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INTRODUCTION

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 based 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 e Windows 7
e 1-gigahertz (GHz) processor  Windows Vista
e 1 GB main memory e Windows XP

500 MB free hard disk space

Supported Windows versions Optional
e Windows 10 e Internet connection
¢ Windows 8 e Printer

Important parts of the guide are highlighted in red boxes:

Whilst tips are highlight in blue boxes:

Further support is available from the LTA Customer Support Team via the following webform.
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https://www.lta.org.uk/about-us/contact-us/

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 Tennis Tournament Planner (TTP) licence
by going to the following area of the LTA website:

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-resources/ttp-and-
league-planner-application-form/

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 do not open it.

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 continuaf!y being deve|o;>ed soitis important to check that you are using the latest version.

Latest version Release date Version number

Download TTP* 22/02/2021 2021.1b Version Update Log

*Please wait to receive a 2021 licence before installing the 2021.1 version.

Further information on how to install the software can be found here.
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Registering your TTP licence

To register your licence:

1. Open the email which you received from the 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.

Error X

| This license will only work with version 2020 of the
software.

Currently you have version 2021 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 | 23 |
Demo =D
View the demo version or register,

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

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.
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Registration

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

Registration

Registration
You have successfully registered.

Success

Registration complete.

License Name:

Close Help

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. Updated versions of
TTP may also be released throughout the year too.

Please check and act on emails from the LTA regarding both new versions and licence renewals.
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If you do not renew your licence or download the new version each year then the application
will stop working on 1st March and you will be unable to administer any new or existing
tournaments

Information @
o This license has expired,
Please renew your license,

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 ]jelpL

Jd & 2 &8 e © Contents F1

-~

%4

@ #| Internet Site

System Info...

Tournament  CourtUsage Statistics  Schedule

Overview Check for updates...
Register...
m Tourna ment Pl ann ) About Tennis Tournament Planner
Players p—
-— " ;

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

It is worth to note that the Check for updates option will only flag new versions.

If we are releasing an updated version of the current software release (for example swtiching from
2021.1 b to c) that will not be flagged through this option since we are still using the 2021.1 version
of the software.

Please check the following website when receiving a notification of a new software release.

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-resources/ttp/
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Checking which version of TTP you are using

You may check the version you have installed as follows:

¥/ Tennis Tournament Planner

Joumament Player Draw Report [nternet Messages Extra

Help |

JEBHRlE S « 28252 © Contents F1
. 9| Internet Site

2 9
9 i.' System Info...

Tournament Jsage ics Schedue

Overview ok S Check for updates...
7 Register..,
m Tournament Pla n o About Tennis Tournament Planner J
Players
=

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

About Tennis Tournament Planner X

: tournament
Version 2021.1.7723.57498 (22-Feb-2021 15:58) coftware
Copyright © 1993 - 2021 Visual Reality

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

¥/ Tennis Tournament Planner

Joumament Player Draw Report [ntemet Messages | Extra | Help
SIEA TR ¥ 2 888 | options..
@ Tournament TV
v_ﬁ Tournament Planner Network
Tounament CourtUsage Statistics Schedule
Overview
e
B & Tournament Planner
Players

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 Mames Match Colors  Scheduling  Internet
Default Tournament Folder: |C:\J..lsers\.David Fuchs\Documents\Tournaments | Browse
Default Backup Folder: |C:\J..lsers\.David Fuchs'\Desktop | Browse
[Iremember Height
[CIremember Width
Date Format: |Day + Date il
Time Format: | Windows e

Country code:
Phone Prefix: l:l

Phone Comport: |COM1  »

Default Cancel

The other options on this tab are unlikely to be used.
Player Display Names and Capitalisation

You can choose how player names appear within TTP and on reports (including draw sheets):
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Options X
General Player Names Match Colors  Scheduling  Internet

Order
(O Lastname, Firstname
(®) Firstname LastName

Last Mame:

(0 Do not format

(®) Capitalize first letter
() CAPTTALIZE

First Name

(0 Do not format

(®) Capitalize first letter
() CAPITALIZE

Default Cancel

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

Options X
General Player Names Match Colors  Scheduling  Internet
[“]Draw line between match times

[ Use colors in match overview

[ show flags in match overview

Default 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).

Options X
General Player Names Match Colors  Scheduling  Internet

Proxy Server

[Cuse a proxy server

Email

From email address: ‘david@t&nnisuk.net ‘

Outgoing mail (SMTP): ‘mx%SSUZ‘smbfnginE‘:um ‘ Port: ‘25 |

[ This server requires an encrypted connection (55L) Help
My server requires authentication

Account Name: ‘david@hennisuk.net ‘

Password: ‘D.cc.o. ‘

Default Cancel
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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”).

Firewalls and anti-virus settings may need to be reconfigured to allow sending of emails from TTP.
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SETTING UP A TOURNAMENT

1. A separate file needs to be created for each competition. To create a new file, click on the
word Tournament in the top menu or hold down the Control key on your keyboard and
press “N” (Ctrl+N):

|V) Tennis Tournament Planner

Journament | Player Draw Report |Internet Messages Extra Help

) New.. Ctrl+N -
.~ Open.. Ctrl+0
Save As New Tournament..,

Bge Statistics Schedule

Close Ctrl+F4
Bl Backup.. Ctrl+S
$1 Restore...
& LTAPlayer Validation...
Import Tournament Data...
& Player Validation...
Import Results... Open a recel
< pent .
Import Schedule... b et % Tennis!
A Properties... AR
Income and Expense... 7 Sutton
Exit ck for an update. / Ci\Users
[ Version 2021.102-Jan-2021 09:14
,.r Installation path:
C:\Program Files (x86)\Visual
Notes Reality\Tennis Tournament Planner\

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

3. You will then be asked the following:
6 Do you want to download a sanctioned tournament?

Yes No

4. For LTA sanctioned competitions, you should click “Yes” and you will be prompted to enter
the tournament key (code) and your LTA username and password:

5. If you are not sure of the tournament key you may look this up by logging onto the CMS.
6. Your username and password is the same one used to access your Competition Organiser

profile on the LTA website/CMS. You can reset your password at
https://www.Ita.org.uk/member/forgotten-password/.

7. After you have done this you will be taken to the tournament properties area.

Tournament Wizard X

Logos TENNIS|
Enter your username and password R BRIT

TournamentKey: |SUR-21-0245

Username: |Ita.david. fuchs|

< Back Next > Cancel Help
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TOURNAMENT PROPERTIES

The basic tournament information is held within the Tournament Properties area which is split
into 12 separate areas each of which has its own tab. For tournaments created by downloading a
sanctioned tournament from 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://competitions.lta.org.uk

Entry Fees Draws Scheduling Score Offidials
Info Address Events Days Times Locations/Courts Round Robins
Tournament Name: [@ Tournament Organizer: |David Fuchs
1 Tournament Number: Organizer Phone: |+443332479819
Tournament Type: |Weeklong v Organizer E-mail: |david@tennisuk.net

Grading: ' <None> Referee:
Referee Phone: |+443332479819
Referee E-mail: |david@tennisuk.net

Report logo: |C:\Users\david\Dropbc!

o
IIII o
A
a
il
&
d

Sponsor Banner: |C:\Users\david\Dropbc

Import Cancel

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

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 by downloading a sanctioned
tournament.

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

Venue: [Magdalen Park LTC Phone: (0333 2479819

Address 1: l38MagdaIen Road Fax: |

Address 2: [Wandsworlh Email: !info@hennisuk.net

|
|
|
Address 3: [ | Website: |www.tennisuk‘net
|
|
|

Postal code: [SW18 3NP Twitter: |
City: [LONDON
State: |
Country: |EJ Great Britain ~
Time zone: | (UTC+00:00) Dublin, Edinburgh, Lisbon, London M|
= o1/ o
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Add your venues/company’s Twitter handle (e.g. @BritishTennis) or Twitter hashtag (e.g.
#countychamps)

Events

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

i

3 Tournament Properties
Entry Fees Draws Scheduling Score
Info Address Events Days Times Locations/Courts
é Name Gender Type Level Min  Max Fee
= Mens Singles Men Singles £23.00 Lin
‘ =] Womens Singles Women Singles £23.00 Lin
[ =] Mens Doubles Men Doubles £11.50 Lin| |
=} Mixed Doubles Mixed Doubles £8.00 Lin
=} M5 45+ Men Singles 45 £23.00 Lin| |
[
1
< >
Import

Officials
Round Robins

Pick
Add
Edit

Delete

o[ ome

For competitions created by downloading a sanctioned tournament, most event information will not
be editable. You should however set the Scoring Format for each event and draw stage, as

shown below:

| E

vent Properties

1
) General Stages Grading Availabiity Dates

| B

Name Type
'J| =} Main Draw Main Draw
! 4 Qualifying Qualifying
i =} Consolation Consolation
i 9 Extra Extra
o  Lucky Losers Lucky Losers
S -] Reserve Reserve
; | Exdude Exdude
|e
Add || Edit Delete

Stages should be listed in the order in which they

are played from bottom to top.

e o ]| cne

Apply

General

! Main Draw

Type: |Main Draw

Scoring Format: | <Use tournament default>

Consolation: | <Use tournament default>
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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.

Days
The Days tab may be used to set up the days on which your tournament is taking place. For

tournaments created by downloading a sanctioned tournament, the dates will be populated
automatically. You may delete dates on which no matches will be scheduled, if applicable:

Entry Fees Draws Scheduling Score Officials

Info Address Events Days Times Locations/Courts Round Robins
i« May 2021 » Add Delete |
Mon Tue Wed Thu Fri  Sat Sun [Fri 30/04/2021
171026 27 28 29 30 1 2 {fsat 01/05/2021
TEed FEE Senuansn
[EMon 03/05/2021
017 18 19 20 21 2 2 .—jjT°”o4//05//2021
2124 25 26 27 228 29 30 =
21 3 1 2 3 4 5 6
Today: 09/03/2021
Import Cancel

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:

Entry Fees Draws Scheduling Score Offidals
Info Address Events Days Times Locations/Courts Round Robins
Times per day: S Create 1Day All Days Copy
#1 #2 #3 #4 #5 #6 #7 #8 #3 #10 #11 #1

Fri 30/04/2021 18:00 19:00 19:15 _:
Sat 01/05/2021 10:15 10:30 10:45 11:00 11:15 11:30 11:45 12:00 12:15 12:30 12:45 13:
Sun 02/05/2021 10:15 10:30 10:45 11:00 11:15 11:30 11:45 12:00 12:15 12:30 12:45 13:
Mon 03/05/2021 10:15 10:25 10:30 10:35 10:40 10:45 10:50 10:55 11:00 11:05 11:10 11:
Tue 04/05/2021 18:00
< >

Import Cancel

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 X
Draws Score Offidals
Info Address Events Days Times Locations /Courts Round Robins Entry Fees
Location Courts Capacity Add
¥ Cheam LTC 5 210 "
E Sutton Tennis & Sgquash Club 9 378 ELE
Delete
Specify available courts manually w
Import Cancel
For each venue you can create, amend or delete courts:
Location Properties =

General  Address  Available Courts

%

Court Create
B acd
Hs Edit
B« '

Delete
Hs
Hs
B
|E| 8 Move Up
EE]

Move Down

ot | [ eriy

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:
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General Address Available Courts
10:15 10:30 10:45 11:00 11:15 11:30 11:45 12:00 12:15 12:30 12:45 13:0(
Fri 30/04/2021
Sat 01/05/2021 6 6 6 6 6 6_
Sun 02/05/2021
Mon 03/05/2021
Tue 04/05/2021
< >
Available courts: 8 |  This Day All Days [ Copy
[ ok 10 cancet [ somy

In order to schedule matches you must set up tournament days, times, locations and
available courts.

