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How to Set Up a Club/Facility in SportyHQ

Getting Started

) SportyHQ

Web-based sports
competition and

membership platform

This will lead to an options page, select the required modules for your club/facility. Recommended —
Membership and Performance Module, select ‘start your free trial’ to begin.

Which modules would you like?
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Addiuonal features

Once selected, you will be redirected to the login page, login or sign up for your account here. Once
logged in, you will be redirected to the facility information page, complete all required fields and
click submit.

Register yourself as a player of this club, a pop-up box will come up, click confirm.
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squash centre

Clubs / squash centre

player at this club!

Register As A Player At This Club (Free) @ Register yourself asa

Contact Info Club Rankings

Address 4 MNo rankings meet this criteria
Launceston street
Phillip, Australian Capitel Territory 2606
Australia m
Fnone 00 0000 0000
Rating No reviews.
Be the first to write one




Contact your state organisation to affiliate your club/facility to the state body and make you a club
administrator. Once you have been made an administrator, your club name will appear in the grey
pull-out tab on the left hand side of the page. The ‘club admin’ link will appear beneath your club,

click on this to access all settings.
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Club Admin

and payment configuration.

B Dickson Squash Club

@ Squash ACT Settings
Subscription

@ Squash Australia Manage the setup of your facility.

Finally, add any extra club admins by going to ‘Profile & General Settings’.

integrate with many of SportyHQ's features
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» Membership Types
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Regional Affiliations </ Website Domain Setup

& Member Bulk Renew

Setup membership plans, view transaction reports
and payment configuration.
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£ User Balances Settings @
o Transactions
Subscription @ Subscriptions
@ ypcoming Transactions Manage the setup of your facility.
Manage your SportyHQ subscription and payment &2 User Balance Transaction Log
details.
Configuration
-~ Manage Subscription f Membership Plans
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< Custom Data Fields
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How to Manage Memberships

Membership Payments, bulk emails (renewal/expiry), add/edit/remove a member

1. When in your admin page, under memberships, select ‘add new member’.
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Membership @ Bookings Performance

Manage your user data, membership plans, online Drive more court reservations by allowing players ta

payments and communication under one roof. conveniently boak from their browser or smartphone, 24/7.

Run tournaments, leagues, events, rankings and more

Competition Formats

Search & Manage General # Box Leagues
- ¥ Go to Booking Calendar ® Tournaments
B Block Bocking
= v Mode

88 Member Check-in
Configuration

Communicate & Share 8 pssets & Courts Rankings and Match Results
& Send Mass Emal # Global Booking Options W Enter Match Result

¥ Announcements # Booking =

B Calendar of Events R ion Rates =

& Membership Booking Folicies I8 squash (Singles) Rankings

¥ Event Registration
.

2. When adding a new member, try and ensure you know their email address as this will help
to detect any duplicate profiles. Then fill out the remainder of the details. Ensure DOB is also
entered as this will allow admins to add players with unactivated profiles into a tournament.
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v Basic Information Profile Photo
First Name: Bob This user will be able to upload their profile photo once they
9 activate their account
Last Name: Smith
(1}
Email Address: ¥ 1 don't know their email address
Gender: Male
]
Female
=
Date of Birth: January v 1 v - v
2
Nationality Australia .
k4
Disciplines Squash (Singles)
Timezone: (UTC +10:00) Australian Eastern Standard Time, Viadivostok Time v
Send Activation?: (o) Yes
] No
B @ you want us to send an activation email to this user so tnat they can login to their SportyHQ account?




3. To edit a player’s profile, under ‘Membership’ you can go into ‘search members’ or ‘list

members.
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Manage your user data, membership plans, online payments
and communication under one roof.
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Bookings

Drive more court reservations by allowing players to
conveniently book from their browser or smartphone, 24/7.

General
B Goto Book

B Block Book

= v Mode

Configuration

8 pssets & Courts

# Global Booking Options

4 Booking Reservation Types
Reser

& e

n Rates

ng Policies

Reports

irt Booking Stats

Payments

Setup membership plans, view transaction reports and payment
configuration
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Performance

Run tournaments, leagues, events, rankings and more.

Competition Formats

B poy

® Tournaments
22 Team Leagues

& solo Leagues

dders

Rankings and Match Results
40 Enter Match Result

ng Lists

(Singles) Rarkings

Website

Create a dazzling website for your facility and integrate with
many of SportyHQ's features

site Buile

site Domain Setup

To view all of your club players, select ‘list members’. Next to the players name, click
‘Action’, here you have a few different options — edit player or remove from facility. If the
circle next to ‘send email’ is red, this means that the players account has not yet been
activated. For those players within the ‘Action’ drop down menu, there will also be an option

to ‘resend activation link’.
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Search & Manage
& Add New Member
Q. search Members
& List All Members @

8 Member Check-in

Communicate & Share

= Send Mass Emal

¢ Announcements

8 Calendar of Events

w Event Registration

B Dpocuments

&) Photo Gallery

& aytomated Birthday Greetings
= send Act Emails

Lil prermbershir
& Member Check-in Report

Miseellaneous
& Merge Profile Duplicates
4 gfrom CSV

®hils - TV Display

Q

General
B Go to Booking Calendar
B glock Booking
= TV Mode

Configuration
& Assets & Courts
£ Global Booking Options
% Booking Reservation Types
@ Reservation Rates
& Membership Booking Policies

Reports
il ourt Booking Stats

nber Booking History

rt Booking History

& Canceled Booking History

Payments

To distinguish between your different members, Eg., pennant player, social member etc. In
the main admin page, select ‘Membership Types’
%, sportyHa

Competition Formats
B! Box Leagues
¥ Tournaments
Bl Team Leagues
& solo Leagues

1= Ladders

Rankings and Match Results
Ll Enter Match Result
= Recent Results
B Ranking Lists
= squash (Singles) Rankings

Website

o

LD Leanna

Create a dazzling website for your facility and integrate with

many of SportyHQ's features.

site Builder
& website Domain Setup

Create a membership type by selecting ‘Create membership type’. Once you have created
your membership type, create a membership policy to apply to the different membership
types required for your club/facility.

