolve the issue yourself
then please contact your LTA Regional Office or
the British Tennis Services Team for assistance.

If you wish to validate all players in your TTP file then you should make sure that all players are
ticked (in the first column). However if you only wish to validate an individual player (or a selection
of players) then you may clear the tick boxes by pressing None and then select players

individually.
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After clicking on Next you will be asked choose which |7 PeverVelidation X
fields you wish to update. You would normally click on | uedste svantopite foresseces | LT AR BEWTISH
All to update all player fields as shown to the right. players SHENHE
Click on Finish to start the validation process. This e Dirating
can take several minutes particularly if your TTP file HAFistname Ranking open
contains a large number of players. A progress P ate of irth Ranking 12
indicator will be displayed whilst the process is B address [IRanking 14
runnlng [“Phone home [“IRanking 16
[ Phone office [~ Ranking 18
.. . ¥ Mobile [ Rarking veteran's
Once finished you should click on Players. If any e Dlpsssort

players are highlighted in orange then this means that Play county Recent form
they have not been validated and you will need to
check the reason(s) for this before continuing.

Al Mone

< Back Cancel Help

You may also validate a player individually from within the Roster = ==

N Name Seed Stats Order 2. R.. Rec...

by right clicking the player’'s name and choosing Validate. A L e
87kl 3 12 28

LN Y4 4 12 921

This is particularly useful when adding a late entry or a “Doubles - 1 oo
Only” player. 137" Come | B
g ; al 3 Insert Entry... Ins & :7;

2gsi Delete Entry 31 32

B3y & Velidate.. 32 483

1487 41 513

5824 tch Player! and Playe 42 2721

587 ") Move To Event... Bt 201
*  Copy To Event

@ Automatic Seeding..

Renumber Main Draw

§ Print..

& Properties..

Callum Rendle

Acceptance Lists

As soon as your tournament entry deadline has passed you should ¥/ Tennis Tournament Planner - \
finalise and publish your acceptance lists. Do remember to “Sync.”
entries before you prepare your acceptance lists. All entries for each

Tournament  Player Draw

-y B% 4 e 3
event within your tournament will show within the Roster section. It is D HBHETS @
important NOT to select “Submit Status by Event” at this stage @
otherwise you will automatically accept all players into the main draw. @ T

- . - Overview E Open Women

The Roster area contains the following five tabs: B 58U Mixed Sing
@ B 12U Boys Col

. B 12U Girls COn

¢ Main Draw Flayers B 140 Boys COr

e Qualifying E 14U Girls con

; ! E 15U Boys COt

e Lucky Lose_rs List v B 160 ik CON

e Reserves List Roster E 13U Boys COI

e Exclude List E 13U Girls CON

To sort players by rating or ranking, click on the appropriate column heading. You can move
players from one tab to another by right-clicking on the player’s name selecting Move To and then
selecting the tab to which you wish to move the player to:

= BRITISH
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B Open Mens CONSOLATION Singles Entries  Draws
|8 Open Womens CONSOLATION Singles =
B 5U Mixed Singles N.. E N Name Seed Status  Order Ratng . Rece.. G. Can
B 12U Boys CONSOLATION Singles 1 &7 42 64 M No
B 12U Giris CONSOLATION Singles W 51 9 M No
B 14U Boys CONSOLATION Singles IR/ 42 107 M N
B 14U Girls CONSOLATION Singles 4 h rd 42 136 L -]
B 16U Boys CONSOLATION Singles Y 51 138 M No
B 16U Grris CONSOLATION Singles Y 42 186 M N
[ 18U Boys CONSOLATION Singles TR 7 52 244 M N
[ 18U Girls CONSOLATION Singles Y = = T
8 SUBoys Sngles Y / 51 %9 M No
B U Grls Singles
B 10U 50ya Singles 108§ 7/ 52 277 M No
B 10U Giris Sngles [ 1Llin]- | S (M [no |
B 12050ys Singi 2 s Main Draw Status M No
S Jingles
B 120 Giris Sgles ses % MoveTo b 62 M_|No
B 14U Boys Singles It W N 61 480 M No
B 14U Girls Sngles. I WA 2 CopyTo » 72 805 M Ne
8 19UB0ys Doubles 5§ 7 & InsertEntry... Ins 5] = M No
B 14U Girls Doubles el W4 . 61 906 M No
B 15U Boys Singles LA % Delete Entry 62 947 M No
B 180 Gris Snges Bl X4 Switch Player] and Player 7.2 g M_|No

You may select multiple players by holding down the Ctrl key on your keyboard and then clicking
on individual player names. Holding down the Control key and then pressing A (Ctrl+A) will select
all players.

Allocating wild cards and setting acceptance statuses

You can indicate a player’s status in an event by right clicking on a player’'s name and choosing
Main Draw Status (or Qualifying Draw Status if you are in the Qualifying roster tab) and then
selecting one of the statuses as shown to the right. You may also do this for an individual player by
double clicking on their name as shown below:

Entry Properties X
| Entries Draws
General
N.. E. N Name Seed Status  Order Rating . Rece... |
a ‘ 18 42 64 "
N Y, 51 9% i
Partner: <MNone> 7
-i[ﬂ-.‘ || Main Draw Status » <None>
Event: 14 Boys Singles [%i. l
RS N - ; Wild Card
Entry Date: Wed 25/05/2016 Y | Mave To »
| o2 Lucky Loser
»
| MainDraw TR | Copy To i
Seed: / 8 8§/ 143 Insert Entry... Ins Qualifier
Status: [oes ﬁ?. ! % Delete Entry Direct Acceptance
ngs 1 Switch Playerl and Player2 Disqualiied
-3 W 1. Protected Ranking
Y | %2 Move To Event...
| Special Exempt
4 B2 { 4 CopyToEvent..
15 Alt it
B /L |9 Automatic Seeding... et
. K4 | Withdrawn
" { Renumber Main Draw SRR
5@/ 4 Dert 6.2 947 ]

You may select multiple players by holding down the Ctrl key on your keyboard and then clicking
on individual player names. Holding down the Control key and then pressing A (Ctrl+A) will select
all players.

Player statuses will show when printing draw sheets (if the status option is chosen when setting
the draw layout) and when publishing your draws to http://lta.tournamentsoftware.com. Wild cards
will also show on the acceptance lists on the LTA website (once you have synced and submitted
status and submitted status by event).

. . =
LTA Tennis Tournament Planner (TTP): User Guide l‘

42

—w
L
-
Z0
7}



http://lta.tournamentsoftware.com/

Numbering and re-numbering reserves

If a tournament is oversubscribed then all players who are
not accepted should be moved to the reserve tab and
allocated a reserve number. This can be done as follows:

e Double click on each player individually to open the
Entry Properties box
e Within the Acceptance Order field, change this to

Entry Properties X

General

Fartner: <Mone =

Event: Open Mens Singles

ReS Entry Date: Mon 11/07/2016
¢ Inthe Position field, enter the player’s reserve Main Draw
number seet: [ [/ |
Status: | <None: w
I ¥ . -
Move To * I If you wish to renumber the Qualifying Draw
i CopyTo * | reserve list then you can do seet: [ ][]
42 InsertEntry.. s | this automatically without Status: | SNone> b
" Delete Entry ' having to amend each player ”‘“E";"Zcf o [
witch Playert snd piaver | individually. Simply right-click e Re ) RERE B
*s Mave To Event... . on ANY player name in the =3 p— e
;' Copy To Event.. | reserve tab and click on
9" Automatic Seeding... ; Renumber Reserves.
| Renumber Reserves
Print_..
Publishing acceptance and reserve lists
Once you have finalised your acceptance and reserve LTA Sync Entries X
lists you should publish these online so that players can .
A . X Logon and Sync Entries == BRITISH
check their status. This is done by following the same Pleace enter your username and passior LTAR NS

procedure detailed in downloading entries from LTA
online (Sync entries). However when the following
screen appears then you should tick the Submit status
by event checkbox as shown to the right.

You may choose only to publish acceptance lists for
selected events or for all events as shown below:

Click on Next to start the synchronisation process. This
may take several minutes depending on the number of
entries in your tournament. When you see the following
box, click on Finish:

All entries will be synced with the LTA database regardless of whether you
submit status.

TTP Web Services Usage Statement:

1 agree to use the personal player information provided by the LTA database through the

WED Sy T T e e
regs Submit staty

ﬂ;“'d Tick event(s) for which you want to submit players’ status. LTAL BN
of my

* status for particular events you should tick the relevant
tly keep them ticked). If you dick Mext, without ticking any
withdrawals will automatically be downloaded to your TTP

~

| 8U Mixed Singles
1 9U Girls Singles

s
| 10U Girls Singles
! 12U Boys Singles
! 12U Girls singles
| 19U Boys Singles
I 14 Girls Singles

(]
O
O
[
(]
O
O
[
(]
=

Al None
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LTA Sync Entries X

Downloading
Please wait, downloading may take several minutes... LTAE $2HINs|g

DOB Ra... County 2

09/02/1958 2.2 Surrey
21062002 5.1 Surrey
24/05f1999 6.1 Surrey
30/05/1988 9.2 Kent

2807/1387 21  Wilts...
21/04/1954 2.1 Surrey
14/07/1893 2.2 Ham...
25/05f1998 2.2 Surrey
28/091999 2.2 Middl...
15/12/1987 3.1 Wale...
12/04/1980 3.1 Midd...
01/12/1990 3.1 Wale...