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 Scaore Officials
Info Address Ewvents Days Times Locations/Courts Round Robins Entry Fees
Location Courts Capacity Add
E Sutton Tennis Academy 24 369 g
E Sutton Tennis Academy ORAMGE courts 11 539 Eii
E Sutton Tennis Academy RED courts 5 1059 Delete
Specify available courts manually e
Import Cancel
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You should not change the settings in this area if you are running an LTA tournament:

Tournament Properties X
Draws Score Officials
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Scoring:  |LTA ~
Impaort Cancel

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

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 ltems
which may be chargeable to players (such as Social Event Tickets, T-shirt sales etc.):

Tournament Properties >
Draws Score Offidals
Info Address Events Days Times Locations /Courts Round Robins Entry Fees
Calculation Extra [tems
B d tr
@ Based on entry Mame Fee Add
() Based on participation
Edit
Type: Sum Of Event Fees ~ Delete
Mowve Up
Maowve Down
Currency: |QOther o
impart Cance
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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 Scheduling Score Officials
¢ Show match numbers in draws Show round numbers in round robins
[Cshow duration in draws [[IBalance home and away in round robins
Show seeds in bold font @ < minutes break after match
Show bye numbers Mixed Doubles Order
[[Jshow courtin draws O Unchanged
Women First
[C]show location in draws O
@ Men First

Show partners alphabetically
[[] check offical neutrality

Check-in: | Per Match v
[CIshow first check-in

¥/ Tennis Tournament Planner - Westway Summe

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

Journament | Player | Draw Report  |nterne

15 e D AddPlayer

player)' 3 Delete Player
If the per player option is used, this checks in a player for all o 4} lncetfntry..  lns
matches in the entire tournament. As players sign-in on a Overview | ;& FindInRoster  FB
daily basis, the check in flags should be reset at the end of @ $> Findin Draw Fa
each day using the Reset Check in function on the Players Hmvers 8, ShowMatches  F10
menu. |  Send Email...

h 3 Send SMS...
You may also choose to highlight each player’s “First Roster Not Warned...
Check-in”. This is useful if you wish to hand each player a | Reset Check In
welcome pack or a free gift when they arrive for their first i] Player Database

Draws

match at a tournament. I -

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:
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the first time:

ﬂ @ E@'ﬂ @ ?ﬂ 31| 32| (33 %ﬂ |15] 116 @ @l [19] Aci A
= s S S S G G S S G = = S S
Previous Next Location: All Court: All
Time Draw Round  Nr Team 1 Team 2
)] Sun 04/02/2018 16:00  Open Womens Singles QF #1 (1]
@ Sun 04/02/2018 16:00  Open Womens Singles QF #2 (1)
® Sun 04/02/2018 16:00  Open Womens Singles QF #3 1l 1]
O Sun 04/02/2018 16:00  Open Womens Singles QF #4 1l 1]
) i |
To remove the number “1”, double-click on the match, o o BEwER Emages
“ .y . . ore n arne aymen
choose the “Check-in” tab and tick the checkbox against
the player’s name to show that they have checked in for &
[JLara Bakhaya
[CJFirst check-in
[JLarissa Gungah
[JFirst check-in
(o[ et [ ot

Score

This area allows you to set a a default scoring format. This will apply to all stages of 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

reSUItS Tournament Properties x
Info Address Events Days Times Locations/Courts Round Robins Entry Fees
Draws Score Officials
Name Add
1x Tie Break (7 Points) Edit
3 x Mini Tennis Tie Break (7 Points)
1 x Mini Tennis Match Tie Break Delete

3 x Mini Tennis Match Tie Break.
1% Short Set
33 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 x Mormal Sets (Match Tie Break)
</ 33 Normal Sets (Match Tie Break - record as [1-0]...
3 x FAST4 Sets (Fast 4 Match Tie Break)

Set Default

Auto complete scores

Import
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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:

Info Address Events Days Times Locations/Courts Round Robins
Entry Fees Draws Scheduling Score Officials
Name Country  Club State Add
¢ & Fuchs, David GBR Surrey Edit
B Davey, Angela GBR Berkshire
B Drewe, Chris GBR Essex Delete
[} ﬁ Guillonnet, Jean-Pierre GBR Surrey
@ Lovel, Ray GBR Chreshire Import
I B Stannard, Ben GBR Essex
|
tnport Concel

e Enter the name and country of the official
¢ Enter the start and end date the official will be working
e Select their role from the Function drop down

It is also possible to import a list of officials from an Excel spreadsheet.

Official Properties =

General

@

Last Mame: m |

First Name: |David |

State: |5urrey |

Country:

EEFS Great Britain ~
Clubs <Mone = -

StartDate: |25/07/2016 ~

Function: | Referee -~

Gancl =
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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

>
File —
Select the file to impaort from ? '-

Tournament File:

| | Browse

|:| Organizer

[] address

|:| Events

|:| Times

I:l Locations

I:l Entry Fee

I:l Extra Items
[ scoringformats
[ officials

All Mone

< Back Mext Cancel Help

You should not import Events using this feature when a tournament has been created by
downloading a sanctioned tournament. This is because events are assigned a unigue identifier
within the LTA database/CMS and entries/results will not be processed properly if the pre-
populated information is overwritten by importing information from a previous TTP file.
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If any major changes are made to your tournament by your CDP or the LTA Competitions Team,
such as events being added / removed, changes of dates, etc, it is important to update the TTP file

with the new information from the LTA database.

This is done by clicking on the word Tournament in the top menu and choosing Import

Tournament Data.

You will be prompted to enter the tournament key (code) and your LTA username and password:

This will download the latest tournament data from the LTA database.

¥/ Tennis Tournament Planner - Sutton Tennis Academy Ac

I‘ Jourmnament I Player Draw Report |nternet Mess

1 New.. Cerl+N
7 Qpen... Ctrl+0

Save As New Tournament...

Close Ctri+F4
¥4 Backup... Ctri+S
¥4 Restore...

& LA Player Validation..,

L Import Tournament Data,

Acad A
Q, Player Validation... i) e

import Resulits...

Import Schedule... ament properties

your toumament
4 Properties... =

Income and Expense...
£s

Exit - - t.lmament on the

web!
[ _.r e View this tournament on the web
o Order SMS credits

Infarmation

Tournament Wizard X

Logon TENNI!
Enter your username and password FOR BRIT.

Tournament Key: |SUR-21-0245

Username: |Ita.david. fuchs|

<Back Next > Cancel Help

This is a very important step which, if omitted may cause major issues when downloading
entries.
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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/CMS periodically. You

may also add entries to your TTP file manually or via the CMS.

Downloading Entries from the CMS

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

on Entries.

¥/ Tennis Tournament Planner - Magdalen Park Senior Open Tournament

Tournament

ITEZ U TFI e =28 @ Publsh.

Player Draw Report | Internet | Messages Extra

Download Results...

Tournament  Court Usage T Staustes ™ serenare

When you see this message click on Next.

% ![Q) Entries... |

Help

Tournament Online

Internet Entries
Click next to pick up your entries.

This wizard will help you pickup entries from the internet.

You can select which entries you want to add to your tournament.

If the events of an online entry are different from the same player in your
tournament it will show up in red.

Click next to continue.

<ons == =
You will see a progress screen showing information similar to this.
Click on Next to continue.
Tournament Online
Downloading Entries
Please wait while your entries are picked up.
Click next to view your entries.
Log:
‘/i Connecting to server
/ Retreiving entries (This may take several minutes)
J 93 entries on the server
/88 new players added, 0 players already in the tournament, 0 deleted players, 3 withdrawn
£, 2 players have not paid, these will not be added automatically to your tournament.
/& You can find these player on the next screen, tab [Not Paid].
\/ Connection ended
<Back [ Concel | Help
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You will see a screen with up to four tabs, similar to the following:

Tournament Online

Select Entries
Please check the players you want to add to your tournament. Players in red already
exist in your tournament with other events.

16U BS 18U BS 21/07/2005 Church Bro...
12U GS 14U GS 10/02/2009 The Edgba...

11U BS 12U BS 14U BS 10/0S/2010 The Edgba...

<

New Existing Withdrawn Not Paid

Name Member ID Events G DOB Club cN
& 12U GS 14U GS 16U GS F 19/07/2009 Stratford ... G
v 18U BS M 13/11/2004 Burnleyla... G
p=3 10U GS F  11/06/2011 TheCityof... G
8 8U GS F  16/09/2013 Keniworth... G
8 Womens Singles 18U GS F 18/01/2007 Tennis World G
S 11U GS F  05/09/2010 TheEdgba... G
8 Womens Doubles F 05/12/2007 Blossomfiel... G
8 Mens Doubles M 05/07/2006 Byfield Ten... C
8 16U BS M  19/03/2008 Ludlow Cas... G
8 SU GS F 12/06/2012 Manor Park G
H& M c
8 F c
8 M c
A & -
<

v

<ons coce | [ b

Players included on each tab are as follows:

New — Players that have entered one or more events since entries were last downloaded.
Existing — Players/entries that have been imported into the TTP file previously.
Withdrawn — Players who have cancelled/withdrawn their applications

Not Paid — Players who did not complete the payment process (please note that such players will
not be imported into the TTP file automatically and should be disregarded)

Deleted — Players who have been previously deleted from the TTP file

NB: Not all tabs will necessarily be shown. E.g. the “Existing” tab will not appear the first time you
download entries from the CMS.

Checkboxes will be shown against players’ names on each tab. It should not normally be
necessary to change any of these checkboxes.

After clicking on Finsh, you will have the option of printing entries, if you wish to do so.

Tournament Online X
Print 7]
Please select the entries you want to print. Y
Print Entries

@ Al onine entries

O All new entries

[]1 page per player
Print

Back Close Cancel Help
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After clicking on Close you will be able to see the players who have entered the tournament on the
Players area. You will also be able to see a list of individual entries within the Roster area as
shown to the right.