Memberships

squash centre / Memberships

+ Create Membership Type | 48 Membership Policies

Memberships

Name

Social Membership m




7. To create different membership plans, select ‘membership plans’ under ‘payments’ on the
admin page.
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Miscellaneous

& Merge Profile Duplical

&y

Create a dazzling website for your facility and integrate with
Members from CSV many of SportyHQ's features
% Membership Types

@
3 Calendar of Eve: Payments <:

Setup membership plans, view transaction reports and payment
configuration

s - TV Disj

ite Domain

Regional Affiliations
& Member Bulk Rer

Reports

% user pala
User Bal2 Settings
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) scriptions
Subscription Manage the setup of your facility
Facility Settings
Manage your SportyHQ subscription and payment details. # Profile & Ge
B upload Logo

al Settings
# Manage Sub!

* sponsars

< Ccustom Data

= Email Templates

Facility Affiliations

£ Membership Sync

Miscellaneous

= Fao

y Admin Change Report

Plan Detalls

8. Once selected, click on ‘create plan’ and fill in the required fields including membership cost.

Plan Name: nnuat
Category: - None - v
Type: Individual / User Plan
Family Plan
Eilling Cycle: Fixed Period
Recurring

$  Enter membership price

Plus Tax 0

Start Date:

End Date:



New Member Welcome Email

Enzbled: es
No
Email Subject
Bo Formats- B
Availzile Merge Fislds: SFIRST_N
Existing Member Renewal Email < I
Enabled: Yes
No
Email Subject

Farmats +

E S EB

B /I E=E=2E -

On the same page, you can create a membership email to both new members and existing
members with membership reminders. Once everything required is completed, click ‘submit’

Words: 0

10. If you wish to sell additional items such as T-shirts, water bottles etc. Click on ‘Individual

items’ under the payments category on the admin page.
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Create a dazzling website for your facility and integrate with

many of SportyHQ's features.

ebsite Builder

site Domain Setup

Settings

Manage the setup of your facility.

Facility Settings
# Profile 2. G
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= Email Templates
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11. Select ‘Create Item’, fill in the required fields and click ‘submit’.
P SportyHQ

a (o) Leanna v
Create Item

Item Details
Item Name: e
Description:
“
Amount Type: Fixed Amount
User Defined (e.g. a Donatian)
Plus Tax:

L3 Merge Profile Duplicates

12. To setup the sign-up renewal page, on the admin page, select ‘Sign-up/Renewal Page Setup’
Miscellaneous
3

Create a dazzling website for your facility and integrate witl
mport Members from CSV many of SportyHQ's features.
* Membership Types
I Calendar of Events - TV Disp ay

@
Payments @ —
Regional Affiliations

& Member Bulk Re

e Builder

site Domain Setup

Setup membership plans, view transaction reports and payment
configuration

Reports
2 User Balances
User Balance: Settings
= tions
X & subscriptions
Subscription @ {jpcoming Transactions Manage the setup of your facility.
& \yser Balance Transaction
User Balance Transaction Log Facility Settings
Manage your SportyHQ subscription and payment details o aneral Settinae
Configuration # Profile & General Settings
& Manage Subscription i rship Plans B uUpload Lego
L4 Sponsors

<> Custom Data Fields
= Email Templates

Facility Affiliations

ber Affiliation Report
@ Facility Affiliations Setup

13. Complete all required fields in the ‘membership layout page’

squash centre Membership

Whe can access sign up?: Anyone can access it

Only existing members can access it

MNotify Admins on Registrations?

Introductory Text

What plans to show?: What plans to show?

Terms & Conditions:

1:51 PM



and fill out all required fields.

Miscellaneous

= Merge Profile Duplicates

& Import Members from CSV

» Membership Types

3 calendar of Events - TV Display

Regional Affiliations
& Member Bulk Renewal

Subscription

Manage your SportyHQ subscription and payment details.

£ Manage Subscription

15. To send bulk emails to all of your club members, under ‘Membershi

select ‘send mass emails’

Membership @

Manage your user data, membership plans, online payments
and communication under one reof

Search & Manage

& Add New Member
Q search Members
& List All Members @
B Member Checkin

Announcements
B Calendar of Events
w Event Registration
B Documents
B photo Gallery
B avtomated Birthday Greetings
& send Activation Emails
bl Membership Statistics
& Member Check-in Report

Miscellaneous

Payments

Setup membership plans, view transaction reports and payment
configuration

Reports

2 User Balances

@ Transactions

[©] Subscriptions

@ Upcoming Transactions

& ser Balance Transaction Log

Configuration
i Membership Plans

® Individual items

[u]

Bookings

Drive more court reservations by allowing players to
conveniently bock from their browser or smartphone, 24/7.

General

B 6o to Booking Calendar
B Block Booking

= Tv Mode

Configuration

8 pssets & Courts

 Global Booking Options

o Booking Reservation Types
{8 Reservation Rates

o Membership Booking Policies

Reports
il court Booking Stats
& Member Booking History
& court Booking History

& Canceled Booking History

14. To ensure you receive payments, complete the payout settings page, follow all the prompts

Create a dazzling website for your facility and integrate witl
many of SportyHQ's features

@ website Builder
& website Domain Setup

Settings

Manage the setup of your facility.

Facility Settings
# Profile & General Settings
B upload Logo
* sponsors
<> Custom Data Fields

& Email Templates

Facility Affiliations
B Member Affliation Report
@ Facility Affiliations Setup

p’ on the admin page

Performance

Run tournaments, leagues, events, rankings and more.

Competition Formats
& pox Leagues
® Tournaments
= Team Leagues
& solo Leagues

i= Ladders

Rankings and Match Results
il Enter Match Result

= Recent Results

BB Ranking Lists

= squash (Singles) Rankings

Website



16. Select the group of players you wish to email, compose your email. Add any attachments —

ie., tournament entry forms. On the right hand side of the page, add the fields that you want
to enter, ie., name.