3
m

~ DEIEIEICICIEICICIEICIEILD &

All None

Finish Cancel Help

To ensure that the entry lists on the LTA website are up to date you should sync and submit
each time there are changes (e.qg. if players withdraw, players are moved from the reserve list to
the main draw (or qualifying) tab new players are added or the reserve list is renumbered).

Automatic acceptance
Internet Messages BExtra Help

TTP includes a useful feature which allows you to automate the PO B :l“’ 3B @
acceptance process and assign players to the main draw tab, - -
qualifying tab (if applicable) and reserve tab, based on a

predetermined acceptance method. To select this feature click w
on the icon shown to the right.

i Draws
You can choose how many players should be include on the x
main draw, qualifying and reserve tabs and select one of the s oty
following acceptance methods: ouees 2 o v e

Name Positon  Man  Qud RPN L A
301{Ratng & Recent Form

324 3.2

Ranking

Points (not use for LTA tournaments)
Rating and Ranking

Rating and Recent Form

17 5.2
577 22
630 41
716 3.1
751 41
860 31
934 22
1021 42

Boauwoaunsuwnnr

1065 5.1
1088 21
u2 3.1
1220 6.1
1332 21
1472 6.1
1474 5.1
1551 62
1626 62
1864 71 v

Clicking on assign will move all players to the correct tabs and
automatically number any players on the reserve list.

BBENGLEGRE
POPPPPPOPOIOIPOIPIOIOIPIIOY

B
v

§
f

Within the Main Draw and Qualifying rosters you can create entries by pressing the Insert
button on your keyboard which will display a list of players. Selecting a player will enter them
into the event.
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Seeding

Seeds may be allocated automatically or manually within the main draw (or qualifying) tab of the

Roster.
Manual seeding
N.. E. N Name Seed Status  Order Rating .A Rece... G.. Can.. Pass...
You may manually allocate a seed humber by e o 2 e Wt he
. . . . 2 7 [ N — 2
double clicking the player within the roster and oY 3 |Enty Properies x
- . 4 4
allocating a seed number as shown in the - 5 || G
example on the right. e B
8§ 7 8
13 B Partner: <None>
Enter the player's seed number in the firstbox. If | %37 —
however you are using “block seeding” then you VA ey et ed 250572015
should complete both boxes (e.g. if you have four |37 Hain Draw -
. eed: |2
players of the same standard and you wish to e — .
show them all as seeds 5/8). A Quatdyng Draw
iﬂl 2 Z Rl seet | [y
2R 7 Status: | <Mone> ~
f‘ 2; kel Acceptance
5B 7 Order: |<None> ~  Position: El:
= + e Cancel Apply
Automatic seeding
. i i L. l Main Draw Status >
You may choose Automatic Seeding by right-clicking on any player A .
. - . . . ove o
within the roster (as shown on the right) or choosing the Automatic
Seeding Icon from the top of the page (as shown below) i < ’
' A2 Insert Entry... Ins
% Delete Entry
Report Internet Messages E Switch Player] and Player2

2 aaigha B .

Mowve To Event..,

Copy To Event...

= |
'g"  Automatic Seeding...
Seedin i Renumbrer Main Draw
‘ g 4 Print...
'gles ‘ Entries Draws 9 Properbies...
Cinnlacs - —
Vraj Patel
| Automatic Seeding - Open Mens Singles j
, o ‘
Choose the following options: = 4'
Main Draw ;m. .&g /
e Order: I . ced Rating Ranking  Recent... A i
o Ranking N2 s = a i
o Rating OR s 8 : 112 = 1
o Rating and Recent Form - 4 = i '
o Type — normal seeding or block seeding . g 2 = i
e Number of seeds s @ 21 7
I B 21 826
0 R 2.2 161
You can choose whether or not to seed players | 58 " = ik
without a rating. | == .
Type: (1,2,3,4,5,6... ¥ []D0 not seed players without rating

Seed: 0 1(|2||4|(8||16]|(32| /64128 Close
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Please note that your seeds will be assigned as soon as you select an option from the Order field.

If you choose the wrong seeding method (order) then you must remove all seed numbers before
carrying out the process again. You can clear seed numbers by choosing “0” as the number of
seeds, closing the page and starting again.

Draws

Creating Draws
There are three ways to create a draw within an event:

e Within the Roster click on the Draw tab at the top of the page, right click a blank area of
the screen and click on Add Draw

e From the top menu choose Draw and select Add Draw

e Click on the Add Draw icon underneath the main top menu

Player | Draw | Orderof play Report |ntemel ] Efﬂl'r"' R AR e
4 5 & |Z] Print Draws... Ba" —
&1 & Make Drows.. port Internet Messages
ﬁ | Schedule Tournament... f -] = M 1 = :
B 08 = ClearDraws.. = 20 ! J _i_,‘
: ?LZJ. [&] Links.. )
: i: | Adjust Standings... Add Draw
| RS Validate Schedule... i
: ;: 3} Add Draw —
: }: 2l Delete Draw 5 ‘ Entries Draws
You will be asked to choose which type of draw you Draw Wizard x
wish to create (draw arrangement). TTP supports the ORTR l@ l']
f0"0W|ng dl’aW typeSZ | Open Mens Singles - 16 Main Draw Entries, 27 Qualfying Entries
b Ellmlnatlon Romdﬂwnqudnﬁcamns;:mehmaummaa;dryw
e Round robin R ki cnoas o o
e Compass B =
¢ Qualifying 3
e Matchplay
You may also link two or more draws within the same
event (e.g. to create one or more qualifying draws
leading to a main draw). > | o o
The following linking options can be created by TTP automatically:
¢ Round robin qualifications with elimination main draw
e Elimination qualifications with elimination main draw
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Draw properties

Draw Wizard

Draw properties differ according to the type of draw N
you choose and not all options apply to every draw Provide settings for the main round

Open Womens CONSOLATION Singles - 1 Main Draw Entries, 0 Qualifying Entri

format. You should choose the properties according
to the needs of your event. 5‘“3‘:‘"“‘“ o
Size e
Choose the size of the draw appropriate to you Playoff
event <MNone>
e For elimination draws this will be a power of 2 e
(i.e. 2, 4, 8, 16, 32 etc) ==
¢ Round robin draws may contain up to 16 -
players
e Compass draw may be set up for a maximum — e

of 8, 16 or 32 players
Quialifying draws sizes may vary from 4 to 128 players producing 2 to 64 qualifiers)
e Matchplay draws may contain up to 32 players in increments of 4 players

If you change the format or size of a draw then in most cases all data contained in the previous
draw will be deleted. You should take a backup copy of your TTP file before attempting to
change a draw if you are unsure.

Name

This would normally be “Main Draw” or “Qualifying”. For multiple qualifying events TTP offers you
the option of numbering (1,2,3,4 etc.) or lettering (A,B,C,D etc.) individual groups automatically.
You may also give multiple qualifying groups names if you wish (Blue Qualifying Group, Pink
Quialifying Group etc.).

When creating multiple draws within an event it is very Error X
important that each draw is given a unique name. If you , : :

. - . Q Event [Open Mens Singles] has multiple draws with the
do not do this then results will not be submitted properly. same name. Please make sure each draw within an event

has a unique name before uploading results.

When submitting results, you will receive an error
message, if you have done this and will not be permitted
to submit your tournament results until this is corrected

Playoff

This option applies to “Elimination” draws only and should be ticked if your wish to have a 3'9/4™
playoff.

Stage

This field should be set as follows:

1 = Main Draw

2 = Qualifying Draw

3 = Pre-Qualifying Draw

90 = Consolation (where set up as a separate draw)

99 = Ratings only draws (i.e. where results will only count for ratings purposes)

= BRITISH
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When creating linked draws (such as round robin elimination to main draw) TTP does not assign
stage numbers according to the above rules. It is very important to change draw stage numbers
as shown above. Otherwise results will not be submitted properly and rankings points will be
awarded incorrected.

Qualification

Tick this box if the draw you are setting up is a qualifying event.

Consolation draws

When creating an elimination draw you have the option
to create an associated consolation draw which may be
one of the following types:

None — if you do not wish to include a
consolation draw

First round

First match

Custom

The options are explained as shown to the right.

You may also choose whether or not you wish to
include a 3'/4™ consolation playoff.

Draw layout

You will then be asked what information you wish to
include on your draw sheet. You may choose these
according to your individual preferences.

Make sure that the “Status” checkbox is
ticked if your draw includes any wild cards.

We also recommend showing the “Status”
field in a main draw which include any
gualifiers or lucky losers.

Draw Wizard

Consolation

Select the type of consolation you wish to play with your main draw
16U Boys Singles - 24 Main Draw Enftries, 0 Qualifying Entries

() None
Do not play a consolation.

(@ First Round

Players losing in the first round of the main draw will go to the consolation, Players

with a bye may play just one match.
() First Match

Players losing ther first match of the main draw will go to the consolation. This il
also forward players with a bye in the first round.