By default, the Roster area contains the following seven tabs:

Main Draw
Qualifying
Consolation
Extra

Lucky Losers
Reserve
Exclude

Players who have entered an event will appear on the Main Draw tab by default. Players who have
entered an event but have cancelled via the CMS will NOT appear on any of the rosters, but will
still appear on the Players area.

Please note that this is a change from previous versions of TTP where such players were shown
on the Exclude roster.

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 Tournarment Planner - South East Summer ¥/ Tennis Toumnament Planner - South East Summer Co

Journament | Player | Draw Report  |nternet N

urnzment  Player Draw Report  |nternet | 5 8 S AddPiayer o
- T‘l 1 B l= B "= E'E ,_': "-:' £ Delete Player
1 paap ',Jj _‘3 Insert Entry... Ins _|
d Play = .
'j _'l| a —ﬁl Overview | 48 Find In Roster 2] —
B §> FindIn Draw F9
@ 8. Show Matches  F10
It is important to check that any players added manually to FEE Send Bl
events are eligible to play. Alt_hough TTP will warn you if you B s
attempt to put a player of the incorrect gender into an event it e Mot Warned
o

will not check age eligibility.

Players may also be added manually via the CMS.

Excluding Entries

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
player has entered more than the maximum number of events allowed or an invalid combination of
events.
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Exclude Entries X
Event: | Allevents v Order: |Verhindering v Exdude Entries: 23, Exduded : 0
Event  No.. Name L. Events N... Name L. Events N... Event E. [Eu
1 BMS-3 6% 3 Ms-3MD-3 2 B Ms-3 14 0
2 BMD-3  56% 3 MS-3MD-3 2 B m-3 9 0
3 BMD-3 3% 3 Ms-3MD-3 2 3 Ms-3MD-3 2
4 @MD-3  27% 3 MS-3MD-3 2 4 Ms-3;MD-3 2
s BMS-3 27% 3 MS-3;MD-3 2
6 @MD-3 25% 3 MS-3MD-3 2 3 MS-3;MD-3 2
7 BMD-3  25% 3 Ms-3;MD-3 2 3 Ms-3;MD-3 2
8 MMS-3 25% 3 Ms-3;MD-3 2
9 MMs-3  25% 3 Ms-3MD-3 2
10 @ MS-3  25% 3 Ms-3MD-3 2
1 @M-3 25% 3 MS-3;MD-3 2
12 BMS-3 25% 3 MS-3MD-3 2
13 @MD-3 12% 3 MS-3;MD-3 2 3 MS-3;MD-3 2
4 BMS-3 12% 3 MS-3MD-3 2
15 @MS-3 12% 3 Ms-3;MD-3 2
6 BMS-3 12% 3 MS-3;MD-3 2
17 §MD-3  12% 3 Ms-3;MD-3 2
18 @ MS-3 12% x4 MS-3;MD-3 2
19 @ MS-3 0% 3 MS-3;MD-3 2
20 @ MS-3 0% 3 MS-3MD-3 2
21 §MD-3 0% 3 MS-3;MD-3 2
2 @Ms-3 0% 3 MS-3;MD-3 2
23 B MS-3 0% 3 MS-3;MD-3 2
Close

Downloading entries from the CMS is an IMPORT process only. It will not update the CMS
with any changes you have made to the TTP file, such as adding manual entries. It is therefore
recommended that any manual entries processed prior to the tournament being published are
added via the CMS

Player Properties
Each Player record contains nine tabs and these are % Propetties X
shown to the right: Fee Note Messages Offences
General Address R&R  Events Availability
e General 8,
e Address v ,
¢ R&R (Rating and Ranking) Last Name: | |
e Events First Name: | |
e Availability Micdle Name: | |
e Fee Gender: =
¢ Note Dateofmith: [ |
e Messages memberm: [ ]
¢ Offences cb: | <one> v =
Entry Date: [12/03/2021 [~ | Time: [16:11 |
As a minimum you need to enter the player’s Entry Method: |Manual =
e Lastname
e First name
e Gender
e Member ID (used to be called as BTM). il o | [Desed | [

You can import other player information from the LTA database when you run the Player
validation process
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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 Note Messages Offences
General Address R&R Events Availability
Address: | |
| |
| |
City: | |
County: | |
PostalCode: | |
Country: <Mone = ~
Phone Home: | |
Phone Office: | |
Mabile: | |
Email: | |
i || 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 and/or Import Rankings
processes are 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: 8 -

——
12U Boys Singles A
14U Boys Singles
Quaorn Family Tennis Cup Yellow Ball Event W

e Gt | [ ot

Availability

If a player is unavailable for a period of the tournament then
this may be recorded here by selecting one or more cells and
pressing the 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 are unavailable until 12:00 noon on the first day of
the tournament.

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.

TENNIS
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17 Properties X
Fee Note Messages Offences
General Address R&R Events Availability

Play County: | Suffolk S
Rating S/D: | 10.1 V| 101 N
Category Rank Points
Ms 10406 77.00
BS 18 4061 77.00
BS 16 2786 77.00
BS 14 1410 77.00
BS 12 299 77.00
BS 11 71 77.00
Add Delete
17} Properties Pt
Fee MNote Messages Offences
General Address R&R Events Availability
Open Mens CONSOLATION Sing|_| 16U Boys Singles
Open Womens CONSOLATION 5[ | 16U Girls Singles
2l Mixed Singles 18U Boys Singles
%] 12U Boys COMSOLATION Sinale [IIEINEelSE=0, W2
12U Girls CONSOLATION Singles|_| Open Mens Singles
14U Boys CONSOLATION Single:[ | Open Womens Singles
14U Girls CONSOLATION Singles| | Open Mens Doubles
16U Boys CONSOLATION Single:[ | Open Womens Doubles
16U Girls CONSOLATION Singles
18U Boys CONSOLATION Single:
18U Girls COMSOLATION Singles
49U Boys Singles
aU 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
Partrer: <Mone >
12U Boys Singles
14U Boys Singles
o G| [ ooy
17} Properties *
Fee MNote Messages Offences
General Address R&R  Events Availability
15 | 30 &0 Mot available Partner not available
Partner: <Mone > w
TR = =R = = = T
SS9 88 P8 o0 - - MM D D
QWO WoWowowowowo
c&dcdcdcdasdas&sads
Mon 17/08/201
Tue 18/08/2015
Wed 13/08/2015
Thu 20/08/2015
Fri 21/08/2015
Sat 22/08/2015
L4 >
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Fee ?/ Properties s
General Address RE&R Events Awailability
. . Fee of essages ffences
This tab is used to record player entry fees and should be 0
updated if you process a manual entry. yame vae Fee
For entries made via the LTA website/CMS where payment is e —— -
made by Stripe then this information will be populated EntryFee: 2300
. . . . . Total Fee: £24.00
automatically each time you Download Entries. Stripe refunds will pecouts
also appear here too. Payments
Date Type Amount
. . . . . By 30/05/2016 Paypal £24.00
You may also print a payment receipt from this tab is you wish to. "
add Delete Paid: £24.00
Balance Due: £0 . DD
NOte i+ & oK Cancel Apply
This area may be used to record any information relating to the S — .
player or his/her application. E.qg. If a player has declared a Grd pm RER B kit
. . Fee o Messages Offences
medical condition to you. — ?
Players may also submit additional information when making an
online application via the CMS 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:
a
@ Find: ||
Owverview
Mame
@ g & Carrier, Val
3 Fd Caso, Jack bl Crs Apply
Players g & Celesnik, Ru
a # lal Channon, L
5 3 4 Clarkson, 1
Messag eS v . - droperties X
General Address R&R Events Availability
. Fee Note Messages Offences
If you send the player any messages then these will be shown - — e
within this tab. L E-mail 19/12/2020 19:13:54  Sutton Tennis Academy
| | L E-mail 16/12/2020 14:01:25  Sutton Tennis Academy
Let E-mail 07/12/2020 14:24:14  Sutton Tennis Academy
You can double click a message to view the contents.
Matches Liam s
o + e |II Cancel Apply
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Offen ces IR Properties X
General Address R &R Events Availability
Fee Note Messages Offences
This tab should be used to view and record: Code Date
§5woB 13 Dec 2020
e Withdrawals (made after the withdrawal deadline)
e 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.
Add Code V. Edit Delete
Withdrawal |
* @ Cancd Apply
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PLAYER VALIDATION AND IMPORTING RANKINGS/RECENT FORM

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, rankings and recent form (for 8U, 9U and 10U players).

The process comprises multiple stages:

Player Validation

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

¥/ Tennis Tournament Planner - Sutton Tennis A

Journament i Player Draw Order of play

) New. N B G
7 Open... Ctrl+0
Save As New Tournament... wa
Close Ctrl+F4 (

] |

] Backup.. Ctrl+ b, 1

%] Restore... sella, E¢
2, Harri:

Import Tournament f Teny

I&/,, Player Validation... , Brer
Submit Tournament Results... i' :nge

, ichi

The validation process may take a little while to complete, especially if you have many players in
your TTP file.

Running validation X
g
Tasks  Errors

Task Status

~/' Prepare data oK

> Running validation Executing

Save data

Executing task 2 of 3.

If there are any validation errors then this will be shown on the summary page as per the example
below:
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Player Validation X
Players validated Entries validated
396/398 496/496
Details
Member ID Name Gender DOB Event Remark
x L - - F Sun 21/09/2008 Player not found in database
7X - — F Mon 14/04/2008 Player not found in database
Print Close

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 CDP or the LTA Customer Support
Team for assistance.

Player Validation will update ALL players in your TTP file. It is not possible to validate one or
more players individually (this is a change from previous versions of TTP).

Import Rankings/Recent Form

In addition to running the Player Validation routine, you should also import player rankings (and
recent form for 8U, 9U and 10U events) before preparing your acceptance lists and before making
any draws.

From the top menu, choose Player and click on Import Rankings.

¥/ Tennis Tournament Planner - Magdalen Park Senior Ope
TJournament | Player | Draw Report Internet Mess
DE W ‘éiﬂ Add Player e

£ Delete Player
@ _3 Insert Entry... Ins
Overview | ;& Find In Roster F8
@ $> FindInDraw F9
O, ShowMatches F10
Players
| Send Email...
a §  SendSMs..
ior Opei
Roster Not Warned...
Reset Check In
g}l operties
Player Database » irmament
Draws
2 Import Entries.. J.
O |7, Import Rankings.
et Clubs... ton the
f ‘_? Import Clubs... n the web
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Click on Next to accept the default selection (Internet Download).

You will then be asked to choose one of the following:

Import Ranking

Source
Select where to import from

O Excel Import
Import your rankings from an Excel file.

(® Internet Download

If your rankings are hosted by tournamentsoftware.com you can automatically
download the rankings into your tournament.

< Back

Next> | Cancel Help

LTA Combined Rankings
LTA British Tour Leaderboard
LTA Recent Form

LTA Seniors Ranking

If you need to import both rankings and LTA recent

form then you will need to run this routine a second

time.