Recipients
:Ee\em Memberships: > Social Membership
Type [#] Active Members

Inactive Members

Compose Email Merge Fields

Click on a field to insert it in to your email message

Rec
- R
Rec

P Words: 0

Attachments You can stz

: 1:59 PM
O Type here to search i R

~ T ) ENG

30-Jul-18

17. Other useful functions within the Membership component of SportyHQ:
Membership

Manage your user data, membership plans, online payments
and communication under ene roof.

Search & Manage
& Add New Member
Q search Members
& List All Members @)

a0 )
2= Member Check-in

Communicate & Share
& send Mass Ema

Announcements
2 Calendar of Events
Event Registratiog
Documents

]

4l Photo Gallery
A tomated Birthday Greetings
=

Send Activation Emails

Member Bulk Rene

18. When in your club admin page, select ‘list all members’ here you can see who has and hasn’t
activated their account. Those that have both logged in and activated will show up with two



green dots, those who have logged in but not activated will show up with one green and one
red dot. For those with a red dot, select the ‘action’ option to the left of their name.

@ Czoban @ Amy

Czajor Ben

D'allesandro Austin

19. Once you have selected the ‘Action’ drop down box, select to ‘resend activation link’ and
this will send an email to the person (assuming the person has the correct email address

listed)

m D'allesandro Austin L ] 2= Send Email
# Edit @ lincoln 'Y = send Email
@ Remove from Facility Haydn N = I
“s Resend Activation Lin
% Get Activation Link
Remove Expiry Date

& Grahame 2 Send Email

—————

Adjusting a Player’s Ranking

1. From a state level, on the left-hand side of the page, in the grey panel, select your state.
From a club level, in the grey panel, select your club.

[ Dickson Squash Club [@ Dickson Squash Club

@ Sguash ACT @ Sguash ACT

@ Squash Ausiralia @ Sguash Australia




2. Inthe state page, go to the administrator panel on the left-hand side and select ‘squash
(singles)’, as shown below. For a club admin, go to your club admin page, under the
performance module, you will see rankings, select ‘Squash (Singes) Rankings).

& Administrator

People
¥ Players
& coaches

¥ offcials Performance

& Extemal contacts

Management
@ sup-organizations Run tournaments, leagues, events, rankings and more.

8 Calendar of Events
¥ Toumaments

i Team Leagues Gump-etition Formats
& solo Leagues B Box League“

B Facilities i b

T Event Registration * Toumaments

© roms 1= - .
+ Erter Resun =2 Team Leagues
* sponsors & solo Leagues

B ;pplications

& Merge User Profile Duplicates Ladders
B Merge Facility Duplicates
@ Event Sanction ing Setup

B persomne Rankings and Match Results
=1 Photo Gallery bl Enter hatch Result

B pocuments
Recent Results
Communicate

' News & Announcements

Rankings
& Ranking Lists

Ranking Publications

Ranking Lists

il il E i

Sguash (Singles) Rankings

Code Violations

3. Search the user whose ranking you wish to adjust. Type in their new ranking, give a reason
for the adjustment and click ‘Apply Adjustment’.

‘ Leanna Davey

Name: Leanna Davey

Current Rating: 7

Discipline: Squash (Singles)

Adjustment Date: 21 August, 2018

Adjust their points to: points

# Reason for adjustment?: >
~ﬁ-.__

Apply Adjustment



Set Up Online Court Bookings with Payments

1. Go the club admin page. Under the ‘Bookings’ Module click on the ‘Assets & Courts’.

Membership Bookings @ Performance

Manage your user data, membership plans, online Drive more court reservations by allowing players to Run tournaments, leagues, events, rankings and more.
payments and communication under one roof. conveniently book from their browser or smartphone, 24/7.

Search & Manage

& Add New Member
Q search Members
& List All Members [

B8 Member Check-in

Communicate & Share
& send Mass Emai
‘1 Announcements
B calendar of Events
w Event Registration
B pocuments

&l Photo Gallery

8 Automated Birthday Greetings

General

# Goto Booking Calendar
# glock Boaking
O TV Mode

D ooking Options
= Booking Reservation Types
[® Reservation Rates

& nembership Booking Policies

Reports
oyt Booking Stats

Competition Formats
#H opox Leagues
® Tournaments
ES] Team Leagues
F solo Leagues

= Ladders

Rankings and Match Results
Ll Enter Match Result

= Racent Results

B Ranking Lists

i= squash (Doubles) Rankings
i= squash (Singles) Rankings

& jtember q -
& send Activation Emails Member Booking History

E3 rt story
Ll pembership Statistics Court Booking History

& Cancalad Rooking Histary

2. Oncein the ‘Assets’ page, click ‘Add Asset’ (EDIT).

"’ SportyHQ = |search... Q CP LD, Leanna v

Assets

Woden Squash Centre / Assets

+Add Asset | +Booking Types | [@Booking Rates | + Create Group
Drag assets up/down to change their display order. >

Assets
Court 2

Edit Asset Booking Setup @ Delete Asset

3. Inthe ‘Assets’ page, select ‘Booking Set-up’ next to the asset. Edit the times that bookings

can be made — this can be done by selecting ‘Edit Times’ under the day. Type in your booking
times in the allocated box in 24-hour time. Finally, you can select ‘Copy these settings to...”



to allocate the same times to other days.
U SportyHQ = [ -

9:30pm Any . [30mins ¥ @

 enn .,
‘ £ Copy these settings fo... ,

Tuesday 08:00

08:30
09:30
10:00
10:30
11:00
11:30
12:00
12:30

4] Enter the booking times that you would like to set in 24 hour format. For example:

10:30
11:30
1215

13:00

14:45

On the ‘Assets’ Page, click on ‘Bookings Type’. Here you can add any other booking types
necessary. Eg., ‘Pennant’.
On the Administration page, under the Bookings Module, click on ‘Global Booking Options’,

here you can
v, SportyHQ = | Search.. Q 2 fo)ee

Membership Bookings c Performance

Manage your user data, membership plans, online Drive more court reservations by allowing players to Run tournaments, leagues, events, rankings and more.
payments and communication under one reof. conveniently book from their browser or smartphone, 24/7. .
Competition Formats