) Custom

An extra elimination draw, half the size of the main draw is added, You can decide
yourself which players will enter the consolation and where to put them,

Cors. Py

<hone>
Top 4
< Back

Cancel

Help

Draw Wizard

Layout

Footer: | <hNone>

Select the footer and the extra columns to be displayed on each draw
16U Boys Singles - 24 Main Draw Entries, 0 Qualifying Entries

Calumns:
Column

Member ID
[ bate of Birth
[ status
Rating

[ ranking

[ pistrict

[ club

O ity

D County

D Country

[ Flag

< Back

Cancel

Help
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Draw locations

If you are running a tournament at more than one venue
and wish to assign specific draws to a venue then you can
do this by clicking on Draws from the top menu and

choosing Draw Location.

You will be able to assign a specific location for any draw

by choosing the options below:

Draw Location

g
2

Location
5U Boys Singles

U Girls Singles

10U Boys Singles

10U Girls Singles

12U Boys Singles

12U Girls Singles:

14U Boys Singles

14U Girls Singles

14U Boys Doubles
14U Girls Doubles

16U Boys Singles

16U Girls Singles

18U Boys Singles

18U Girls Singles
Open Mens Singles
Onen Womens Sinales

Wimbledon PARK.
wimbledon PARK.

A R 9

Wimbledon PARK ORANGE co...
wimbledon PARK ORANGE co...

Court ™

Clear

Location

"B Wimbledon PARK ORANGE courts

] wimbledon CLUB
"B Wimbledon CLUB RED courts
B vimbledon PARK

Court
<Al Courts>

Tennis Tournament Planner - Sutten Tennis Academy Men's

urnament  Player
ZHH > S

3

B

:

Openl —

Draw | Report

Internet  Messages

| Print Draws...

=
b o

Make Draws...

ol

Schedule Tournament...

hd

Clear Draws...

Links...

[

Adjust Standings...

Validate Schedule...

Pre

Ol e i@

bl Add Draw

L Delete Draw

| Fodures..
Draw Location...
Calculate... F
| awnt..
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Making draws and entering players into draws

Before making draws make sure that you have carried out the following steps:

e All players have been included on the correct roster
e You have run the LTA player validation routine
¢ You have seeded players (where applicable)

Automatic draws

Provided the above prerequisites have been met then you may  sjayer | Draw | Report Intemet Message

carry out draws automatically. This will place all seeded players

in their correct positions and randomly draw all remaining
players into the remaining positions.

From the top menu select Draws and click on Make Draws.

You will be asked to select the event and the draw stage.
Please note that it is not possible to make the draw for more
than one event or draw stage at the same time.

Once you have selected an event and stage you will see a list
of entries.

Make sure that all players are selected and click on Next.

Draw Wizard *

Entries of Open Mens Singles
Select the entries to use. Double-dick an entry to adjust the
seeding.

‘fou have currently selected & of & entries. Your draws provide space for § entries. Clicka 1
column name to sort the entries.

Entries  Qualification Entries

Mame Seed Rating  Ranking Date

rd 1 % 2 3.2 574 12/07f2016 1

rd 2 B 4.1 589 12/07f2016

rd 3% 4.1 706 12/07f2016

v 4 % 1 3.2 471 12/07/2016

rd 5 B 3.2 713 12/07/2016 1

v & & 4.1 1118 12j07f2016

rd 7% 4.1 2343 12j07f2016

v 8 & 3.2 665 12j07/2016

it
Al Mone
< Back Cancel Help

' = 2| PrintDraws..

2 TQ Make Draws...
|

Schedule Tournament...

Open h

27 Clear Draws...
& Links...
| Adjust Standings...

Validate Schedule...

F
l
|

Draw Wizard

Event
Select the event and the stage of draws you wish to make

Event Stage 1
3 Open Mens Singles —

Back Next > Cancel

Help
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Draw separation

When making draws you have the option of separating
players in the draw as far as possible (e.g. to avoid two
players from the same club, county, postcode etc. from being
drawn together).

The options available are shown on the right.

For most types of competition, separation is optional. Please
contact your Regional Office if in doubt.

Draw Wizard

Separation
Select the type of separation for your draw

Separation:
(@) None

) Club

() District
Ocity

() Postalcode
() County
) Country
O Availability

Optimization:

(@) Optimal separation
Separate first round only

[ separate doubles partners

<Back Cancel Help
After clicking on Next you will see a screen similar to the one | wiss X
shown on the left. T ——
anges.
Click on Finish and click on Yes to confirm. Remake Cran
Line Seed Team Separation
;_}] ‘Open Mens Singles
1 1
Confirm x 2
3
0 You will now save the draw, :
Are you sure you want to continue? s
7
Yes Neo 8 2
The draw will now be saved.
< Back Cancel Help
LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA f" ?EIN.I}I‘SIQ

51




Manual draws

To enter one or more players in a draw manually, click on the Draws icon on the left-hand vertical

menu and select the relevant event and draw.

Toumament Player Draw Report Intemet Messages Edra Help
JEHRWFIe=|28,8 EEada
2

ﬁ Open Mens Singles | Open Mens Singles
Overview

Final Semifinals Member ID | St. |Rat. RankCnt Quarterfinals Semifil

1 Bye

— Loser #1 2 Bye

g 3 Bye
B Loser #2 4 Bye £

5 Bye

Loser #3 s Bye

[ 3 #3; ; Bye

Notes

[ %

Loser #4 s Bye

An empty draw will show each draw position as a “bye”. To
place a player in the draw double click the “bye” (or right-
click and choose Select Entry) and choose the player
whom you wish to include on the line you have chosen.
See the example on the right.

By default you may choose players from the tab associated
with the draw (e.g. Main Draw players will be listed if you
have selected a main draw). You may however select
players from either the Main Draw or Qualifying rosters if
you wish to.

Please note that a player may not be placed more than
once in a draw (within an event) with the same stage
number. E.g. if you have several round robin (stage 2)
gualifying draws then an individual player may only appear
in one of these draws.

Forwarding byes

Players may only be placed within the first round of a draw.
To forward players with a bye to the 2" round then right click
a blank part of the draw and choose Forward Byes.

Member ID St. Rat. RankCnt |Quarterfinals Semifinals
Bye
=L
Select Entry

Main Draw Entries  Qualifying Draw Entries  Links
Name Seed Ratng  Ranking
a 2 3.2 574
4 4.1 589
a4 4.1 706

@ W N 7Y
a 3.2 713
a 4.1 1118
a 4.1 843
a 32 565

7

e

=1

hamge Partner..

Forward Byes

1 Footer...
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Making changes to draws

Making changes to a draw follows the same principle as explained within the “Manual Draws”
section with the following considerations:

e Clicking on any player name within a draw will open a list of players who have not been
included in the draw. You can therefore select a player from this list to replace an existing

player.

e To move a player from one draw position to another you need to
remove the player from the draw first. This can be done by i Select Entry
clicking on the player and pressing the Delete key on your &4 Delete Entry From Draw
keyboard or right-clicking on the player name in the draw and Switch Player] and Player
choosing Delete Entry from Draw. B Ebns Demmartiar

e You should ensure that a player is included on the correct tab within the “Roster” before
you include them in the draw.

Clearing draws

Clear Draws *
It is possible to clear all information Select the draws you wish to diear
from an existing draw by selecting ! E_] Type Siz Consolation  Playoff g
2 14U Girls Singles Elimination 16 Mo
DraW and CI ear DraWS from the top [ 140 Boys Doubles Elimination 8 Mo
menu. A list of all draws in your O[5 140 Girls Doubles Elimination 4 MNo
. . O .:_}] 16U Boys Singles Elimination 32 Mo
tournament will be displayed as [ ] 16U Girls singles Elimination 1 No
H H . O .:_}] 18U Boys Singles Elimination 32 Mo
ShOWﬂ In the fO”OWI ng eéxam ple ’ [ 18U Girls Singles Elimination 8 Mo
O ;_}] Open Mens Singles Elimination 32 Mo
H O .:_}] Open Womens Singles Elimination 16 Mo
You ha.Ve the Optlon to SeIeCt one or [ [5#] open Mens Doubles Elimination 8 Mo
more d raws and may C|ear ti mes, [ 5] open Womens Doubles Elimination 4 No .
results, players and officials. = Nome
[times [Jresults [Jrlayers [ offidals
Cancel

This is a powerful tool which should be used with caution. We recommend backing up your TTP
file before clearing draws as there is no option to “undo” any draws you clear accidentally.
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Scheduling matches

Before scheduling matches, you must have set up dates, times, locations and courts within your
TTP file. Please refer to the Setting up a tournament section of this guide for more information.

Scheduling an individual match

To schedule an individual match, right click on the match number as shown to below and click on
Schedule Match:

2 108032452 | Q | 5.1 1065 KEN Andrea Garofalo 1

#9:

3 107049767 4.1 630 SUR Ademola Baruwa

4 10135215 3.1 | 860 S.W Sean Patrick *Z @m0 Match Properties...
] Schedule Match...

5 103096211 2.2 | 934 SUR Lawrence Perrin [4]

% Schedule Round...