Under the Publication Date option, the most recent
run date will be displayed. You can change this if you

wish to.

37

Import Ranking

Source
Select where to import from

Reset:

Ranking: |LTA Combined Rankings v
LTA Combined Rankings
G LTA British Tour Leaderboard
Publication Date: |, 75 Recent Form

< Back

Next > Cancel Help

Depending on the number of players in your TTP file, it may take a little while to download the
data. A progress indicator will be displayed:

Import Ranking

Importing
Please wait while the ranking is imported

Category
+/ Reset existing rankings
> Open Male

Open Female

18U Boys

18U Girls

16U Boys

Category:
=

Total:

Close Cancel Help
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Click on Close once the data has been imported.

Repeat the process if you need to download another set of data. E.g. Recent Form.

It is not possible to import rankings or recent form for an individual player (this is a change from
previous versions of TTP). However, if you add additional players to your TTP file then you can
import rankings (or recent form) for the entire TTP. In this case you should select the publication

date accordingly.
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ACCEPTANCE LISTS

As soon as your tournament entry deadline has passed you should finalise and publish your
acceptance lists. Do remember to Download Entries before you prepare your acceptance lists. All
entries for each event within your tournament will show within the Roster section. It is important
NOT to Publish your tournament at this stage otherwise you will automatically accept all players
into the main draw.

""d? Tennis Tournament Planner - \

The Roster area contains the foIIowing five tabs: Tournament Player Draw
] JEHBHF S & =
e Main Draw

e Qualifying ? j @
e Consolation E OpenMensC
e Extra Owerview B OCpen Women
B 58U Mixed Sing
e Lucky Losers @ B 12U Boys CO!
¢ Reserve B 12U Girls CON
e Exclude Players B 140 Boys COr
B 14U Girls COn
-3 B 15U Boys Cor
= B 16U Girls CON
Raoster B 18U Boys CCI
B 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:

B Open Mens CONSOLATION Singles Entries  Draws
B Open Womens CONSOLATION Singles
B 58U Mixed Singles

B 12U Boys CONSOLATION Singles

B 12U Girls CONSOLATION Singles

B 14U Boys CONSOLATION Singles

B 14U Girls CONSOLATION Singles

B 16U Boys CONSOLATION Singles

B 18U Girls CONSOLATION Singles

B 18U Boys CONSOLATION Singles

m
=z
=
i
3
m

Seed Ststus  Order Rating Rece... G.

B 18U Girls CONSOLATION Singles

B 9UBays Singles

B 9U Girls Singles

B 10U Boys Singles

B 10U Girls Singles

B 12U Boys Singles

B 12U Grls Sgles ]

B 14U Boys Singles L

B 14U Girls Sngles 15 B

B 14U Boys Doubles 5 B

B 14U Girls Doubles 7 B
8
B

O e e

- =z
Boomumuvaswrem:

Main Draw Status L 62 425
Move To 4

' CopyTo ’ 7.2 80§
43 Insert Entry. Ins 7.2 855

B 16U Boys Singles 18 % Delete Entry 6.2 947

B 16U Girls Sngles 19

\.\\n\.\\,‘.\‘ A N e L
gzzxzxzzﬂzzzzzxzxxxm

Switch Player! and Player2

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:
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Entry Properties X
Enfries Draws
General -
N.. E. M Name Seed Status  Order Ratng . Rece... |
a | 187 42 64 b
Y 51 98 b
7| . -
Partner: <None > -ilf’ | Main Draw Status r <MNone>
Event: 14U Boys Singles MR R -, e 1o v Wild Card
. 6 R/ .
Entry Date: Wed 25/05/2016 Y 5 CopyTo N Lucky Loser
Main Draw -gi- 3 Insert Entry... Ins Qualifier
. il __ X Direct Acceptance
Seed: ! 0@ © Delete Entry P
. Disqualified
Status: | <ane> g s Switch Player] and Player2 Equalt
1z 4 Protected Ranki
Qualifying Drllc g 5 @ 3, Move To Event... rotected Ranking
Seed: (Lucky Loser R/ Special Exempt
Qualifer 4B s & Copy To Event ? e
Status: |Direct Acceptance L WS . Alternate
Disqualified — 9" Automatic Seeding...
Acceptance [Protected Ranking LN W Withdrawn
Order: ;T;rizm?t 78 7 Renumber Main Draw . ——
Withdrawn B8R 4 Driet 6.2 947 "
ar et || rom

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). Wild cards will also show on the acceptance lists on the LTA website (once you

have Published your tournament).

Numbering and Re-numbering Reserves Entry Properties x
General
If a tournament is oversubscribed then all players who do -
not qualify should be moved to the reserve tab and <
allocated a reserve number. This can be done as follows: partrer: [
. one >
. . .. Ewent: Open Mens Singles
e Double click on each player individually to open oy et on 111072016
. n ate: on
the Entry Properties box !
¢ Within the Acceptance Order field, change this to Main Draw
Res sees: [ J1[_]
e In the Position field, enter the player’s reserve Status: | Sones -
number Qualifying Draw
sees: [ J1[ ]
Status: | <Mone> e
Acceptance
Order: |Res ~ | Position: :
i || # Cancel Apply

If you wish to re-number the reserve list then you can do this
automatically without having to amend each player individually.

Simply right-click on ANY player name in the reserve tab and
click on Renumber Reserves.

Move To r h
Copy To b
Insert Entry... Ins
Delete Entry

switch Player1 and Player?
Move To Event...

Copy To Event...
Automatic Seeding...

TENNIS

FOR BRITAIN

(1%

Renumber Reserves

Print._..

LTA Competition Support Team
March 2021



41

Publishing Acceptance and Reserve Lists

Once you have finalised your acceptance and reserve lists, you should publish these so that
players can check their status online. This is done by choosing Internet from the top menu and
then clicking on Publish.

¥/ Tennis Tournament Planner - Magdalen Park Senior Open Tournament

Tournament Player Draw Report | Internet | Messages
NEHHT S @ =8 & Publsh.
@ ‘3 Entries...
?Ii . Download Results...
Overview |
Players

You may also include an informational message which players will see when they look at the
tournament online.

Click on the Publish button to upload your tournament data online.

@ tournament
software

General Online Entry Online Results Events Regulations Payments

Show scheduled matches: All v
[CJonly display first match times [ show Referee
[[]show Flags [C]show State ] show Club

[[]show Ranking

[[JHide players before tournament

Message:

Reminder - matches on Friday 30th April start from 6:00pm onwards

Task Status

/

Aumfoad Results

Publish | Close

To ensure that the acceptance and reserve lists on the LTA website/CMS are up to date you
should Download Entries regularly and Publish 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).
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Help

automate the acceptance process and assign players to 53 & 2 QHJ 3111 =3 3

the main draw tab, qualifying tab (if applicable) and
reserve tab, based on a predetermined acceptance

method. To select this feature, click on the icon shown to ﬁtcceptanceb

the right.
i Draws

You can choose how many players should be included on the main draw, qualifying and reserve

tabs and select one of the following acceptance methods:

Ran kln Entries: 11
g Main: :

Recent Form
Entry date & Time ovder

o

. Ma.. Qu.. R..
479
692
984
1014
1153
2623
2635
4284
4344

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

WO Ne ! s W N e
PP PP EPEREP P R

5

3403

Assign Clear

Rece...

Ratll’lg & Rank|ng Qualifying: D: [[Jown age group priority

Reserves: 3 Order: |Rating &Ranking v

Date

10/03/2021 17:5
10/03/2021 16:2
08/03/2021 16:2
10/03/2021 15:2
08/03/2021 20:4
10/03/2021 11:4
08/03/2021 13:1
08/03/2021 14:5
08/03/2021 18:1
12/03/2021 17:2
08/03/2021 20:5

Close

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

Roster.

You may manually allocate a seed number by
double clicking the player within the roster and
allocating a seed number as shown in the
example on the right.

Enter the player's seed number in the first box.
If, however you are using “block seeding” then
you should complete both boxes (e.g. if you
have four players of the same standard and
you wish to show them all as seeds 5/8).

Automatic Seeding

Entries  Draws

N.. E. N MName Seed Status  Order Rating . Rece... G. Can.. Pass.. 5
1@ 7 1 4.2 &4 M No No
EEE N o —
W 3 ntry Properties x
b I # | General
N Wi 5
L W4 8 -
TR ;| @
N W4 8
Ll W4 Partner: <None>
0@ s
1§ S Event: 14U Boys Singles
1282
v Entry Date: Wed 25/05/2016
iLl W4
5% 2 e Main Draw
s ot 1]
17 8 &
Status: ~

Y 5! | <None>
18§ S Qualifying Draw
» 8 st [ 11[]
21| S
n g s Status: | <Nane> >
2B Ll Acceptance
i: :Z Order: | <None» ~  Position: El:
% B S

e | [ el

You may choose Automatic Seeding by right-clicking on any player within the roster (as shown on
the right) or choosing the Automatic Seeding Icon from the top of the page (as shown below).

Report Internet Messages E
= v B = =
2 aalighn 2
Seedingi
igles ‘ Entries Draws
CQinnlacs

Choose the following options:

e Order:
o Ranking
o Rating & Ranking
o Recent Form

e Type —normal seeding or block seeding
¢ Number of seeds

TENNIS
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l Main Draw Status

Mowve To

4" CopyTo
Insert Entry...
% Delete Entry

Meowve To Event...

> Copy To Event...

witch Player] and Player2

3

L
L3

Ins

Automatic Seeding...

Renumber Main Draw

4 Print...
Properties...

Vraj Patel

Automatic Seeding - Open Mens Singles

o

Main Draw aﬁn & Ranking
|Rating & Recent Form
ame eed
1 8 1
2 B 2
38 3
1 B 4
5 &
s B
78
s @
T 8
108
18 N
2 @
Type: (1,2,3,4,56.,. v
Seed: (O ||1||2||4||8||16]|32

X
Rating Ranking Recent... A
1.2 201
1.2 213
1.2 286
1.2 921
2.1 208
21 323
21 544
2.1 772
21 826
2.2 161
2.2 478
- .
["]Do not seed players without rating
64 | 128 Close
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You can choose whether or not to seed players without a rating.

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.

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

o 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
From the top menu choose Draw and select Add Draw

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

Player | Draw | Qrderof play Report |ntemnel

‘ T | ='.-| Print Draws... g 2“” ] Eﬂtﬂeﬂ D1aws B R T R
B |3 MakeDraws.. Name Type port Internet Messages
3 Dp. ] Schedule Tournament... 1 = ” M 9 - o o
B O Clear Draws.. — —_— « 20 91 l@ 2
S Unks. 3 Add Draw .
: i: | Adjust Standings... 2 Delete Draw . Add Drawi
B 14 Validate Schedule... F  Properties... :
:;:.;ﬁ, Add Draw ' - 5 | Entries Draws
: :: ol Delete Draw
You will be asked to choose which type of
draw you wish to create (draw arrangement). Draw Wizard X
TTP supports the following draw types: Draw Arrangement =
Please select the appropriate type for this event =
Mens Singles
e Elimination
e Round robin
e Group stage with elimination playoff Group stage with elinination piay-off
L i o i Elimination qualifying stage with elimination main draw
¢ Elimination qualifying stage with Group stage with compass play-off
elimination main draw
e Group stage with compass play-off
e Compass
e Qualifying
e Matchplay
<Back Cancel Help
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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).