Search & Manage General gy Leagues

& Add New Member B2 Go to Booking Calendar ¥ Tournaments

Q. search Members B plock Booking  Team Leagues

& Listal Members @ 2 v Mode & solo Leagues

B8 Member Check-in IZ Ladders

Configuration

Communicate & Share 8 pssets g courts Rankings and Match Results
= send Mass Emal il Enter Match Result

¥ Announcements o Booking Reservation Types = Recent Results

B Calendar of Events Reservation Rates B8 Ranking Lists

* Event Registration & Membership Booking Policies = quash (Doubles) Rankings

B Documents
E&) photo Gallery Reports

quash (Singles) Rankings




id, Booking Setup | Woden = X\ > Community Engagemen: X { [ Facebook %\ [ Mail - leannajd@hotmail X \\ ] = X

s C | @ Secure | hitps//www.sportyhg.com/club_admin/booking_setup/1

Q |
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General Options

#
1 Enable the booking system: {E] Yes
Ne
E Restricted access to...
a Time Format: (E] AM/PM (e.g. 3:30pm)
24 hour (e.g. 15:30)
+
Enable Booking Rates: (=) Yes
® ¢ :
No
Enable Front Desk Player Checkin: Yes
9 () No
<] Track Late Gancelations?: Yes
\:;:\ No
] Allow bookings after start time?: Yes
(=) No
= ~
Allow noremembers to book?: (o) Yes
:::) No
® -
am
.

6. Reservation rates can be found in the admin page under the booking module. Once you click
on the ‘reservation rates’ option, prices can be adjusted in ‘peak’ and ‘non-peak’ time. Press

save.
7D, SportyHQ =

Membership Bookings @ Performance

Q 0 (o

Manage your user data, membership plans, online Drive more court reservations by allowing players to Run tournaments, leagues, events, rankings and more.
payments and communication under one roof. conveniently book from their browser or smartphone, 24/7.
Competition Formats
Search & Manage General & gox Leagues
& AddNew Member B coto Boaking Calendar ¥ Tournaments
Q search Mem B Block Booking =

& List All Members @ v Mode
B Member Checkin
Configuration
Communicate & Share & pssets & Courts Rankings and Match Results
&= sSend Mass Email ¥ Global Booking Options Ll Enter Match Result
L Announcements -

Recent Results
BB Ranking Lists
= 5quash (Doubles) Rankings

B Documents
&l Photo Gallery Reports

Squash (Singles) Rankings




T EE—
/ '@, Booking Rates | Woden & X\
|

[:) = X
< C' | @ Secure | hitps//www.sportyhg.com/club_admin/booking_rates/1497 09cd74eba36feb2dal11772bef7d4a5&t 742 &teu=5b580c2e3066b0.1 018 Q | i
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Squash
Flat 30mins 45 mins 60 mins 90 mins 120 mins 30 mins 45 mins 60 mins 90 mins 120 mins
Rate
Public
Playing A Game With “ 20,00 30.00 50.00 14.00 20.00 3400
Bringing In A Guest “ 20,00 30.00 50.00 14.00 20.00 3400
Solo Fractice “ 20,00 30.00 50.00 14.00 20.00 3400

still Locking for a Player

Pennants

Masters

School

Permenant

To create multiple boo

7
/ i, Facility Administration | X% \§

kings, in the main admin page under bookings select ‘block booking’

e — X
€< > C | & Secure | https//www.sportyhg.com/club_admin/home/149?e=12468beabee7{73224839050b2da20ccfit=15326032058teu=5b5708455c8ba8.6 7031067 Q |
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Membership Bookings @ Performance

Manage your user data, membership plans, online Drive mare court reservations by allowing players to Run tournaments, leagues, events, rankings and more.
payments and communication under cne rcof. conveniently book from their browser or smartphone, 24/7.

Competition Formats
Search & Manage

General # Box Leagues
]

& Add New Member
Q. search Members
& List All Members @

8 Member Check-in

Booking Calendar ¥ Tournaments

eam Leagues

TV Mode & solo Leagues

adders
Configuration
Communicate & Share 8 pssets & Courts Rankings and Match Results
& send Mass Emal # Global Booking Optians Ll Enter Match Result

 Announcemer

it Results
Calendar of Events [®] Reservation Rates B Ranking Lists
o - - . .

# Booking Reservation Types

Once you have selected ‘Block Booking’, a new page will open up. Here you can select all of
the dates that the booking needs to be on. Select times, courts, category — ‘other’ is most



commonly used and write a description. Eg., ‘Junior Training’ and press create.

fo .\
/ %, Create Block Booking [ B+ X N\ [:) = bre
o —
< C' | @ Secure | hitps//www.sportyhg.com/beok/block/1497e=d3abb5fc11f0dbd6d896bc21a03958af &t =15328498 11 &teu=5b5ach9339d8d7.270 Q v @
'f’ SportyHQ Q P By
Create Block Booking
< July 2018

Su Mo Tu We Th Fr Sa
12 3 4 35 &
g 9 10 1 1z 1
15016 17 13 19 20

ERREN

First Time Block SanTme  1200am v SrdTene  1200em v
Second Time Block: St T ———

AllDay

Court1

Court2
Count3
Court 4
Court 5
Court 6
Court7

court8

League

Description @

9. Players can add funds to their accounts so when they pay for court hire they can continue to
top up their funds. To do this, select ‘user balances’ under ‘Payments’ on the admin page.

Ll (ot Booking Stats

3

# ptomated Birthday Greetings
== \Member Booking History

= send Activation Emails N
JET Membership Statistics -:

& Member Check-in Report

Court Booking History
Canceled Booking History

Miscellanecus
3 Merge Profile Duplicates
+ Import Members from CSV
® Membership Types

I Calendar of Events - TV Display Payments

Regional Affiliations

% Member Bulk Renewal Setup membership plans, view transaction reports and payment

cenfiguration.

Reports,

LT ransactions
L 1 gypseriptions
Subscription @ Upcoming Transactions
& User Balance Transaction Log
Manage your SportyHQ subscription and payment details
Configuration

# Manage Subseription ¥ Membership Plans
™ Individual Items
[} Sign-up / Renewal Page Setup

& Payout Settings

Website

Create a dazzling website for your f

many of SportyHQ's features.