6 107562437 | A | 5.1 1474SUR Henry Jones =3 schechule kound Roben,

Show Match

nnnnnnnnn 24 lesinlEee o timaiben -

A grid will be displayed showing all available slots on all tournament dates. Simply click on the
required date and time slot in one of the white spaces on the grid and then click on OK. It is
possible to select a date only (i.e. without a time) if you wish to.

Maich before or afer Auadablefor this mah

o] camfmer cucosss

Crashaghe

Maich Hoe. {Playes ite
Cowt: | chane> Mo matches pes day: [+ | 2 [srghs before douties

oo pssn canris Max matchas pe eventpes day: [+ | 3 []Force plaing

Resttme: B2 Maxsingesperday: 1|3 (o] o

If the time slot you wish to select is any other colour then this means that the match cannot be
scheduled at that time for some reason. The colours at the top of the page show the reasons for
this.

If you wish to schedule a match regardless then you can do this by clicking on the Force Planning
box (and then clicking on OK).

You can also change the values of the fields at the bottom of this page to set maximum number of
matches per day, rest times and to allocate matches to specific courts.
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Advanced rescheduling

Advanced re-scheduling. Sometimes you want to move a
match to a timeslot where you have no more courts

Planning MD - 3 - RR1

Planning  Swap

M o courts

Flayer not available

available. It is possible to see if some matches in that o avalable courts Resttme
timeslot can be swapped with the current match, or moved to Location-fiter: | <all> v
another timeslot so you can still schedule the current match L
at the desired timeslot. In a cell where you see a number (1
in this example) there is a match available to swap with.
09:00 10:15
You can double-click the cell which will bring you on the B5EBED
secondary screen. There you can see the details of the -
. . Mon 15/06/2020
available swap-options. Tue 16/05/2020 | )
Wed 17/08/2020 1 3
Thu 18/06/2020 @
Fri 13/06/2020 @
Sat 20/06/2020 @
Sun 21/06/2020
Mon 22/06/2020 1
Planning MD - 3 - RR1
Planning Swap
Draw Round Teaml Team2 Time Court Location New Time Type
* MS5-3 R16 I Wed 17/06/2020 1... 2 Indoor Mon 22/06/2020 14... Swap
*» MD-3 RR2 4 Sun 21/06/2020 12... Mon 22/06/2020 14... Swap
% MD-3 RRS5 T T AW, v B I Mon 22/06/2020 10... Mon 22/06/2020 14... Swap
Select the desired match and click the Switch-button. You will et X
see a conflrmatlon of the 2 actions to be performed at the same o O Mon 22/06/2020 14:00
time. Here is an example where 2 matches have been swapped. B
-3-RR1
To O Sun 21/06/2020 12:45
MD - 3 - RR2
shiftto O Mon 22/06/2020 14:00
The match at the bottom is moved to make room for the match on top.
Cancel
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Scheduling a round within an event

You can schedule an entire round at a time by right-clicking any match and choosing Schedule
Round. By default TTP will start scheduling matches using the first available time slot. You can

change this by choosing a time slot manually:

Planning Open Mens Singles - Main Draw - 1(16)

W o courts | No avaiable courts. [ current scheduled time

Available Courts:

Location-filter: <Al v Court-filter: <all Courts>

Capadity: 64

Used: 8

Sat 16/07/2016

sun 17/07/2016

Sat 23/07/2016

5un 24/07/2016

Filter Scheduled: 8 matches.
Team1 Team2 Time Court

Q Callum Macarty[1] | Andrea Garofalo Sat 23/07/2015 10:00

Q Ademola Baruwa | Sean Patrick Sat 23/07/2015 10:00

Q Lawrence Perrin[4] | Henry Jones Sat 23/07/2015 10:00

[5) Mark Weatherup | Chris Cox Sat 23/07/2016 10:00

Q Bernard Kellner | Hyder AlSaid Sat 23/07/2016 11:15

Q Patrick Van Breugel | Tom Lorencin[3] Sat 23/07/2016 11:15

Q Patrick Keane | Dimitrios Giotis Sat 23/07/2016 11:15

Q Bradiey Trerise | Cameron Alexander[2] Sat 23/07/2016 11:15
[ skip matches with bye Max matches per day: E = Rest bmes 5
Frrilos Max matches per eventper day: [4 |2 Max matches per time dot: [0 |12
[ JReverse Matches Max singles per day: D =
[ Auto Assign Courts Start court: <None> ~ Cancel

The intended times for each match in the round will be shown on the screen before you save your

selections by clicking OK.

Scheduling an entire tournament

If you wish to schedule an entire tournament then
click on Draw from the top menu choose the
Schedule Tournament option.

You will be asked to choose which draws you wish
to schedule:

¢ Tennis Tournament Planner - Sutton Tennis Academy Mei

Tournament Player | Draw | Report Internet Messa
J= #H oy | Print Draws... 4
E i Make Draws...

7. Schedule Tournament...
@ Open M ﬂ |
Overview _( Clear Draws... I
m A Links..
| Adjust Standings...
Players
Validate Schedule...
Automatic Scheduling X
Draws — ﬁ
Select the draws you wish to schedule -v
©>5
Name Type Size Stage  Consola... F
Open Mens Singles - Main Draw Compass 16 1
Open Mens Singles - Qualifying Matchplay 16 2
[ ©pen Mens Singles - Pre-Quali...  Matchplay 16 3
< >
All Mone
< Back Next > Cancel Help
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You will then be asked to choose from the following options:

x

| Automatic Scheduling

Settings

| Please verify all settings before proceeding

Matches
] Forward players with byes to the next round

Start From

I [ sat 16/07/2016  ~ 10:00 -
Maximum matches
s [+ ]2
Per event per day: |4 ] =
Singles per day: |+—| =
' <Back Finish Cancel

The Automatic Scheduling feature should be used with caution, particularly with a large

tournament.

Un-scheduling a match, round of a draw

To remove the date and time from a match, right click On  demoiz arums #s:
the match number in the draw and choose Clear Match. Match Properties...
You may also choose Clear Round if you wish to remove ="« U schedule Match..
dates and times for a complete round. - _ Schedule Round...
ile Round Robin...

To clear the dates and times for an entire draw please lerry Jones - Show Match
refer to the Clearing Draws section within the Making [L) ClearMatch
draws and entering players section of this guide. i esthen " Clear Round Schedule

tris Cox = 4 Print..

Validating schedules

¥/ Tennis Tournament Planner - Sutton Tennis Academy Men":

. . . T m Pl raw | Re I 1
Before publishing match dates/times we recommend that you e p'_—;"” e |
. . “HE | rint Draws... ¥
make use of the Validate Schedule feature. To access this 14 3
click on Draw from the top menu choose the Validate Schedule %) ) |8 MakeDraws..
Optlon .OFH"IF -] Schedule Tournament... =
Overview = Clear Draws... B
You will be able to change the verification parameters as shown €:%] 2] Links...
be I ow: Pl | Adjust Standings...
. Brs
77 Schedule Validation - o x | Validate Schedule...
f:tm Zsm.ngs_ﬂ < a k) Add Draw
[ O Fzi Il Delete Draw
Singles after doubles | Fodures...

Late Finish - Early Start

Finish After:
&
B
(=

Start Before:

max matches per day

manc per event per day

max singles per day

Click on the List tab to see the results for each day. This will display any matches which do not

meet the verification parameters you have set.
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Publishing your tournament

TTP allows you to publish tournament details (draws, times etc.) online to
lta.tournamentsoftware.com. Once you do this for the first time, sync your entries using LTA Sync
Entries in your TTP file and a View draw link will appear within each event on the LTA website to
show players that this information is available, as shown in the following example:

Sutton Tennis Academy Men's Open Summer Clay SuperSeries Tournament#2

Tourmament code: SUR1650496 | Sponsored by: TennisUK

Tournament Overview Events (1

Event name: Open Mens Singles ¥

Grade: 3

Rating guide: Any - Any

Reviews

Share

In Progress

Entry fee

£0.00

b View draw

Publishing to LTA.TournamentSoftware.com

To publish your tournaments choose Internet from the top menu

and click on Publish.

ort

o

Internet | Messages

Extra

| ¥, Publish...

<l

4| Generate HTML...

LTA Sync Entries...

You may choose to display players’ first match dates and times only (i.e. to hide draws and
opponent details). You can also choose whether to display scheduled match times for specific
days. You may also choose to show the referee’s name, email address and telephone number on

the Tournament Software website (provided this information has been entered within Tournament

Properties. After clicking on publish the bottom panel of the screen will show the progress of the
upload process (as shown in the right-hand illustration below):

Tournament Online X
tournament
software

General ' Online Results
Show scheduled matches: al v

[Ishow Referee
[show club

[Jonly display first match times
[show Flags [show state

Message:

Task Status

[ Auto Upload Results

Publish Close

General | Onine Resuits

Show scheduled matches:

Tournament Online

Al

[Clonly display first match times

[Jshow Flags

Message:

[Jshow State

X

tournament
software

[Jshow Referee
[ show Club

Task

+/ Connect to website
/' Send tournament data
/' Finished publication

Status

oK
oK

[ Auto Upload Resuits

Publish
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http://lta.tournamentsoftware.com/

Each time you publish your tournament we recommend that you view the
details to make sure that everything is as you intended. You can do this by
clicking on Overview from the right-hand vertical menu and selecting View
this tournament on the web.