The following linking options can be created by TTP automatically:

e Group stage with elimination playoff

e Elimination qualifying stage with elimination main draw

o Group stage with compass play-off

Draw properties differ according to the type of draw you
choose and not all options apply to every draw format.
You should choose the properties according to the
requirements of your event.

It is very important to ensure that the Stage field is set
correctly. Otherwise, results from your tournament will
not be processed properly.

Do not accept the default option of New Stage.
Change this to one of the following:

¢ Main Draw
e Qualifying

e Consolation

e Extra (ratings matches only)

It is possible to create additional draw stages in the
Tournament Properties | Events area although this

will not be necessary for the vast majority of LTA
competitions.

Choose the size of the draw appropriate to you event:

Draw Wizard

Main Draw
Provide settings for the main round

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

Size Of Main Draw

32 ~

Hame

Open Womens CONSOLATION £

Playoff

<Mone>

Stage

Qualification
O
< Back Cancel Help
Draw Wizard
Matchplay
Provide settings for your draw
Mens Singles
Stage
<New Stage> N
Size
16 v
Name
Mens Singles
Playoff
<None>
< Back Cancel Help

e For elimination draws this will be a power of 2 (i.e. 2, 4, 8, 16, 32 etc)

e Round robin draws may contain up to 32 players
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o Compass draw may be set up for a maximum of 8, 16 or 32 players
e Qualifying 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.

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
Qualifying Group etc.).

Playoff

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

Consolation Draws
. .. . Draw Wizard x
When creating an elimination draw you have the N -
. . . G tion
option to create an associated consolation draw  Selact the o of consdaon you with 1 ley Wil your sl -
. . 16U Boys Singles - 24 Main Draw Entries, 0 Qualifying Entries
which may be one of the following types:
O"D?rfotplava consolation.
b None - lf you do nOt WISh to InCIUde a ©F;::e?;?w’r‘:ginﬂ1eﬁrstmmdofmemm draw will go to the consolation, Players
COhSO|atIOI’] dl’aW ) with a bye may play just one match.
. () First Match
First roun(:] e ettt e bye e st 5 e corslation. Thes wl
First matc
e Custom
The optlons are explained as Shown to the rlght' Ogs::h“; 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,
You may also choose whether or not you wish to Cons. Piayoff
include a 3"/4™ consolation playoff Tep s
playoft. = <o Cance Heb
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.
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Draw Wizard X
-
Layout
Select the footer and the extra columns to be displayed on each draw 1

16U Boys Singles - 24 Main Draw Entries, 0 Qualifying Entries

Footer: | <Mone> ~

Columns:
Column

Member ID
[ Date of Birth
[ status
Rating

[ Ranking
[ pistrict

[ club
Oty

I:‘ County
D Country
[] Flag

< Badk Cancel Help

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 includes any qualifiers or
lucky losers.

Draw Location

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.

Tennis Tournament Planner - Sutton Tennis Academy Men's

urnament Player | Draw | Report Internet Messages
= %l o S 3 Print Draws... b
;ﬂ - Make Draws...
@ ] Schedule Tournament...
- Open N Pre
Jverview _} Clear Draws... —
@ A Links..
Adjust Standings...
- =
Validate Schedule...
h 2L Add Draw
F L Delete Draw
E | Faures..
o | Draw Location...
Calculate... 2k
O | unut-..

You will be able to assign a specific location for any draw by choosing the options as shown to the
left.
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Draw Location s
Draw Location Court ™ Location
3H] 9U Boye Singles Wimbledon PARK ORANGE co... << ' Wimbledon PARK ORANGE courts
[ su Girls singles Wimbledon PARK ORANGE co... ] wimbledon CLUB
.:_}] 10U Boys Singles Wimbledon PARK Clear E Wimbledon CLUB RED courts
Q‘] 10U Girls Singles Wimbledon PARK ] wimbledon PARK

|:_}] 12U Boys Singles
Q‘] 12U Girls Singles
Q‘] 14U Boys Singles
Q-] 14U Girls Singles
|:_}] 14U Boys Doubles Court
5 140 Girls Doubles <All Courts>
;_ﬂ 16U Boys Singles 3]

31 160 Girls Singles

|:_}] 18U Boys Singles

|:_}] 18U Girls Singles

Q‘] Open Mens Singles
[ anen womens sinales

G

MAKING DRAWS AND ENTERING PLAYERS INTO DRAWS
Before making draws make sure that you have carried out the following steps:

All players have been included on the correct roster
You have run the Player Validation, Import Rankings and (for 8U, 9U or 10U events) —
the Import Recent Form routines

¢ You have seeded players (where applicable)

Automatic Draws

Provided the above prerequisites have been met then you may carry out draws automatically. This
will place all seeded players in their correct positions and randomly draw all remaining players into

the remaining positions.
dlayer | Draw | Report lnrtemetr Message

From the top menu select Draws and click on Make Draws. ¢ < 3] PrintDraws... \5 |
IR 1
& 3 MakeDraws.. l
| Schedule Tournament... 1
Open
27 Clear Draws... I
& Links... Bn
2 3 |
| Adjust Standings... EKE
rer
Validate Schedule... ilai

You will be asked to select the event and the draw stage. Alternatively, you can choose to Seed &
Make all Draws (see Advanced TTP Functions for an overview of this feature).

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.
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Draw Wizard X
Entries of Open Mens Singles
Select the entries to use. Double-dick an entry to adjust the
seeding.
‘You have currently selected 8 of 8 entries. Your draws provide space for 8 entries. Clika 1
column name to sort the entries,
Entries  Qualification Entries
Mame Seed Rating Ranking Date
[v 18 2 3.2 574 12j07/2016 |
F 2@ 4.1 539 12/07/2016
¥ 3@ 4.1 706 12/07/2016
F 4 @ 1 3.2 471 12/07/2016
[v 5@ 3.2 713 12/07/2016 1
[v 5 @ 4.1 1118 12/07/2016
v 7@ 4.1 843 12/07/2016
v & @ 3.2 665 12/07/2016
it
Al None
< Back Cancel Help

The options available are shown on the right.

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).

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

After clicking on Next you will see a screen similar to the one shown on the next page.

Draw Wizard

Separation
Select the type of separation for your draw

Separation:
(®) None

(i Club

O District
Ocity

() Postalcode
() County
() Country
() Availability

Optimization:

(®) Optimal separation

Separate first round only

[[] separate doubles partners

< Back

Cancel

Help
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Click on Finish and click on Yes to confirm. The draw will now be saved.

Draw Wizard X

Result
Please verify the result. Press finish to accept and save the
changes.

Re-make Draw

Line Seed Team Separation
l:_}] Open Mens Singles
1

Confirm

@b oW e

o You will now save the draw,
Are you sure you want to continue?

Yes Mo

ey ot | [

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 Intenet Messages Edtra Help

IEHHTFSe=a(2208 mO|EEAD
a
% Open Mens Singles | Open Mens Singles
Overview
Final Semifinals Member ID St. Rat. Rank Cnt  Quarterfinals Semifi
@ ,
Players
a Loser #1 2 Bye 1
Roster #8: 3 Bye
g} Laser £2 4 Bye =2
Draws.
) #10: 5 Bre
Loser #3 =3
Matches 8 Bye
[ T 79 7 Bye
Notes 3 3
Loser #4 8 Bye #4
ba

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.

You may only choose players from the tab associated with
the draw (e.g. Main Draw players will be listed if you have

selected a main draw). If a player does not appear on the

roster for the draw you are making then you may move or

copy the player from another roster.
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Member ID  St. Rat. Rank Cnt |Quarterfinals Semifinals Fir
Bye
E3R
Select Entry x
Main Draw Entries  Qualifying Draw Entries  Links
Name Seed Rating  Ranking
B 2 3.2 574 7
B 4.1 589
B 4.1 06
B o o R Y
B 3.2 713
FE
B 4.1 1118
B 4.1 843
B 3.2 665
#1
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Please note that a player may not be placed more than once in a draw (within an event) with the
same stage. E.g. if you have several round-robin qualifying 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 hange Partner..
forward players with a bye to the 2™ round then right click a e
blank part of the draw and choose Forward Byes. This can also 1
be achieved by clicking on any match which contains just one

player.

Footer...

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 Select Entry

need to remove the player from the draw first. This can be §  Delete Entry From Draw

done by clicking on the player and pressing the Delete key Switch Plaver] and Plaver?

on your keyboard or right-clicking on the player name in the
draw and choosing Delete Entry from Draw.

b

5

Embr: Demmarkiar

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 x
It is possible to clear all information from Select the draws you wish to dear
an existing draw by selecting Draw and [ oram Tvpe Sz= Comsolston  Payoff ~
Clear Draws from the top menu. A list of E%iﬁﬂiiﬂﬁ; Sininaton e
all draws in your tournament will be 01 2] 140 Gris Doubes Eimination 4 Mo
displayed as shown in the following B e el
example: ) e S T

5] open Mens Singles Elimination 2 Mo
You have the option to select one or more || 5o ver= oo Emnaton S
draWS and may C|ear times’ resu":S’ =] open Womens Doubles Elimination 4 No .
players and officials. al Nene

[ Times [Results [Crlayers [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

3 107049767 4.1 630 SUR Ademola Baruwa e
4 | 101352156 3.1 | 860 S.W |Sean Patrick 22z Match Properties...
_] Schedule Match...
5 103096211 2.2 | 934 SUR Lawrence Perrin [4]
< Schedule Round...
23 [ Schedule Round Rebin.

] 107562437 | A | 5.1 |1474 SUR Henry Jones
Show Match

- 1A EIBAEE 24 lesinlmee Maed thin i e

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.

Planning Open Mers Singles - Main Draw - 1 (16) *

| T ]

o avalable couts Restome Maich before or afer [ avadatie for thia masch

Cortfiter  <uCouns

Match Mot Fiape tite
Cowti  avones v Max maiches per day: (4 T [Jsiglen before doudies
[ et s cours Mo maihes per event per day: |4 3 [leerce plsnr

Restwme: 5 % b angesperday: 13 o] o

If the time slot you wish to select is any other colour then this ~ PemneMP-3-

means that the match cannot be scheduled at that time for ;'Ng 1” i

0 Cour layer not avalable
some reason. The colours at the top of the page show the Mo avaiable courts Rest tme
reasons for this. Location-fiters | <al> %

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) 09:00 10:15
You can also change the values of the fields at the bottom of o 15/06/2020
this page to set maximum number of matches per day, rest e teerz LN R
times and to allocate matches to specific courts. Th t5/06/2020 ®
Fri 19/06/2020 ®
Sat 20/06/2020 o]
Sun 21/06/2020
Mon 22/06/2020 1
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Advanced Re-scheduling/Swapping Matches

Sometimes you may want to move a match to a timeslot where you have no more courts available.
It is possible to see if some matches in that timeslot can be swapped with the current match, or
moved to another timeslot so you can still schedule the current match at the desired timeslot. In a
cell where you see a number (1 in this example) there is a match available to swap with.