@ website Builder
o

Vebsite Domain Setup

Settings

Manage the setup of your facility.

Facility Settings
& Profile & General Settings
B upload Logo
® sponsors
<> Custom Data Fields
= Email Templates

Facility Affiliations
* Mambhor Affiliatinn Rannrt



10. In this page you can see your list of members, their current balance and you can add/deduct

funds from their accounts.
User Balances

squash centre / User Balances

Users
Search
Name +  LastChange ¢ Current Balance
Davey, Leanna N/A AUD 0.00
Hodson, Meredith N/A AUD 0.00 Add Funds | Deduct | History

11. To view your bookings go to ‘booking calendar’.

Membership Bookings Performance

Manage your user data, membership plans, online payments
and communication under one roof.

Drive more court reservations by allowing players to
conveniently book from their browser or smartphone, 24/7.

Run tournaments, leagues, events, rankings and more.

Competition Formats
Search & Manage i pox Leagues
& Add New Member ¥ Tournaments

Q search Members
& List All Members @
88 Member Check-in

Team Leagues

I TV Mode

Solo Leagues

IE Ladders
Configuration
‘Communicate & Share 8 pssets & Courts Rankings and Match Results
= send Mass Email ## Global Booking Options il Enter Match Result

¥ Announcements
B calendar of Events

o Booking Reservation Types Recent Results

@& Reservation Rates Ranking Lists

iiil @ i &

! Event Registration & Membership Baoking Policies Squash (Singles) Rankings
B Documents

&8 photo Gallery

& automated Birthday Greetings
& send Activation Emails

L Membership Statistics

& Member Checkin Report

Reports

Ll coyrt Booking Stats

& Member Booking Histary
& court Booking History

& 5
Canceled Booking History Website

12. Here you can add, remove and edit bookings as well as see all courts and all upcoming
bookings. The below example shows block bookings (permanent) in capital letters, casuals
(call-ins) in lowercase and the coloured boxes indicate a competition ie., Masters, pennant.

U 5:00pm 30m ) 5:00pm 30m U 5:00pm 30m ' 5:00pm 30m U 5:00pm 30m C'5:00pm 30m U 5:00pm 30m U 5:00pm 30m
L= ) =3
Zedt & O
Vlad
[ 5:30pm 3om [ 5:30pm 3om U 5:30pm 3om ' 5:30pm 30m [ 5:30pm 30m [ 5:30pm 3om O 5:30pm 30m U 5:30pm 3om
@Edit w | @ FEdt & | @ @Edt & | @ FEdt ® | @
Viad RANGER SAM Adrian
[ 6:00pm 30m [ 6:00pm 30m [ 6:00pm 30m ) 6:00pm 30m [ 6:00pm 30m [ 6:00pm 30m ) 6:00pm 30m [ 6:00pm 30m
[ omee W ome W ome | [ omer | [ omee M ome ]
Anthony RANGER JEFF SAM Adrian CONRON MAY
[ 6:30pm 30m ['6:30pm 30m [ 6:30pm 30m [ 6:30pm 30m [ 6:30pm 30m [ 6:30pm 30m [ 6:30pm 3om [ 6:30pm 30m
[ owe ] [ ower W owe R owe B o W owe WY owe |
ZEdt & @ ZEdit @ | @ @Eit & | @ @Edit & @ ZEit & | O
Anthony JEFF NILSHAN BALUER Adrian CONRON MAY
L 7:00pm 3om L 7:00pm 30m U 7:00pm 30m [ 7:00pm 30m U 7:00pm 30m L 7:00pm 30m L 7:00pm 30m U 7:00pm 30m
=2 = = =2
& Edit L ] & Edit w L]
NILSHAN Matt
W 7:30pm 30m N 7:30pm 30m [ 7:30pm 30m N 7:30pm 30m W 7:30pm 30m N 7:30pm 30m

W 7:30pm 30m
Masters

[ Edit W i)

Masters
[ Edit W i)

Masters
FEdt & | @

Masters
FEit & @

Masters
[# Edit o

Masters
FEdt & | @




Membership

Manage your user data, membership plans, online payments

and communication under one roof.

Search & Manage
& Add New Member
Q. search Members
& List All Members @

&8 member Check-in

Communicate & Share
= send Mass Email
¥ Announcements
8 Calendar of Events
! Event Registration
B Documents
&8 photo Gallery
& aytomated Birthday Greetings
& send Activation Emails
Ll pembership Statistics
& Member Checkein Report

Bookings

Drive more court reservations by allowing players to

conveniently book from their browser or smartphone, 24/7.

General

B Goto Booking Calendar
B Block Booking

= v Mode

Configuration
& pssets & Courts
## Global Booking Options
o Booking Reservation Types
@ Reservation Rates

& Mar

aia Booking Policies

Reports
Ll oyrt Booking Stats

& pember Booking History

& court Booking History

& Canceled Baoking History

13. Other useful functions relating to court hire: booking stats and booking history.

Performance

Run tournaments, leagues, events, rankings and more.

Competition Formats
i pox Leagues
® Tournaments
H Team Leagues
& soo Leagues

= Ladders

Rankings and Match Results

Il Enter Match Result

Recent Results
B Ranking Lists

Website

Squash (Singles) Rankings



Setting up a competition

1. Within your club administrator page, under the ‘Performance’ module, select ‘Team

Leagues’

Membership

Manage your user data, membership plans, online

payments and communication under one roof.

Search & Manage

& Add New Member
Q. search Members
& List Al Members @)

8% Member Check-in

Communicate & Share
= send Mass Ema
* Announcements
& calendar of Events
* EventR

eqistration
B pocuments

= <7

No leagues have been created for this club.

Bookings

Drive more court reservations by allowing players to

conveniently book from their browser or smartphone, 24/7.