Whilst your tournament is in progress you may choose to automatically

IHFIe 8882

@y

S

Tournament | CourtUsage  Statistics - Schedult

§’

7 Tournament

Sutton Tennis Academy Men’:

Pick a Task

Cioj im i@

upload your results to Ita.tournamentsoftware.com (provided you are connected to the internet). By
ticking the Auto Upload Results checkbox, the draw sheets will be automatically updated online
each time you enter a result within TTP. Please note that any changes you make to match dates

and times will NOT be updated automatically online.

Using the “Auto Upload Results” function is recommended. If you choose not to use this then
please consider publishing your TTP file online as often as you can including during the day
when the tournament is running. Players, parents and coaches like to see up-to-date information
online.

Sending players emails and text messages (SMS)
Prerequisites

In order to send email messages you must have set up your Outgoing Email Settings. See the
Internet section of Setting up your TTP programme options in this guide for more information.

To use the text messaging (SMS) function you will need to purchase %)
SMS credits from www.tournamentsoftware.com. You can order Overview
credits do this by clicking on Overview from the right-hand vertical &R
menu and selecting Order SMS credits. Credits may be purchased Peves
in blocks of 200 although there is no refund for any that are not 2
used. We recommend that you order credits several days before the =~ ™"
start of your tournament as orders can take a few days to process. E_}]

Q

[__.T

Jur]

Tournament  CourtUsage Statistics Scher

—

Sutton Tennis Academy Mei

Pick a Task

o Set your tournament properties
o Add players to your tournament
o Add drawsheets

o Make draws

o View draws

o View all matches

o Publish this tounament on the

web!

® View this tournament on the web
o Order SMS credits

Information
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Creating a single email or SMS message

To prepare an individual message click on the Players
icon from the right-hand vertical menu, right click the
player to whom you wish to send a message and choose
either Send Email or Send SMS.

Type (or paste) the message details into the box as
shown below.

Please note that for SMS messages there is a 160
character limit.

¥4 SMS Players (78 characters) — a >
SMS

Subject:
Sutton Tennis Academy Men's Open Summer Clay SuperSerie: I
Body:

Hello Fred,

Just to let you know that your doubles partner has now
entered. |

Send Close

15
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Viewing, sending and deleting messages

Messages are not sent as soon as they are created — they are held in the Messages area until
you are ready to send them. This can be reached by clicking on the Messages area from the right-
hand vertical menu. Both draft messages and sent items are stored in the same area:

7 Tennis Tournament Planner - Sutton Tennis Academy Men's Open Summer Clay SuperSeries Tournament<2 - o X
Toumament Player Draw Report Intemet Messages Extra  Help

NEHHTI w2868

Created Sent

16/07/2016 15:0411

14/07/2016 17:55:58 | 14/07/2016 18:33:07
14/07/2016 17:55:58  14/07/2016 18:33:07

14/07/2016 17:55:58 :33:

14/07/2016 17:55:58  14/07/2016 18:33:08
14/07/2016 17:55:58  14/07/2016 18:33:08
19/07/2016 17:55:58  14/07/2016 18:33:08
17/07/2016 16:5%:57  17/07/2016 16:52:26
17/07/2016 16:558  17/07/2016 16:52:26
17/07/2016 16:51:58  17/07/2016 16:52:26
17/07/2016 16:51:58  17/07/2016 16:52:26
17/07/2016 16:51:58  17/07/2016 16:52:26
17/07/2016 16:558  17/07/2016 16:52:26
17/07/2016 16:51:58  17/07/2016 16:52:26
17/07/2016 16:51:58  17/07/2016 16:52:26
14/07/2016 17:55:58  14/07/2016 18:33:07
14/07/2016 17:55:58 | 14/07/2016 18:3%07 _ Sutton T

e of your first match in the PRE-QUALIFYING/QUALIFYING section of this
urnament at Sutton Tennis Academy:

First matches of s - -

Event Time

Open Mens Singles Sun 17/07/2016 10:00

Players should report for play AT LEAST 15 MINUTES before the times shown above.

You may click on an email/SMS to see a preview which is o
displayed in the bottom pane. Double clicking on a message will
show the email in a separate window. Please note that it is NOT

POSSIBLE to edit a draft (“Not sent”) message. If you wish to o confemation

make changes then delete the message by right-clicking and R

choosing Delete and create the email/SMS again. e

(@) Website confirmation

You have 1 email messages to send.

Your emails will be uploaded to the tournament website, The recipients wil get an email

To send all emails/SMS messages choose Messages from the et e o Pt o vt s
top menu and click on Send All. You will be asked if you wish
to receive a confirmation. TS el ettty ot

After clicking on Next a progress indicator will be [5ena Wessages x

displayed and any emails will be sent first. SMS o

messages will sent second. You will then see a {

summary of the messages sent as per the following Z

example. Z

If you have sent any SMS messages then you will also | Exmal messages sent: 2
. . p SMS me: essent: O

be shown how many credits are left in your account. i Sy

= BRITISH
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Sending multiple messages

TTP allows you to send emails or SMS messages
to multiple players and also allows you to include

of their potentially scheduled matches (assuming
they win each round).

To select one of these options choose Reports
from the top menu, hover over the word Players
then however over either First Matches or Player
Matches. Finally, select either E-mail or SMS.

Matches
| 2| Draws

o Entnes
W

“' '4_-, Toumament

Waiting for confirmation
Waiting for confirmation
Waiting for confirmation
Waiting for confrmation
Waiting for confirmation
Waiting for confirmation
Waiting for confirmation
Waiting for confirmation
Waiting for cor i

(& Piayers ,

details of either their first match in each event or, all

3

]

Report | Internet Messages Edra  Help

|

k

C
D
A
D
R
M
M
]
H

g Players..
First Matches 3 Labels
Payments [ List
Player Matches » Excel File (mail merge)
Not Warned - Email
Active Players... i SMS E
(3o T THUTI2UID T IyUE o
Players Elimination Status 58 14/07/2016 18:3%08  Sutton’
i Address Labels... 58  14/07/2016 18:33:08  Sutton”
38 17/07/2016 16:52:26  Sutton”
| CheckPlayers... S8 17/07/2016 16:52:26  Sutton’
David Fuchs 18/07/2016 15:19:12  18M07/2016 15:19:15  Sutton ™

Waifina for confirmation

If you wish to send emails to multiple players without including

JIJ\_III_'F LR R 'H_-'l.l"l_ll SRR \_IU? JIJFLF

o X t | Messages | Extra Help
match time information choose Messages from the top menu
and either Send Players Email or Send Players SMS. *| -1 Send Players Email...
Send Players SMS...
—1 Send All... i
_ , d
#  Pickup Confirmations bo1
You will then be asked to select the players to Select Players %
whom you wish to send messages. There are I | 0players selected
many extraction options available including: layer A)| Proertes Qe | Conbics | Events | Levdl | Days
O a Alexander, Cameron [IMen
. . Oa a Al-Gaid, Hyder
o Manually (ticking players one by one 0 @ baruma, Ademola [lwomen
from the list D ooseem Age From: 1
e Players with or without email addresses Egg:f;rrgfem heeTer L]
or mobile telephone numbers 01§ curemretsn vece Oporeemenst
. . Dondo, Farai
e Paid/unpaid players Sg?duﬂ,mﬁ [ ET——
) By Club DRFL:?,ES;\:; ua [CJrlayers without mobile
[l a Garofalo, Andrea anual entries
* By country O & Giots, Dimitrios gimmlt e:mes
e Byevent O & coizhmad, Erfan
Oa a Gonitel, Jonathan [Jraid
e By level (not used for LTA tournaments) 01 § areen, e .| Dinetpad
Harlrw Stenhen
hd By tournament da‘te All None Select Cancel
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i First .Match E-mail X
One you have selected your players, click on OK and you

will asked to type or paste your message text. For match

E-mail

Subject:

time emails you will be able to include both a header and a

|Sutton Tennis Academy Men's Open Summer Clay SuperSeries Tourna

footer in the email in between which the match date and time |

information will appear. Your first match in the tournament this week is shown below:

For First-Match Emails you may also choose whether to
show the court number and location which has been

allocated for the match. You may also show the player's next | -ere cames the event and first matches of the player
match too [ show court [Ishow next match
Footer:

I look forward to seeing you.

After clicking Send all emails will be created and stored in
the Messages section. See previous section on Viewing |

Regards.

sending and deleting messages for more information. David Fuchs, Referes

Send Cancel

If you are preparing match times on a daily basis then consider sending each player an email at
the end of each day, showing when they are due to play the following day.

Website confirmation

P, . & [

When sending match time email messages if you choose the Website —‘M
. . . . . essages | Extra  Help
confirmation option you will be able to check whether the email has been

opened. Emails from TTP provide the recipient with a website link which they
must click on in order to view the content. This information is recorded and
you may see which emails have been opened by choosing on Messages =1 Send All.

from the top menu and click on Pickup Confirmations. |4 Pickup Confirmations

| Send Players Email...
| Send Players SMS...

||‘
0

Please note that this feature will only work once you have published your tournament for the first
time and only applies to match time emails i.e. “Reports” | “Players” | “First Matches” | “E-mails” or
“‘Reports” | “Players” | “Player Matches” | “E-mails”.