You can double-click the cell which will bring you on the secondary screen. There you can see the
details of the available swap-options.

Planning MD - 3 - RR1

Planning Swap

Draw Round Teaml Team2 Time Court Location New Time Type
* MS-3 R16 | Wed 17/06/2020 1... 2 Indoor Mon 22/06/2020 14... Swap
*» MD-3 RR2 E Sun 21/06/2020 12... Mon 22/06/2020 14... Swap
“ MD-3 RRS T S AW, v, B S Mon 22/06/2020 10... Mon 22/06/2020 14... Swap
Select the desired match and click the Switch-button. You will Ve %
see a confirmation of the 2 actions to be performed at the from O Mon 22/06/2020 14:00
same time. Here is an example where 2 matches have been e
swapped.
To O Sun 21/06/2020 12:45
MD - 3 - RR2
shitto O Mon 22/06/2020 14:00
The match at the bottom is moved to make room for the match on top.
Scheduling a Round within an Event o

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:

The intended times for each match in the round

R Planning Open Mens Singles - Main Draw - 1 (16) %
will be shown on the screen before you save Clioere e o —————
your selections by clicking OK. - =

Location-filter: <All> ~ Court-filter: <Al Courts>

Capadity: 64
Used: 8 g i

sat1spo7/201s 16 (4 4+ 4[] + NN
sun 17/07/2015 15 4 4 4 4 [HIHINIEN
sat23o7/206 & (@ + + [ HIHHEEE
sun2407/2016 15 4 + 4 4+ [N

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 23/07/2016 10:00

Q Lawrence Perrin[4] | Henry Jones Sat 23/07/2016 10:00

Q 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 23/07/2015 11:15
[ kip matches with bye Max matches per day: D Rest time: z
[ A i Max maitches per event per day: < Max matches per tme sht: 0| 3
[IReverse Matches Max singles per day: -
[ Auto Assign Courts Start court: <None> v Cancel
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Scheduling an Entire Tournament
¢ Tennis Tournament Planner - Sutton Tennis Academy Me

If you wish to schedule an entire tournament click ON  Toumament Player | Draw | Report Internet Messa
Draw from the top menu choose the Schedule " =~ T
! 4 3] Print Draws...
Tournament option. 115 ¥ ¥ o q2] Pt Drows
= i Make Draws...

MF@ Schedule Tournament... |
o Clear Draws...

A Links..

| Adjust Standings...

I8

Validate Schedule...

You will be asked to choose which draws you wish

tO SChedule' Automatic Scheduling X
Draws =
Select the draws you wish to schedule .-w
L
Name Type Size Stage Consola... Fi

Open Mens Singles - Main Draw ~ Compass 16 1
Open Mens Singles - Qualifying Matchplay 16 2
O Open Mens Singles - Pre-Quali...  Matchplay 16 3

All None

< Back Mext > Cancel Help

You will then be asked to choose from the options shown to the left.

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

| Automatic Scheduling >

Settings
| Please vernify all settings before proceeding W
' L)
i
Matches

] Forward players with byes to the next round

T sat 15/07/2016 10:00 ~

Maximum matches
Per day: |4 ]:
Per event per day: |4 2

Singles per day: EI

<Back Finish Cancel Help
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Un-scheduling a Match, Round of a Draw

To remove the date and time from a match, right click on the match number in the draw and
choose Clear Match. You may also choose Clear Round if you wish to remove dates and times
for a complete round.

To clear the dates and times for an entire draw please refer to the Clearing Draws section within
the Making draws and entering players section of this guide.

demola Baruwa w3
R = Match Properties...

| Schedule Match...

Perrin [4] % Schedule Round...

@8 Schedule Round Robin...
lenry Jones = Show Match
lark Weatherup M ClearMatch

&5 Clear Round Schedule
tris Cox =% 4 Print...

Validating Schedules

Before publishing match dates/times we recommend that you make use of the Validate Schedule
feature. To access this, click on Draw from the top menu choose the Validate Schedule option.

}9] Tennis Tournament Planner - Leamington Grade 6 Easter Open

Jourmnament Player | Draw | Report |Internet Messages
J R 2 Print Draws...
v Y #g Seed 8 Make all draws...
‘wil 3 ™ 28 Make Draws...
Overview B wq ] Schedule Tournament.,
@ : :ff Schedule Per Day... /& = |—.-
= : 84 % Clear Draws...
yers 8u
B su 2] Links
5 : e Adjust Sta
10)
Roster 8 o Validate Schedule...
B 1
gj_] B 11 9" Automatic Seeding...
o : ii @ Automatic Acceptance...
aws
B 14 Exclude Players...

You will be able to change the verification parameters as shown below:

TENNIS

FOR BRITAIN

LTA Competition Support Team
March 2021




56

¥/ Schedule Validation — [m} X
List Settings

[ Rest Time Rest Time: :: OOP: :

Singles after doubles

Late Finish - Early Start Finish After: Start Before: OOP After: »:‘ QOP Before: ;

Max matches per day
Max per event per day : ]
Max singles per day ::7

Playing multiple locations

Playing when not available

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 BEFORE AND DURING YOUR TOURNAMENT

Once you have set up your tournament and made draws, you should publish the details online.
This is done by choosing Internet from the top menu and then clicking on Publish.

¥/ Tennis Tournament Planner - Magdalen Park Senior Open Tournament _,

Journament Player Draw Report | Internet | Messages Help
NEHHT S e =2|Q (& Publish |

@ Entries...

Download Results...

—
2% / Tournament Planner

Players

You may also include an information message which players will see when they look at the
tournament online. This message can be changed as and when required.

Click on the Publish button to upload your tournament data online.

tournament
software

General Online Entry Online Results Events Regulations Payments

Show scheduled matches: All ~
[CJonly display first match times Show Referee
[ show Flags [Jshow State [Jshow Club
[[]show Ranking

‘ [[JHide players before tournament

Message:

} | Reminder - matches on Friday 30th April start from 6:00pm onwards

Task Status

/

Auto Upload gsults

Publish [ Close

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.
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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):

Tournament Online

General  Online Results

Show scheduled matches:

[Jshow Flags

Message:

[Jonly display first match times.

X

tournament
software

[show Referee
[Oshow Club

Task

/

O Auto g Results

Publish

Close

Tournament Online

General | Oniine Resuits
Show schedued matches: Al

[only display first match times

[show Fiags [show state

Message:

X

[ 7] tournament
& software

[Jshow Referee
[show club

Task

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

Status
oK.
oK
oK

[ Auto Upload Resuits

Publish

| Close

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.

JZHEH S

Je 2888

Sutton Tennis Academy Men":

Pick a Task

Set your tournament properties

Add players to your tournament
Add drawsheets

Make draws

View draws

View all matches

Publish this tour, ent on the

web!

e View this tournament on the web

Order SMS credits

Whilst your tournament is in progress you may choose to automatically upload your results to the
CMS (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 online

automatically.

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.

TENNIS

FOR BRITAIN

LTA Competition Support Team
March 2021



59

SENDING PLAYERS EMAILS AND TEXT MESSAGES (SMS)

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 credits do this by clicking on Overview from the right-hand vertical menu and
selecting Order SMS credits. Credits may be purchased in blocks of 200 although there is no
refund for any that are not used. We recommend that you order credits several days before the
start of your tournament as orders can take a few days to process.

“ |
Tournament  CourtUsage Statistics  Sche

Players
F ]
a Sutton Tennis Academy Me!
Roster
Pick a Task
3}' » Setyourtournament properties
* Add players to your tournament
B e Add drawsheets
» Make draws
| ' » View draws,
» View all gffitches
Matches » Publishgfhis tournament on the
web!
[ L--f « Vigfethis tournament on the web
» Order SMS credits
Motes .
Infarmation

Creating a Single Email or SMS Message . SO

¥&# SMS Players (78 characters) — O pas

SMS

To prepare an individual message click on the Players

|C0n from the rlght_hand Vertlcal menul rlght ClICk the S;Liijtiit:Tel1l1is Academy Men's Open Summer Clay SuperSerie: I
player to whom you wish to send a message and choose  sody:

either Send Email or Send SMS. It is only possible to relo Fred,

send an SMS message if a player has a mobile v o St your doutles periner s ow
telephone number recorded.

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

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

T PO IO
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Viewing, Sending and Deleting Messages

60

Messages are not sent as soon as they are created — they are held in the Messages area until

you are ready to send them.

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

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.

QS HEH

3

Overview

@

Players

Tennis Services UK Limited

You may click on an email/SMS to see a preview which
is 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 make changes then delete

the message by right-clicking and choosing Delete and
create the email/SMS again.

To send all emails/SMS messages choose Messages
from the top menu and click on Send All. You will be
asked if you wish to receive a confirmation.

After clicking on Next a progress indicator will be
displayed and any emails will be sent first. SMS
messages will be sent second. You will then see a
summary of the messages sent as per the following
example.

If you have sent any SMS messages then you will also
be shown how many credits are left in your account.

TENNIS

Tournament Player Draw Report Intemet Messages Extro  Help

FSen88eL
(FE]
Type  Stats Player Created sent Subject a

(3 E-mail  Notsent 18072016 15:04 11 Sutton Tennis Academy Men's Ope
i Exmail  Waiting for confirmation 14/07/2016 17:55:58  14/07/2016 18:33:07 _ Sutton Tennis Academy Men's Ope.
L E-mail 14/07/2016 17:55:58 0
[A==m e —

L3 Emal 14/07/2015 17:55:56

L Exmail  Waiting for confirmation 14/07/2016 17:55:58  14/07/2016 18:33:08 _ Sutton Tennis Academy Meris Ope
L Exmail  Waiting for confirmation 14/07/2016 17:55:58  14[07/2016 18:33:08 _ Sutton Tennis Academy Meris Ope
L Exmail  Waiting for confirmation 14/072016 17:55:58  14[07/2016 18:33:08 _ Sutton Tennis Academy Meris Ope
L Email  Waiting for confirmation 17/07/2016 16:51:57 | 17/07/2016 16:52:25  Sutton Tennis Academy Meris Ope
L Email  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:25 _ Sutton Tennis Academy Menis Ope
L Email  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:25 _ Sutton Tennis Academy Meris Ope
Lj Exmail  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:25 _ Sutton Tennis Academy Men's Ope
i Evmail  Waiting for confirmation 17/07/2016 16:51:58 | 17/07/2016 16:52:26  Sutton Tennis Academy Men's Ope
i Evmail  Waiting for confirmation 17/07/2016 16:51:58 | 17/07/2016 16:52:26  Sutton Tennis Academy Men's Ope
i Evmail  Waiting for confirmation 17/07/2016 16:5L:58 | 17/07/2016 16:52:26  Sutton Tennis Academy Men's Ope
i Exmail  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:26 _ Sutton Tennis Academy Men's Ope
L Exmail  Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07 _ Sutton Tennis Academy Men's Ope
L Exmail  Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Ope ¥
< >
Tor e

Subject: Sutton Tennis Academy Men's Open Summer Clay Super Series Tournament2

This email confirms the scheduled date and time of your first match in the PRE-QUALIFYING/QUALIFYING section of this
weekend's Grade 3 Men's CLAY SuperSeries tournament at Sutton Tennis Academy:

First matches of s -

oo
Event Time

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

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

40 message(s), 1 not sent
Send Messages X

Email
Please select your settings for email messages.