General

® Goto Booking Calendar
=] Block Booking

L 1v Mode

Configuration

B pssets & Courts

#¥ Global Booking Options

& Booking Reservation Types
[81 Reservation Rates

& Membership Booking Policies

2. Create your league, complete the required information and click ‘submit’.

$ Performance

Run tournaments, leagues, events, rankings and more

Competition Formats
B

Box Leagues

Rankings and Match Results
bl Enter Match Result

= Recent Results

B8 Ranking Lists

= squash (Singles) Rankings

3. Once you have submitted, this will lead back to the displayed page. On the right-hand side,

click on the ‘view’ option

+ Create Team League

Existing Team Leagues

Name Abbreviation
Tuesday Night League TNL

Discipline

Squash (Singles)

4. Once you have selected ‘view’ this will take you to your ‘league’ page. To extend the
administrator options panel, click on the lines next to the search bar as shown.

5. To create your event, in the administrator panel, select ‘Events, Teams & Players’



/ p, Tuesday Night League |7 X '\ (=] = X
Q% O

%», sportyHa i@ Q @ (0) eamna

& Administrator

& C | @ Secure | https:;//www.sportyhg.com/league,

Tuesday Night League £ Share

Leagues / Tuesday NightLeague / Tuesday Night League

&I | eague Logo
¥ Leagu

Your league is not visible to anyone except for you and any other administrators you have added.

= send Activation Emails
© Request Sanctioning Publish League

Sign-up Configuration
Configure

&
0 sonup page Layout “ Contaers {feore cheet

Additional tems

< Setup Custom Data Fields

No divisions have been published.
¥ payout Settings B

Resources
@ Resuit Sumr
D score s

Photo Stream Live Scoring Available!

heet

Use SportyHQ's free Score Squash app to live score matches for
No photos have been added

this league on your mobile device. After you download the app,
you'l be able to login, select your team and find the fisture that

you're marking a match for. Every point gets recorded so that

Next, select ‘Create event’, fill in the required fields. This information can be edited later by
selecting ‘event settings’ as shown. Next, select the ‘Rules & Modules’ tab, this allows you to
determine who can enter scores, matches per player etc.

&) | eague Logo

o + Create Event @
= send A s

© Request Sanctioning Summer League 2018

Sign-up Configuration
o Configure
O3 sign-up Page Layout
™ sell additional items Setup & Configuration Reports

ata Fields [@ Full schedule by Date

Rules & Modules B Full schedule by

Aanage Divisions
Resources Manag

O League Scheduler
@ Result Sumr ! League Schedule:
@ score Sheet Assign Courts
& Export Results ( O Bulk Schedule Creator
sults .
= T L import Schedule
S Print Team St
v M as
il | eague st M Mark as Comy
#] Duplicate...

& Merge Profile Duplicates

In the Administrator Tab — Select ‘Clubs & Facilities’ use the search bar to add the
clubs/facilities that will be participating and used within your league.
& Administrator

Events

Leagues / Tuesday Night League

Setup the League
its Teams and Players

#* Sponsors

Bl | eague Logo

= send Activation Emal

@ Request Sanctioning Summer League 2018

Sign-up Configuration

# Configure

O signup Pag

™ sell Additional Items Setup & Configuration Reports
<[> gatup Custom Dat: = X .

Setup Custom Data Fields # Event Settings @ Full schedule by Date
¥ Payout Settings # Rules & Modules @ Full schedule by Te

= Manage Divisions



8. Inthe ‘Manage Divisions’ Tab — select ‘create divisions’. Fill in the relevant information, press
‘submit’.

& Administrator

Divisions

<k Events, Teams and Players

B ciubs & Facilities

= Pages

® Sponsors

PR,

= send Activation Emails

o Requ‘?st Sanctlamng‘

Sign-up Configuration
% Configure
D) Signup Page Layout This event has no divisions. Divisions are usually different levels of players (e.g. Div 1, Div2, etc.)
™ sell Additional items

<> Satin Cistam nata Eialde

7 sportyHa = o Q (@) eams-

& Administrator About
Setup the League
&t Events, Teams and Players Name: Division 1
B Clubs & Facilities
= pages Scoring System: Point-2-Rally (PAR) 11. Best of 5 games. v
# Sponsors
&  eague Logo Allow an alternate scoring system? Yes
# League Settings ) No
= send Activation Emails
@ Request Sanctioning Format: (=) League Format (Recommended)
Sign-up Configuration
& Gonfigure Scheduling Preference: Teams in this division all play on the same day. v
D) sign-up Page Layout
- Let teams set their preferred starting time?: Yes
Sell Additional Items
</> Setup Custom Data Fields (&) Ne

# payout Settings
Require Game Scores:
Resources

@ Result Summary Sheets
@ score Sheet

Querride default matches per round?: Yes
& Export Results (CSV)

8 Print Team Standings
Ll | eague Stats

L 8% 4 Benfiln uinlinatae

9. Once you have created all of your divisions, it’s time to set up the teams! There are two
options for this — ‘bulk create’ or ‘manage teams’

& Administrator L.

Divisions

Leagues / Tuesday NightLeague / Events / Divisions
Setup the League

& Events, Teams and Players
B clubs & Facilities

= Pages

#* sponsors

& | eague Logo
& Lo soorae e e
= Send Activation Emails

© Request Sanctioning Divisions

Sign-up Configuration

% configure Drag 'n drop divisions up and down to change their display order.
O sign-up Page Layout

> setup Custom Data Fields
% Fayout Settings

a. Create Teams (Bulk Create):

tup the League
= Events, Teams and Players Create Teams
I Clubs & Facilities
° Pages A Write Team Name Select Club from drop-
' rop-down box
* Sponsors Row Division Team Name Club down box Preferred Playing Night
¥ League Logo
b League Settings 1 Division 1 v club1 ~ No Club Association - B
% Send Activation Emails
} Request Sanctioning 2 Division 1 v club2 ~No Club Association - v
Jn-up Configuration 3 Division 1 v club3 ~No Club Association - v
¥ configure
1 sign-up Page Leyout 4 Division 1 v club4 ~No Club Association - v
* Sell Additional ltems
> Setup Custom Data Fields 5 Division 1 v club 5 ~No Club Association - v
F Payout Settings

s Division 1 v club6 ~ No Club Association - v
sources
- Result Summary Sheets 7 Division 1 r club 7 ~Na Club Association - M
- Score Sheet
¥ Export Results (CSV) 8 Division 1 v club 8 ~No Club Association - v
% Print Team Standings
L League Stats 9 ~No Club Association - -
¥ Marna Profila unlicatas



b. Manage Teams: Within Manage teams you can move the whole team to another
division if necessary.