The list of messages will be updated to show which messages have been opened (Confirmed) and
which messages are unread (Waiting for confirmation) as shown in the example below:

@ Type  Status Player Created Sent Subject
QUMY Emal Confimed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
d 17/07/2016 16:5557  17/07/2016 16:52:26  Sutton =
@ 14007/2016 18:32:33  14/07/2015 18:33:08  Sutton
Players 1407/2016 17:55:58  14/07/2016 18:3%:07  Sutton
1407/2016 17:55:58  14/07/2016 18:3%:07  Sutton
- 14/07/2016 17:55:58  14/07/2016 18:3%:07  Sutton
@ 14/07/2016 17:55:58  14/07/2016 18:3%:07  Sutton
Roster 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton
L Exmal  Waiting for confirmation 18/07/2016 15:18:12  18/07/2016 15:18:15  Sutton
g—}’] L) Exmal  Waiting for confirmation 18/07/2016 15:18:55  18/07/2016 15:20:08  Sutton Tenris Academy Men's Open
L Emal  Waiting for confirmation 18/07/2016 15:20:02  18/07/2016 15:20:08 _ Sutton Tennis Academy Men's Open
Eaz Lt Emal  Confirmed 18/07/2016 15:14:13  18/07/2016 15:17:15  Sutton Tennis Academy Men's Open
; lipp Emal  Waiting for confirmation 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
O Lt Emal  Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
L Email  Confimed 14/07/2016 17:55:58  14/07/2016 18:35:07  Sutton Tennis Academy Men's Open
Matthes || 5 Emai Confirmed 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
L Emal  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
[_"]" L Email  Confimed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
s L Email  Confimed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
17/07/2016 16:5558  17/07/2016 16:52:26  Sutton
1407/2016 17:55:58  14/07/2016 18:3%:07  Sutton
E_‘ 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton
e MRS Mok e e

Please note that this feature does not work for text messages. SMS message will merely show as
Send per SMS.

—w
L
-
Z0
7}
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Some email providers block confirmation links which means that a player may have opened an
email although this will not be recorded within TTP.

=W
mX
=
4
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Using TTP at a tournament

Matches tab
The matches section of TTP contains all matches in the entire tournament separated into three
tabs:
e Scheduled
e Not Scheduled
e Finished
\®)
E 12 B s e @l ke K| 3o AT [a2) 3| |3a| 35| 6] A7) 38| |39 AGi Ac2 AG3
/- Search Previous Next Location: All v Court: Al v
Time Draw Round  Nr Team 1 Team 2 Court
[®] 5at03/02/2018 16:45  Open Mens Singles -Main Draw ~ R1 #1 8 e
Q Sat 03/02/2018 16:45 Open Mens Singles - MainDraw ~ R1 #2 N[
Q Sat03/02/2018 16:45  Open Mens Singles -Main Draw ~ R1 #3 | N [
Q Sat 03/02/2018 16:45  Open Mens Singles - Main Draw ~ R1 #4 | N &
[©)] 5at03/02/2018 17:00  Open Mens Singles - Main Draw  R1 #5 [ N § T
[5) 53t03/02/2018 17:00  Open Mens Singles -Main Draw ~ R1 #6 am
@ Sat03/02/2018 17:00  Open Mens Singles -MainDraw ~ R1 #7 am
@ 5at03/02/2018 17:00  Open Mens Singles -Main Draw ~ R1 #8 am
[£] Sat 03/02/2018 19:00 Open Mens Singles - Main Draw ~ QF #9 =
@ 5at03/02/2018 19:00  Open Mens Singles -Main Draw ~ QF #10
@ Sat03/02/2018 19:00  OpenMensSingles -MainDraw ~ W-QF  #16  Loser #1-Sat03/02/2018 16:45 Loser #2 - Sat 03/02/2018 16:45
Q 5at03/02/2018 13:00  OpenMensSingles -MainDraw  W-QF  #17  Loser #3-Sat 03/02/2018 16:45 Loser #4-Sat 03/02/2018 16:45
[©) 5at03/02/2018 13:15  Open Mens Singles -Main Draw  QF #11 i : -
Q 5at03/02/2018 19:15  Open Mens Singles -Main Draw ~ QF #12
@ Sat03/02/2018 19:15  OpenMensSingles -MainDraw  W-QF  #18  Loser #5-Sat03/02/2018 17:00 Loser #6 - Sat 03/02/2018 17:00
Q Sat03/02/2018 19:15  OpenMens Singles -MainDraw ~ W-QF  #19  Loser #7 - Sat 03/02/2018 17:00 Loser 8 - Sat 03/02/2018 17:00
[©] Sun 04/02/2018 17:00  Open Mens Singles - Main Draw _ SF #13 Winner =9 - 5at 03/02/2018 19:00 Winner #10 - 5at 03/02/2018 19:00
o S NAIND N1 17000 Nnan Mane Cinalas — Main Neau e #14  Winmar $11 _Cat N2/N7/I012 1018 Winmar %17 _Cat N2/N7/9N12 1016

All matches which have been allocated either a match date or a date/time are shown on the
Scheduled tab; matches which have not been scheduled appear on the Not Scheduled tab and
all completed matches are shown on the Finished tab.

Player “Status Icons”
The coloured next to each player's name indicates their status as follows:

@ Red = not warned (i.e. they have not opened their “first match time” email)
® Blue = warned (i.e. they have opened their “first match time” email)
® Green = checked in

Yellow = on court

Red underline = not paid

If a match contains a bye (i.e. there is only one player name shown on the draw sheet for a
particular match) then this will NOT appear on any of the tabs within the Matches section. You
should avoid leaving byes in draw where possible or you may lose track of such matches within
TTP.

Checking players in |

When player arrive each day they should sign-in on the
daily attendance sheet (see the Reports section on how
to print this from TTP). You can note their arrival on TTP

Checkin 4

—— ]

& Show Draw

which will change the colour of the “Status Icon” next to ] ScoreSheet
their name and help identify which players are missing. ] Match Sign
Match Properties...
To do this, right-click on any match hover over the 3
. : £ Movelp
Checkin option and choose the player concerned. © Move Down

Please note that checking in players is optional.

LTA Tennis Tournament Planner (TTP): User Guide
65

LTAR

—w
L
-
Z0
7}




You may also check players in by double-clicking on any match and x

Note Code Violations Messages

choosing the Check in tab. = o e —

&

[[] Ademola Baruwa

[[]sean Patrick.

Changing the order of matches scheduled at the same time Checkin R |
Where many matches are scheduled at the same time you can change !
the order in the list by right-clicking on any match and choosing Move | B
Up or Move Down. /
& Show Draw
] | ScoreSheet -
| Match Sign
5
. Match Properties...
(O Moveup
462 Move Down
Assigning a match to a specific court or umpire Match Information x
You may pre-allocate a specific court and/or an umpire to a match | s cesn  sones  romess

by double-clicking on the match and entering the court number or | @ R sy S anbren
umpire as shown in the example on the right. ' .

Time: Sat 23/07/2016 10:00

Score:

You must have set up courts and umpires within your TTP file in
order to use this feature (See Tournament Properties)

Tie-break

Status: w

I winner: F4 @) Unknown
F50)
)

Court: <None> ~

Duration:

- Sutton Tennis Academy
- Sutton Tennis Academy

1
Umpire: 2
3 - Sutton Tennis Academy
& - Sutton Tennis Academy
7 - Sutton Tennis Academy
8 - Sutton Tennis Academy
9 - Sutton Tennis Academy

Putting a match on court

You can tell TTP that a match has been placed on a
court by clicking on the symbol shown in the

;
<[]

example to the right and then choosing the court | e o R E E E
number. tocaton: | Al v out: m

Round Nr Team 1 Team2

You can also do this by dragging the match to one
of the courts shown towards the top of the screen.

B RS R R R R ES R R

—w
L
-
Z0
7}
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Placing matches on courts is optional but is a useful : w

way of keeping track of which matches are where, = ©Open Mens Singles o
how long they have been on and which courts are | e 1] - R
free. You may also hover over any of the court Start: 16:40 (5 mmutes)

icons and see the elapsed duration of an individual

i TTITYLI Y

Removing a match from court

You may remove a match from court by clicking the icon as shown E:J_lg |ﬁ —
in the first illustration and choosing the court number or right- 3 : »ﬂ Free Court
clicking a court number and selecting Free Court. g

3 s
As soon as you remove a match from a court q 7
the elapsed duration timer will stop. B s

@ 9

_J 10

[ 1
Recording results Match Information B X

. . Note Code Violations Messages
As soon as the result is known then you may record this by double- sore Cedein | Gomed | payments
. . . . . . Draw: Open Mens Singles - Main Draw

clicking on the match which will open a screen similar to the one Q Raund: 1(16)

Nr: #4

shown on the right.

Time: Sat 23/07/2016 10:00

Seore: — g 6|7

You may select the winner and complete the score. You may also 2le
enter or change the court number, duration or umpire name here if Tebresk| |4
you wish to. soe | -

Winner: F4 C) Unknown

If the match was a walkover or did not finish normally then make sure =
that the correct Status is chosen.