‘fou have 1 email messages to send.

() Mo confirmation

Set player status to warned

(_) Email confirmation
Aread receipt is requested via email

(®) Website confirmation

‘four emails will be uploaded to the tournament website. The recipients will get an email
notification so they read the message on the tournament website and the read
confirmation is stored. These confirmations can be downloaded in Tournament Planner.
The Match status will be set to warned when a confirmation is received.

+ | Some providers will not allow you to send large numbers of emails at once, If

™! you want you can limit the number of emails sent this time.

< Back Cancel Help

S —
¢ Send Messages x
[
1 Messages

Your messages have been sent.
[
[
[
[
[
[
[
[
[
1 E-mail messages sent: 2
1 5MS messages sent: 0
[ SMS credits left: ?
[
[
[
[
[
[
[
[
[
[
[
‘ oo ot [ e
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Sending Multiple Messages

61

TTP allows you to send emails or SMS messages to multiple players and also allows you to
include details of either their first match in each event or, all of their potentially scheduled matches

(assuming they win each round).

To select one of these options choose Reports

Report | Internet Messages Extra Help

from the top menu, hover over the word 1 Matches ¥
Players then however over either First !fﬂ Draws '
Matches or Player Matches. Finally, select Jm gl - :
either E-mail or SMS. 9 Entres Y| First Matches b o Labes |
“':'_-, Toumament b Payments N List
'-'-‘a"i”ﬂff:mmﬁm G PlayerMatches > Excel File (mail merge)
Waiting for confrmation D -
Waiting for confrmation A Not Warned - Email
Waitng for confimation DI | i plavers.. 0 sms |
Waiting for confirmation R L o P b L e e
Waiting for confimation M Players Elimination Status 58 14/07/2016 18:33:08  Sutton®
Waiting for confirmation M © Address Labels.. 58  14/07/2016 18:33:08 Sutton’
Waiting for confimation ) - 58 17/07/2016 16:52:26 Sutton’
Waiting for confimati H ¢ CheckPlayers.. 58 17/07/2016 16:52:26  Sutton”
Waitina for confrmation David Fuchs 18/07/2016 15:19:12  18/07/2016 15:19:15  Sutton”
JIJ\_III_'F LN 3 'H_-'l.l"n_ll LA TR D \_IIJ: Jur.ll_l
If you wish to send emails to multiple players without t | Messages | Extra Help
including match time information choose Messages from send Plavers Email
the top menu and either Send Players Email or Send : y
Players SMS. ) Send Players SMS...
=1 Send All...
s Pickup Confirmations

You will then be asked to select the players to whom you wish to send messages. There are many

extraction options available including:

. . Select Players X
¢ Manually (ticking players one by “ [T
. layers.
one from the list
. . . Player A | Properties Clubs  Countries Events Level Days

e Players with or without email 0]  Alander, cameron -

addresses or mobile telephone Sﬁéif;‘i“:;*:;m [IWomen

numbers O @ srooks, Herr & From:

. . Oa a Bryssens, Mi:l;ael Ao=F I:I
e Paid/unpaid players [ & Caterer, Gregory Age Tor ]
e Byclub BT o Doy ine
. B cou nt | B Dondo, Farai [ riayers without e-mail
y ry d a Feduzi, Aberto [ riayers with mobile
L] By eve nt E g :‘?r:a;;ji:shua [ riayers without mobile
e By level (not used for LTA 01 & sarcfsi, andres [venuel entries
O & ciotis, Dimitrios [internet entries

tournaments) [ 8 Golafmed, Erfan

e By tournament date (days) 5 ot en o
1 & bardaw Stenhen ©
All Mone Select Cancel
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One you have selected your players, click on OK and you
will asked to type or paste your message text. For match
time emails you will be able to include both a header and
a footer in the email in between which the match date and
time information will appear.

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 match too

After clicking Send all emails will be created and stored in

the Messages section. See previous section on Viewing
sending and deleting messages for more information.

Including Variables

62

First Match E-mail *
E-mail

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

Header:

Your first match in the tournament this week is shown below:

Here comes the event and first matches of the player
[ show court [Ishow next match
Footer:

I lock forward to seeing you.

Regards.
David Fuchs, Referee

Send Cancel

When choosing Messages — Send Players Email, you may also include one or more of the

following variables in your message:

This helps to personalise messages.

Mail Options
Template:

<None> v

| subject:

| [Leamington Grade 6 Easter Open 2021
Body:

Name

%firstname %
%fullname %
%%matches%
%Yeavailability %
%entered%

R RRR AR IR TRAR R A A T R T A R e e

Player
8 Fuchs, David

Send  Close

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.
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Wehsite Confirmation

When sending match time email messages if you choose the Website 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.

- " - v

This information is recorded and you may see which emails have been Mesages | an bop
opened by choosing on Messages from the top menu and click on | Send Players Email..
Pickup Confirmations. ] Send Players SMS..
-1 Send All...
|-¢Ji Pickup Confirmations

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”

“‘Reports” | “Players” | “Player Matches” | “E-mails”.

“‘Messages” | “Send Players Email” where the %matches% variable has been included in
the email

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
Overview
L E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
Lo E-mail Confirmed 17/07/2016 16:51:57  17/07/2016 16:52:26 | Sutton Tennis Academy Men's Open
@ L E-mail Confirmed 14/07/2016 18:32:39  14/07/2016 18:33:08  Sutton Tennis Academy Men's Open
Players Lj Emal  Waiting for confirmation 14072016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
g E-mail Waiting for confirmation 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
F L E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
E ] L Emal  Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
Roster L E-mail Confirmed 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
Lj Emal  Waiting for confirmation 18f07/2016 15:19:12  18/07/2016 15:19:15  Sutton Tennis Academy Men's Open
E g E-mail Waiting for confirmation 18/07/2016 15:19:55  18/07/2016 15:20:08  Sutton Tennis Academy Men's Open
4§y E-mail Waiting for confirmation 18/07/2016 15:20:02  18/07/2016 15:20:08  Sutton Tennis Academy Men's Open
Draws L Emal  Confirmed 18072016 15:14:13  18/07/2016 15:17:15  Sutton Tennis Academy Men's Open
g E-mail Waiting for confirmation 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
\D L Emal  Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
Lo E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
Matches L E-mal  Confirmed 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
Lj Emal  Waiting for confirmation 17f07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
U Lo E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
L E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
Notes Lur E-mal  Confirmed 17/07/2016 16:51:58  17/07/2016 16:52:26  Sutton Tennis Academy Men's Open
L E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
E_I Lj Emal  Waiting for confirmation 17/07/2016 16:51:58  17/07/2016 16:52:26 | Sutton Tennis Academy Men's Open
Messages Lo E-mail Confirmed 14/07/2016 17:55:58  14/07/2016 18:33:07  Sutton Tennis Academy Men's Open
L P S— B e T L e e R R

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

Matches Tah

The matches section of TTP contains all matches in the entire tournament separated into three
tabs:

e Scheduled
¢ Not Scheduled
e Finished
®)
[l =2 B =l s e Bz Esl| el Jao) 1A% 2] 3] |as| |as| f@e| (37 38| |@9] AGi AG2 Ae3
=l 1w E= Gl S &= = G S &= S S =) &= = = = &= S S = S
Previous Next Location: All ~ Court: All v
Time Draw Round  Nr Team 1 Team 2 Court
Q Sat 03/02/2018 16:45 Open Mens Singles - Main Draw ~ R1 #1
@ Sat 03/02/2018 16:45 Open Mens Singles - Main Draw ~ R1 #2
Q@ Sat 03/02/2018 16:45 Open Mens Singles - Main Draw ~ R1 #3
x\:) Sat 03/02/2018 16:45 Open Mens Singles - Main Draw ~ R1 #4
Q Sat 03/02/2018 17:00 Open Mens Singles - Main Draw ~ R1 #5
O Sat 03/02/2018 17:00 Open Mens Singles - Main Draw ~ R1 #6
»J Sat 03/02/2018 17:00 Open Mens Singles - Main Draw ~ R1 #7
(©) Sat 03/02/2018 17:00 Open Mens Singles - Main Draw ~ R1 #8
@ Sat 03/02/2018 19:00 Open Mens Singles - Main Draw ~ QF #9
@ Sat 03/02/2018 19:00 Open Mens Singles - Main Draw ~ QF #10
Q@ Sat 03/02/2018 19:00 Open Mens Singles - Main Draw ~ W-QF #16 Loser #1 - Sat 03/02/2018 16:45 Loser #2 - Sat 03/02/2018 16:45
() Sat 03/02/2018 19:00 Open Mens Singles - Main Draw ~ W-QF #17 Loser #3 - Sat 03/02/2018 16:45 Loser #4 - Sat 03/02/2018 16:45
Q Sat 03/02/2018 19:15 Open Mens Singles - Main Draw ~ QF #11 B : “-a
Q Sat 03/02/2018 19:15 Open Mens Singles - Main Draw ~ QF #12 _
(©) Sat 03/02/2018 19:15 Open Mens Singles - Main Draw ~ W-QF #18 Loser #5 - Sat 03/02/2018 17:00 Loser #6 - Sat 03/02/2018 17:00
@ Sat 03/02/2018 19:15 Open Mens Singles - Main Draw ~ W-QF #19 Loser #7 - Sat 03/02/2018 17:00 Loser #8 - Sat 03/02/2018 17:00
(2] Sun 04/02/2018 17:00 Open Mens Singles - Main Draw ~ SF #13  Winner #9 - Sat 03/02/2018 19:00 Winner #10 - Sat 03/02/2018 19:00
(& Cim NANTIN1R 1700 Nnan Mane Qinalac - Main Nesu eF #14  Winnar #11 _ Q3+ N2/N2/7N12 10.18 Whinnar #17 _ Q2+ N2/N7/MN12 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.