= Pages
#* Sponsors + Create Team | @ Schedule

= League Logo

* League Settings Tear

& send Activation Emails

© Request Sanctioning Name Actions
Sign-up Configuration club 1

# Configure No Club Asscciation $ 3% Players

[ sign-up Page Layout £+ Team S

Additional ltems
/> Satup Custom Data Fields
# Payout Settings club 2 ¥ Move Team
No Club Association & Players

Resources £ Toam Sef

@ Result Summary Sheets

10. Add players to teams: On the divisions page, within ‘manage teams’ you will see four
‘Action’ items next to each team name. Select ‘Players’ as demonstrated above. Add your
players by typing their names in the search bar. Here you can choose the team captain and
their position in the team.

:

@ Players

Howard Johns

& Protected
Position:
Ben Phillips
Make Captain
B P Make Vice-Captain
Position: Not Set (£

Sam Sergo
Make Captain
Mln Vi Pantnin

11. Next, on the events, players and teams page, click on ‘league scheduler’

& Administrator

Setup the League
i Ey

ents, Teams and Players

B Clubs & Facilities

= Pages

2 Spansors Summer League 2018

&l ) eague Logo

& | eague Settin

= send alls

@ Reque

Setup & Configuration Reports
s':in_jp (jcnﬂgurat\on & Event Settings @ Full schedule by Date
Configure # Rules & Modules @ Full schedule by Team
n-up Page Layout i

| Additional items

Custom Data Fields

Resources = |mport Schedule (CSV)

¥ Mark as Completed

@ Result Summary Sheets
& puplicate...

@ sc

Sheet




12. Within ‘League Scheduler’, select how many cycles of the schedule you want.

5
§ B Round Robin Builder

Clubs

Club

squash centre

Divisions

Division Name

Division 1

Number of League Teams Warn if more than...

3 4 home teams in a night &t this club
Number of Number of "Bye" Maximum
Teams Teams Algorithm Number of Cycles Rounds

8 0 v SporiyHQ Algoritt v 2 14

Keep Together

Yes

(=) No

Actual Rounds

14

13. Under ‘round dates’ click in the box next to ‘Rnd 1’ A calender will appear, select your date.
For the following weeks, you can either add in the date manually, or select ‘+ 1 week’ and

this will do the same day each week. You can select to copy the same schedule for other

divisions as shown below.



8 Admin Menu

Division Name

Division 1

If you set the actusl ro

Round Dates

Division 4

Division 5

Division 6

Division 7

Division 8

Division 9

Division 1
Rnd. 1:
Rnd. 2:
Rnd. 3:
Rnd. 4:

Rnd &

® July 2018
Su Mo Tu We Th Fr
1 2 3 4 5 <]
8 9 10 11 12 13
15 16 17 18 19 20
22 23 24 25 26 27
29 30 31 2
Copy dates from:
Copy dates from:
Copy dates from:
Copy dates from:
Copy dates from:
Copy dates from:

+ 1 week

o

o

[=)]

o

o

o

Sa

14
21
28

+ 1 week

+ 1 weak

Number of

Teams

g

Number of "Bye"

Team

0

S

artyHQ will remave rounds from the final cycle and work backwards.

ivision 3

ivision 5 | Divisi

iwision 5 | Divisi

ivision 5 | Divisi

=]
3
o

ivision 7 | Division 8

14. Other options within the ‘Events, Teams & Players’ page include, ‘assign courts’ — schedule

the exact court the match will be played on ie., team 1 vteam 2 on court 1. ‘Bulk Schedule

Creator’ — create the schedule manually for each individual division. ‘import schedule’ —

import from another software. ‘mark as completed’ — when the event finishes, mark it as

completed.



15. Now everything is set up, hover your mouse over the grey panel on the left hand side of the
screen and select your event to view your event page.

| Rankings

i not been published. Only administrators of the league can see the event

nedule || = rul Resuts || i view Tears

Enter Result

[ sowes ) ronins |z |

¥ Tournaments

LAST ROUND [T75T)
B i Name Pts. Against ‘Where & When Pts
B Faciliies club 6 [} club 2 squash centre
club 7 o club 4 squash centre il
Governing Bodies
clubs 0 club3 squash centre + Result
club 5 [} club squash centre + Result
[ Canberra Squash Pennant club 4 a club7 squash centre + Result
club2 0 club s squash centre + Result
EH ACT Junior Pennant
club3 [} club g squash centre + Result
B Tuesday Night League club 1 1] club 5 squash centre <+ Result

I /www.sportyhg.com/organization

16. On your league page you can view schedules, results, add any ‘spare’ players to teams or the
division to be reserves and enter results from the round.

i

@ This event has not been published. Only administrators of the league can see the event.

I 4 Division 1 Schedule H E=Full Results H & View Teams | = Rankings H le” Stats I
STANDINGS LAST ROUND ET50)
Pos. Name Pts. Against Where & When Pts
1 club 6 0 club2 squash centre
2 club7 0 club4 squash centre + Result
3 clubs 0 club3 squash centre <+ Result
4 club 5 0 club1 squash centre <+ Result
5 club 4 0 club7 squash centre + Result
& club 2 0 club & squash centre + Result
7 club 3 0 clubg squash centre <+ Result
8 club 1 0 club5 squash centre <+ Result

17. When entering your results — select ‘+ Results’. Type in each individual game score. If you
need to replace the player, click on the arrow next to the players name, here you can select
someone else in the team, or search a new player. Any ‘spares’ that were entered will also
display here.

club1vs.clubS

1 Players Par 11 1 2 3 4 5 POINTS GAMES
club1 Finian Kennedy (1588 points) v
clubs Leanna Davey (719 points) v

Leanna Davey (719 points)

Harrison Barnett (1329 points) ® Regular Result © Match Defaulted
Leland Barnett (1144 points)
No Player (match was not played)

Player not listed. Enter new player.