Court: | i3} 12 - Suttan Tennis Academy v

Duration: =

Umpire: <Mone > ~

If you record a match as a retirement, walkover, disqualification
(default) and the draw format includes a compulsory playoff you will
be asked whether the loser's name should be forwarded to the

playoff section of the draw:

i« | []Forward Loser

If you have set up Auto complete scores (see Setting up a tournament — Score), then you need
only enter the loser’s score in each set and the winner’s score will be updated automatically.

Do remember to check that the correct winner's name is selected.

You may also click on any match within a draw sheet to record a result.
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Online results  [— =

tournament

Online Results allows users to publish the TTP file and enter » software
the results on lta.tournamentsoftware.com. They can then
download the results back into TTP at the end of the
tournament or throughout the day. This is enabled in the
“Internet” | “Publish” window on the Online Results tab. A
button will then appear on |ta.tournamentsoftware.com called
online results where you will be able to login (using the
password set at time of publishing) and enter the results. To

General Online Resuits

Online Resuits: M
Off

Paseo:

download the results again go to “Internet” | “Download | etttk
Results”.

Read more about Online Results 1 s =
TP Network

TP Network allows two or more computers to use the same TTP file (one """ =
using the full TTP version the second using a version specific for control i}

desks). Both must be connected to the same network. This allows the B

control desk to enter the match results and place matches on court and
the referee to make draws, schedule matches and communicate with

players.

This is enabled from the main menu by selecting “Extra” | “Tournament o
Planner Network” | P

Read more about TP Network Download TP Network

Recording code violations

If a player is given a code violation in a match then this should be recorded by double-clicking on
the match and opening the Code Violations tab. After clicking add you will be able to enter all the
information relating to the offence.

Code Violation Properties Y

Score Chedkin Warned Payments General

MNote Code Violations Messages
!

ﬁf‘\ -

Code: ~

Player Step Code

Step: -

set: | |

Game: | |

Points: | |

Date: |18/07/2016 Now

Description:

Offidial: <None> -

canca || osty

oK Cancel Apply

You may also record code violations within the Players area of TTP by clicking on the Offences
tab.

LTA Tennis Tournament Planner (TTP): User Guide ‘ LTA E ?EINT’I‘SIQ
68



http://lta.tournamentsoftware.com/
http://lta.tournamentsoftware.com/
https://www.tournamentsoftware.com/product/article.aspx?s=2&id=8D361D7F-EC19-45A8-85C5-FDBBEF3200A8
https://www.tournamentsoftware.com/product/article.aspx?s=2&id=EC92CDBE-5172-426B-B4A9-7E0057FA30BC
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Recording withdrawals and non-appearances

Withdrawals and non-appearances should be recorded @ § .
within the “Players” area. Click on the relevant player, 7. === = == L
After clicking on Add you should enter details on the

offence including the type offence, withdrawal method, g B .
date and reason for withdraw (notes). o EE——
You may also record a code violation against a player

in this area too.

Cancel erly

+| e oK Cancel Apply

s g o1 s s wss
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Notes

The notes area of TTP may be selected from the right-hand vertical menu. It can
be used to create notes/reminders/memos relating to any area of your [_T
tournament. An example is shown below: Notes

s |

Modified Due Date Player Subject
[ Thu 21f0720...  Thu 28/07/2016 Remember to open the green balls for the 1080 event
[ Thu2ifo7/20...  Thu 21/07/2016 Give this player the trophy from yesterday's final.
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Printable reports

The following reports may act as useful tournament resources ner - Westway Summer Open Tour
before, during and after a tournament. Many reports can be aw | Report | Internet Message
exported to HTML, Word or Excel. The following reports may be a Matches v
accessed by clicking on the Reports tab in the top menu: | Draws b
i Players »

sy _

+ Sing & Entries r

(5 %) Toumament 4

¥5 Sy

Matches
Matches (Order of Play)

This report allow you to print a list of matches for any particular day. You may choose which fields
to include on the list and if you are running a tournament at more than one location you can choose
to print by location. This report should be used to print an order of play and put on display each day
at your tournament.

Match Forms

Match forms allow the referee to keep a written record of each match result. They also show
details of the winner’s next match within an event. The report prints 7 match forms on each page of
A4 paper.

Match Cards
This is a similar report to “Match Forms” and prints either 6 or 8 cards per page.

Match Signs

If you wish to produce scoreboard signs then you may run this report. Each match will print both
player names (and all four names in doubles matches) on an A4 page which can be attached to a
suitable scoreboard.

Court Schedule

This report produces a table showing matches scheduled by court and is primarily intended for the
referee/control desk official to keep a manual track of matches during a tournament day.

Export Press Results
Creates a text file showing all results for a selected day by event and in round number order.

Match Notes
If you create any Notes within a match record then you can print these out by using this report.

Alphabetical List

Produces a list of all players competing on a specified day and will show their first matches and
any further potential matches if they win.

Sign-In

A sign in sheet should be printed each day for players to use when they arrive at the tournament.
This report allows you to print sign-in sheets by location, if you are running your tournament at
more than one site.
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Scoresheet
For umpired matches, this report may be used to print scoresheets for one or more matches.

Blank Scoresheet
A blank scoresheet may be printed by running this report.

Draws
Draws

You may print off one or more draws by running this report. There are a number of printing and
scaling options and you can choose whether or not to show match dates and times on the draw
sheets.

Draw List
Produces a list of all draws in your tournament.

Draw Standings

For round robin events this report will show the standings of each player within a group. This
information is also shown on a draw sheet (when a round robin format draw is set up).

Round Robin Form
This report produces a form which allows results in a round-robin event to be completed by hand.

Round Robin Overview

If you want a list of all scheduled matches in each group of a round robin event then you should
run this report.

Round Robin Groups
If you want a list of all round-robin groups and their players then you should run this report.

Players
Players

You may produce a list of player using this report. There are many option to filter the list and to
choose which fields to include on the report.

First Matches

This report has several sub options and allows you print a list of each player’s first match, print
labels and/or to send details to players by email or SMS. This report is detailed more fully under
the heading Sending players emails and text messages (SMS) — Sending multiple messages.

Payments
This option should be used to run payment lists or to produce player receipts, if needed.

Player Matches

This report is similar to First Matches but will show ALL potential matches for a particular player
and not just their first match within an event.

Not Warned

If a player has been sent an email with a Website Confirmation and they have not opened the
email they will show as Not Warned. This report will produce a list of all such players.
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Active Players

This report will show all players who have matches to play in one or more events within your
tournament.

Players Elimination Status

If you wish to produce a list showing each player and when they played their last match within an
event then you may run this report.

Address Labels
To produce address labels for one or more players you may run this report.

Check Players

If there are important fields missing from player record then this report will show the details. This
can be useful for checking if players have entered too many events.

Entries
Entries

Produces a list of entries. It is possible to select multiple events and choose which fields you wish
to be included in the report.

Entry List
This report is used to print an on-site sign in sheet. It is not intended for use at LTA tournaments.

Entry Cards

Prints a list showing each player’s contact details together with the events they have entered - on a
separate page.

Partner Wanted
To produce a list of all doubles players who are looking for a partner, you can run this report.

Seeding List
This report shows the seeded players on an event by event basis.

Tournament
Tournament Overview

Produces a table showing the number of entries and matches in each event together with the
number of sets/games player and aggregate duration statistics.

Notes

If you have made any notes within the “Notes” area of TTP this report will enable you to print them
out.

Duration Statistics
This report summarises aggregate match durations on a round by round basis for each event.

Officials Statistics

Where umpires have been recorded against matches this report will summarise the number of
matches assigned to each official.
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Press Overview
Creates a report showing all results for a selected day by event and in round number order.

Match Status

This report allows you to print off a list of matches which did not end normally i.e. walkovers,
retirements and disqualifications (defaults).

Winners
Prints a list of winners for each event with the option of including semi-finalists.

Code Violations
Lists all code violations and withdrawals recorded for your tournament.

Players per Club

If you wish to produce a report showing the number of players for each club then you may run this
report.

Start and Finishing Times

This report will show the times that first matches started, last matches finished and aggregate
duration on a court by court basis. This report will only be accurate if you are placing all matches
on court throughout your tournament. See Using TTP at a tournament — Putting a match on
court and Removing a match from court.
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On-screen reports

In addition to printed reports there are four on-screen
Overview reports which can be viewed from within o o -
TTP. These appear as separate tabs as shown on the - — & ¥l = & & EX:R %

? Tennis Tournament Planner - Sutton Tennis Acaderny Men's O

Tournament Player Draw Report |nternet Messages

illustration to the right: )
e Tournament @
Tournament  Court Usage Statistics  Schedule
e Court Usage Overview
e Statistics
e Schedule (K ’ aament o
Tournament

This screen provides a summary of the entire tournament and includes links to many of the
commonly used areas and reports. It also provides a dashboard showing how your tournament is
progressing:

53 53 64 1 22 4

Players Enfries Matches Events Courts Days

100% 50%

Scheduled Completed

Court Usage

This report shows a summary of matches scheduled for each time slot on a day-to-day basis. You
can filter the report to show a specific location if you wish.