TENNIS

FOR BRITAIN

LTA Competition Support Team
March 2021




65

Checking Players in [ Checkin 3

When players 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
which will change the colour of the “Status Icon” next to
their name and help identify which players are missing.

& Show Draw
_| ScoreSheet
| Match Sign

@8 Match Properties...

To do this, right-click on any match hover over the © MoveUp
Checkin option and choose the player concerned. © Move Down
Match Information X
Please note that checking in players is optional. | = e
You may also check players in by double-clicking on any match i @
and choosing the Check in tab. || Discensazars
[ 5ean Patrick
Changing the Order of Matches Scheduled at the Same Time — - ]
. eckin
Where many matches are scheduled at the same time you can i |
change the order in the list by right-clicking on any match and '
choosing Move Up or Move Down. f
#  Show Draw
] | ScoreSheet -
Match Sign
L
. Match Properties...
[Q Moveup
¢ &2 Move Down
Assigning a Match to a Specific Court or Umpire - SRS
. . Match Information X
You may pre-allocate a specific court and/or an umpire to a — — —
match by double-clicking on the match and entering the court e "
number or umpire as shown in the example on the right. ‘ o Rowrd: 116
Time: Sat 23/07/2016 10:00
You must have set up courts and umpires within your TTP file in s
order to use this feature (See Tournament Properties)
Placing matches on courts is optional but is a useful way of o :
keeping track of which matches are where, how long they have Werer: F@urien
been on and which courts are free. You may also hover over any e
of the court icons and see the elapsed duration of an individual e
matCh < — . : Duraton: | 1T!nr|i;A:ad!my

B 7 P Umpire: | [ 2 - Sutton Tennis Acad
2 mpire: | | ‘ennis Academy
ope“ Mens s‘ngls [ 3 - sutton Tennis Academy
| B 6 - sutton Tennis Academy
o @& $I1] - . - Ll 7 - Sutton Tennis Academy

Start: 16:40 (5 minutes) (4] 8 - sutton Tennis Academy Ly

£ 5 - sutton Tennis Academy
" 4
Bl Fel 7 s 1l o] (33l A2
Ill III' lll' ‘l s Ill il |-
- sl |ow | L |
—
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:
<

Putting a Match on Court 1
2
ATTEETTEEY T FE
7 Al Court: Al

8

9

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 number.

Location:

£ Round Nr Team 1 Team2

Ma 1(16) #2
Ma 1(16) 23
1 Ma 1(16) 24
Ma 1(16) #5
Ma 1(16) 26 P
13 Ma 1(16) 27
1 [Me106) 8

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

B EA R R RS R R

Removing a Match from Court -l o
& 1
You may remove a match from court by clicking the icon as shown in the first a i
illustration and choosing the court number or right-clicking a court number and j .
selecting Free Court. g 7
- [ s
As soon as you remove a match from a court the elapsed 1 r
; ; ; | | Free Court -
duration timer will stop. . B o
[ 1
Recording Resuits
As soon as the result is known then you may record this by S - .
double-clicking on the match which will open a screen similar to S hn | Wamed | Famers
the one shown on the right. (5 poron: e ers e -HanDran
. Time: Sat 23/07/2016 10:00
You may select the winner and complete the score. You may -~
also enter or change the court number, duration or umpire name — P
here if you wish to. s

Status:

If the match was a walkover or did not finish normally then make

winner: F4 () Unknown

sure that the correct Status is chosen. @
60
If you record a match as a retirement, walkover, disqualification carts [ 12-Sutton e Acsdemy .
(default) and the draw format includes a compulsory playoff you uatens: 55 J2
will be asked whether the loser's name should be forwarded to ~

the playoff section of the draw:

TR

[ ]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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- { Tournament Online X
Online Results :
-, tournament
7N software

Online Results allows users to publish the TTP file and enter | s o

the results on https://competitions.lta.org.uk/. They can then °"‘;::f
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 competitions.lta.org.uk called
online results where you will be able to login (using the
password set at time of publishing) and enter the results. To
download the results again go to Internet | Download
Results.

Please cick here to visit our website for more information on how to
o setup onfine results,

Read more about Online Results

TP Network

Tournament Planner Network X

TP Network allows two or more computers to use the same General [1og
TTP file (one using the full TTP version the second using a passmard: |
version specific for control desks). Both must be connected to Evabled: []
the same network. This allows the 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 Planner Network ‘0 Please diick here to visit our website for more information

| on how to use TP Network

Read more about TP Network Download TP Network

Close

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.

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

< | Code Violation Properties x

Warned Payments General

5 -

Code: ~

Step: -~

set: | |

Game: | |

Points: | |

Date: [18/07/2016 Now

Description:

Offical: <None> ~

oK Cancel Apply
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Recording Withdrawals and Non-appearances G omrara e S

General Address RGR Events Avalabiity Fee  Note  Messages Offences

Code Date Entry Offence Properties X

Withdrawals and non-appearances should be o
recorded within the “Players” area. §+  Breme >

Offence: |Failng to appear without withdraning -
WD Method: v

Click on the relevant player. After clicking on Add you
should enter details on the offence including the type
offence, withdrawal method, date and reason for

withdraw (notes).

You may also record a code violation against a player -
in this area too. *

|+ oK Cancel Apply
s s or wrvras i

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

e |
‘:.i Modified Due Date Player Subject
[ thu 21/07/20...  Thu 28/07/2016 Remember to open the green balls for the 108 event
Motes [ Thu 21/07/20... | Thu 21/07/2015 Give this player the trophy from yesterday's final.

FOR BRITAIN

LTA Competition Support Team
March 2021




69

PBINTABI.E REPURTS ner - Westway Summer Open Tour

aw | Report | Internet Message
The following reports may act as useful tournament resources before, | Matches v i
during and after a tournament. Many reports can be exported to HTML,
Word or Excel. The following reports may be accessed by clicking on

Draws ¥

. &4 Pl L .
the Reports tab in the top menu: d S e
= | @ Entries b
1 Sing
= Sa (4'_-_ Tourmament b
¥5 Simgees
Matches

Matches (Order of Play)

This report allows 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.

TENNIS

LTA Competition Support Team
March 2021




70

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

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 players using this report. There are many options 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.
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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.

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.
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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.

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).

Match Status
This report allows you to print off a list of event applications by entry status.

Press Overview
Creates a report showing all results for a selected day by event and in round number order.

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.

Final Positions

If you wish to produce a report showing the final positions in each event then you can 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

? Tennis Tournament Planner - Sutton Tennis Academy Men's O
In addition to printed reportsh j[hk(lere arg fom_Jr on(;I T O T e e e
screen Overview reports which can be viewe —
e s W8 e = | £ regi e
from within TTP. These appear as separate tabs JEHHT ¢ ‘2’ 2%

as shown on the illustration to the right: o
@ Tournament  CourtUsage Statistics  Schedule
e Tournament Overview
e Court Usage
e Statistics (8 Qurnament
e Schedule
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

Players Entries

64 1 22 4

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

¥/ Tennis Toumament Planner - Weshway

Backup A———
Tournament | Player Draw Report
. . . . ] New.. Ctrl+MN H
It is very important to back up your TTP files regularly, particularly l open a0

during a tournament. Taking a backup copy is a very simple
process and may be carried out by clicking on Tournament from
the top menu and selecting Backup. Close
@ Backup... Ctrl+S
You may choose where you store your “backup file” and each time | &, Rrestore..

you create a backup it will be given a slightly different name which | o
will include the date and time that the file was created. E.g.

Save As New Tournament...

Ctrl+F4

ITA Plaver Validatinn

Backup Magdalen Park Senior Open Tournament-20210316-1729.TPBackup
This backup file was created on 16™ March 2021 at 17:29.

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 https://competitions.lta.org.uk/ a backup copy is saved.
Should you need to retrieve a copy of your TTP file then please contact the Competition Support
Team or your CDP.

Restore ¥/ Tennis Toumament Planner - Westw:
Tournament | Player Draw Reporl
Restoring from a backup file is the reserve process of New Ctrbe N
backing a file up. After this process has been carried out -
then your data will be restored to the date and time that the . DOpen... Crl+O
backup file was created. If you have been sent a BACKUP Save As New Tournament...
file for a tournament which does not appear on your Close Ctrl+F4
computer then the restore process will create the file for you. -
4 Backup.. Ctrl+5
If you have been sent a BACKUP file by email then [§2 Restore.. |i
download and save the file to your computer first. Within
TTP click on Tournament from the top menu and select . 174 Plaver Validation
Restore.
You will be asked to browse to the location where you T e the name for i sourmament [
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. Fiename: [ Wisusl Realioy TTPWID 1650355 Westnay Summer Tournament.T] | srowss
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Click on Finish and your new TTP file will be created. Do remember that this will overwrite any
previous version of the same tournament.

AFTER THE TOURNAMENT

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 Player
Validation routine (see the Player validation section of this manual for more details)

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

3. Make sure that any refunds are processed for players who were unsuccessful or for
reserves who were not called upon to play. This is done via the CMS.

4. Sync and submit entries for the final time (see Downloading entries from the CMS). 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)
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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[;::vi)nly) 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

Allows you to create an entry for a player (only applies to the Main

Roster Ins e
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

Import Results

Allows you to import results from a 2" copy of a TTP file. This may be useful when running a
tournament at multiple locations. Results will however, only be imported where there have been no
changes to draws.

Import Schedule

Allows you to create an order of play/schedule created on a 2™ copy of a TTP file and import the
schedule to the main file.

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.

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.
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Seed & Make all draws

Allows you to make and seed all draws based on various user-definable parameters. This function
may be useful for large week-long competitions.

Links

Enables 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.

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.

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

Contents
Provides comprehensive help on all areas of TTP.

Internet site
Takes you directly to https://competitions.lta.org.uk/

System info
Displays diagnostic information.

Check for updates

Checks that the version of TTP you are running is up to date. Please note however that this will
only work with MAJOR version updates. Minor updates can only be downloaded directly from the
LTA website via the following link: https://www.lta.org.uk/TTP
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Register
Allows you to change the licence from one user to another.

About Tennis Tournament Planner
Shows the current TTP version and build number.

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
Scheduling 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 |aal
court by court basis. |8 <
Order of play
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USEFUL LINKS

Further support is available at the following links:

Further information on TTP and useful guides:

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-resources/ttp/

LTA Help & FAQs Centre

https://helpcentre.lta.org.uk/help/s/lta-help-centre?cateqory=TTP Leaque Planner

CMS Organiser Support page

https://www.lta.org.uk/cmssupport

CMS Live Status Update page with up to date information on CMS development works and known
bugs

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-
resources/competition-management-system/live-status-update/

LTA Competition Regulations

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-resources/rules-
requlations/

Organiser resources

https://www.lta.org.uk/workforce-venues/officiate-tennis/competition-organiser-
resources/organiser-and-official-resources/
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