Statistics

Shows the number of entries and matches in each event together with the number of sets/games
played and aggregate duration statistics.

Schedule
Summarises the number of matches scheduled for each day — for each event.

-
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Backing up and restoring your tournament data

Backup
It is very important to back up your TTP files regularly, particularly during a % Tennis Toumament Planner - Westway
tournament. Taking a backup copy is a very simple process and may be Tournament | Player Draw Report
carried out by clicking on Tournament from the top menu and selecting ]| bew- Ctrl+N
Backup . DOpen.. Ctrl+O
Save As New Tournament..,

. . Close Ctrl+F:
You may choose where you store your “backup file” and each time you ; B;k :h:
create a backup it will be given a slightly different name which will include Ef S '
the date and time that the file was created. E.qg. ; . S

Backup of Westway Summer Open Tournament-20160721-1802.TPBackup
This backup file was created on 215 July 2016 at 18:02.

We recommend saving backup copies on a separate media such as another computer or a
memory stick. You may also email a backup copy to yourself.

If you wish to email a TTP file to someone else then sending them a BACKUP file is
recommended. Backup files are much smaller original TTP files some of which may be too large
to send by email.

Each time you publish your tournament to http:/Ita.tournamentsoftware.com a backup copy is
saved. Should you need to retrieve a copy of your TTP file then please contact Competition
Support or your regional office.

Restore

Restoring from a backup file is the reserve process of backing a file up. After % Tennis Toumament Planner - Westw
this process has been carried out then your data will be restored to the date | Teememe LElyer Brew Eepor

and time that the backup file was created. If you have been sent a BACKUP 4 3:” 2:2
file for a tournament which does not appear on your computer then the RSO, S—
restore process will create the file for you. Close CukeF4

¥4 Backup... Ctrl+5
If you have been sent a BACKUP file by email then download and save the |E' :‘::'MM

file to your computer first. Within TTP click on Tournament from the top
menu and select Restore.

You will be asked to browse to the location where you have saved your backup file. You will then
be asked to choose where you would like your data restored to. By default, the TTP file will be
created from the BACKUP file in your TTP folder (See Setting up your TTP programme options
— General Options (Default Tournament Folder).

Click on Finish and your new TTP file will be created. Do i CRL T m
remember that this will overwrite any previous version of the
same tournament.

Filename: |S: Wisual Reality \TTP\MID 1650398 Westway Summer Tournament.T| | Browse
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After the tournament

Pre-submission checks

Once you have completed your tournament the following tasks should be carried out before you
submit your results.

1.

If you have added any players to your TTP during the tournament you should run the LTA
player validation routine but only validate those players which have been added (see
the Player validation section of this manual for more details)

Check draw stage numbers for all events. (See Draw properties for more information).
Check that you have recorded all results, withdrawals and code violations

Make sure that any refunds are processed for players who were unsuccessful or for
reserves who were not called upon to play (see Processing refunds)

Sync and submit entries for the final time (see Downloading entries from LTA Online
[Sync Entries]). This will update the entry fee fields for all players who have been refunded

Make sure you publish your results for the final time (see Publishing your tournament)

If any events did not take place then log onto the Competition Organiser area your LTA
profile and make sure that these events are marked as “cancelled”

Automatic submission of results

To submit results data to the LTA, click on Tournament from the top menu | Tennis Toumament Planner - Westws
and select LTA results. Tournament | Player Draw  Report
] New.. Ctrl+N
You will be asked whether you have checked your draw stage numbers (as |~ 2™ cul+0
per paragraph 2 above). Click on Yes and you will see a screen similar to Save As New Toumament...
the following: Close Cul-F4
o1 Backup.. Ctrl+5 I
LTA Results ® §1 Restore..
Log £ LTA Player Validation...
K. o e aon g et LTA Results I
Upload Save

You should review any warning messages and take appropriate action. If you receive a message
saying that one or more events are not finished (as in the example above) then you should check
this before continuing. If however the events did not take place then provided you have followed
Pre-submission check no. 6 then you may proceed and click on the Upload button.

7
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The upload process will take a few seconds and you should receive the following message:

Information *

o *Your tournament results have been received and we will
contact you with any issues,

Within 45 minutes you should receive an automated email which will confirm the status of the
results submission process.

It is very important to contact you LTA regional office if any of the following happen:

e You receive an error message when uploading results
e You do not receive a status confirmation email within 45 minutes
e The status confirmation email indicates that there has been a problem

You should forward a copy any status confirmation email and a BACKUP copy of your TTP file
to your regional office explaining what happened.
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Function keys and other keyboard shortcuts
The following list shows all keyboard shortcuts available within TTP and the areas in which they

may be used:
Area Key Action
All areas F1 Takes you to the Help area
All areas F2 Takes you to the PLAYERS area
All areas F3 Allow you to pick-up players from the player database
Matches 6 Takes you to the match ?n the DRAW _
Draws Takes you to the match in the MATCHES list
Roster F8 Finds a player in the ROSTER
All areas F9 Finds a player in the DRAW
All areas F10 Displays all scheduled MATCHES for a player
All areas F11 Takes you to the tournament CALCULATION area
(Dou[t)JIZZVSOnIy) F12 Allows you to change a doubles partner
All areas ALT+F4 | Closes TTP
All areas CTL+F1 | Takes you to context sensitive help
All areas CTL+F4 | Closes the existing TTP file (but keeps TTP open)
All areas CTL+N | Creates a new tournament
All areas CTL+O | Opens an existing tournament
All areas CTL+S | Creates a BACKUP copy of your TTP file
Roster Ins Allows you to create an entry for a player (only applies to the Main

Draw and Qualifying Draw rosters)
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Advanced TTP functions

There are many functions within TTP which will not be used by most tournament organisers and
referees when running LTA competitions. For reference purposes a brief overview of these and the
top menu tab where they can be found are shown here:

Tournament
Income and Expense
Allows you to create a basic income and expenditure account for your tournament

Player
Not warned

Displays all players who have not read their match confirmation emails together with their
telephone numbers. Allows you to mark players as Warned and send players emails or SMS
messages.

Player database

Allows you to copy players from your TTP file to a master database. Such players may be
accessed for marketing purposes and/or imported into other TTP files.

Import entries
Allows you to import entries from another TTP file or from a suitably formatted Excel spreadsheet.

Import rankings

You may import player ratings from a suitably formatted Excel spreadsheet although this function
will not generally be used as player ratings are imported automatically using the Player Validation
routine.

Clubs
Allows you to manage the database of players’ clubs.

Import Clubs
Allows clubs to be imported from a suitably formatted Excel spreadsheet.

Export Clubs
Produces an Excel spreadsheet showing all players’ clubs.

Draw
Links

Enabled you to create links between draws. E.g. the winner of a particular match may be
automatically forwarded to a predetermined position in another draw. Commonly used to forward
players from a qualifying draw to a main draw.

Adjust standings

This function allows you to manually change the position of players in a completed round robin
draw. It would only normally be used if there is a dead heat for a position and a tie is broken by lot.
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Calculate

This feature tries to calculate the maximum capacity of your tournament based on settings which
you can choose.

Layout
Allows you to amend the columns and other information which appear on draw sheets.

Export to Excel

Creates an Excel file showing all draws with up-to-date scores and (optionally) scheduled match
dates and times.

Internet
Generate HTML

Creates draws and orders of play in HTML format for your tournament. NB: This function is now
obsolete and has been replaced by the Publish feature which automatically uploads details to
http://Ita.tournamentsoftware.com

Extra
Tournament TV
Allows you to configure settings if you are using TTP in conjunction with Tournament TV (TTV).

TTV is a separate application which allows you to display tournament information in real time on a
separate TV or computer screen.

For more information please visit http://www.tournamentsoftware.com/product/home.aspx?s=15

Help
Contents
Provides comprehensive help on all areas of TTP.

Internet site
Takes you directly to http://lta.tournamentsoftware.com/

System info
Displays diagnostic information.

Check for updates
Checks that the version of TTP you are running is up to date.

Register
Allows you to change the licence from one user to another.

About Tennis Tournament Planner
Shows the current TTP version and build number.
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Order of Play Grid

TTP includes a facility to create an order of play and schedule matches to specific courts instead of
producing a list of matches. To enable this facility go to tournament properties and open the
Draws tab and tick the Show order of play grid.

Once selected you will see an addition icon appear in the right hand menu.
Clicking on this icon will allow you to set up an order of play for each day on a aml
court by court basis.

I <

Order of play
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Need further support?

If you need further support or assistance using TTP, please contact either your Regional Office or
the British Tennis Services Team.

Region Town Telephone Email

North Bolton 01204 488 134 north@Ita.org.uk
Leeds 01405 768 888

Midlands Loughborough 01509 226 722 midlands@Ita.org.uk
Edgbaston 01509 226 722

East Cambridge 01223 210111 east@Ita.org.uk
High Wycombe 01494 471 238

South East Roehampton 0208 487 7204 southeast@Ita.org.uk
Bromley 01689 880 755

South West Southampton 02380 738 550 southwest@lIta.org.uk
Bristol 01179 626 723

British Tennis Roehampton 020 8487 7000 info@Ita.org.uk

Services Team
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