League Administrator Options

Lock Result - Only the league administrator(s) will be able to make changes, if selected

Apply Penalty Point(s)



18. Need to let your team know you aren’t available to play? Select one of the thumb options
next to the round to show your availability.

Help with your team schedule by indicating your availability for the following league nights: Use Spor

g your mol
o Date Venue Time team ant
Tue 17th Jul squash centre TBD n - n recorded

recorded

club 5 VS, club 4

Tue 24th Jul squash centre TBD n - n

club 5 VS, club 7

Tue 31st Jul squash centre TBD n - n

club 5 VS, club 3

Tue 7th Aug squash centre TBD n - n

club 5 VS, club &

Tue 14th Aug squash centre TED n - n

club 5 VS, club 2

Tue 21st Aug squash centre TED n = n

club 5 V8. club B

Tue 28th Aug squash centre TED n - n

club 5 VS, club 1

Tue 4th Sep squash centre TED n - n

Sl Eum Ll

19. From your team page, you can view the entire competition schedule, all results and

League O

download your scoresheet/summary sheet

[ Division Schedule I= Division Results = Division Rankings || l+" Division Stats

Next Match

club 1 vs club 7
at

squash centre
Tuesday 17th Jul 2018 at TBD

L TR
& Download Result & Score Sheets (PDF)



20. To download/print scoresheets and result summary sheets, go to the administrator panel on
the left-hand side of the screen.

-

B clubs & Facilities
= Pages

* Sponsors sion 1 / club1
Eal | eague Logo

¥ | eague Settings

& send Activation Emails

< Request Sanctioning

Sign-up Configuration
# Cconfigure

0O Sign-up Page Layout
™ Sell Additional ltems

</ Setup Custom Data Fields
o Payout Settings

club 1 vs. club 7
at

. squash centre
B Pprint Team Standings Tuesday 17th Jul 2018 at TBD

Lual League Stats No court assignment.
& Merge Profile Duplicates & Download Result & Score Sheets (PDF)

21. Now your event is over but you’re ready to start the next one, just duplicate your previous
competition! Select ‘Duplicate’ from the ‘events, teams & players’ admin option. Type in
your new event name and select what information you want to duplicate.

Duplicate Event

You can use this feature to duplicate an existing event. This is ideal for most leagues that keep roughly the same divisions
and teams from season to seasen.

What would you like to duplicate?

New Event Name: ¢

What would you like to duplicate?: (=) Event,Divisions, Teams & Players

Event, Division & Teams Only
Event & Divisions Only

Event Only

Cancel Submit

22. The above example is based on an in-house competition to be played at the same centre
each week. If you need to make a state/city league, involving multiple facilities, ensure you
add all clubs and facilities that will be participating. If you wish to make the teams centre
based (Eg., players from different centres in a team’ you will need to use the ‘bulk schedule
creator’ option) If you wish to have individuals playing against other individuals (rather than
teams) use box leagues.



Creating a Tournament

1. Inyour club, centre, or state admin page, under performance select ‘Tournaments’
%), SportyHQ = | search.. Q O (o)

Membership Bookings Performance @

Manage your user data, membership plans, online payments Drive more court reservations by allowing players to Run tournaments, leagues, events, rankings and more.

and communication under one roof. conveniently bock from their browser or smartphone, 24/7.
Competition Formats

Search & Manage General
& Add New Member £ 6o to Booki
¥ Block Booking

alendar

Q search Mem
& List All Members @ 2 v Mode
B Member Checkin

Configuration

Communicate & Share & pssets & Courts Rankings and Match Results

= send Mass & Global Booking Options Uil Erter piatch Result

¥ Bocking Rese

t sh (Singles) Rankings
B Documents

E& photo Gallery

4 putomated Birthd

Memk
>ourt Booking History

&= send Act Booking History

1 ppembers|

& Member Checkein Report

Canceled Bool

Website

Miscellaneous

= Merge Profile Duplicates Create a dazzling website for your facility and integrate with
* e -

many nf SnartuHN's features

2. Select ‘Create Tournament’. This will open a new page, fill in all relevant details and

press ‘submit’.

{9, Creste Tournament | Tou: X

< C | @ Secure | https://www.sportyhg.com/tournament/build_tournament/club/add

D Apps G Google @ Administratorlog C @) Welcome to Survey Home | myCCA gl Schweppes order squash slideshow @  Entertainment Book [} Woden Squash Cen: @

"’ SportyHQ = | Search Q Jal LD Leanna v

Apou

Name: Club Championships

About the Tournament:

Ranked Event?: (&) Yes
No
If your event is ranked and should have more tha multi click here.
Tournament Admin(s) emmalies,

Tournament Contact Email:

toumnaments communicat

Show contact details

Show admin contact details?:

Hide contact details

O Type here to search

3. Once you press ‘submit’ it will open up your tournament page, here you will see a
checklist of things that need to be done first. If you need to adjust any of the
information in the previous step, you can do so by selecting ‘tournament settings’ in the




Administrator tab.

7, sportyHQ Q (D) eamas

¥ Tournament Seftings

Eal UploEaTEIE et Logo
& ypload Primary Poster
= Upload Alternative Poster

Publish Tournament <

# Manage Sponsors
& Player Management
& send Activation Emails

Please Note: Your draws aren't published, so enly you can see them! When you're ready, publish them so that everyene can view them. You can publish your draws from the “Draws™
section below.

@ Request Sanctioning
B Round Robin & Teams Checklist

Configuration

Make sure the following steps are completed to get your tournament up and running.

officials

Create at least one draw
& Manage Officials

Setup the Tournament's Pricing
Review the Sign-Up Page Configuration
Publish Your Toumament

@ Live Scoring Instructions

Scheduling
© scheduling Times
B Manually Schedule Matches
# Auto Schedule Matches

2= & clear Schedulad Matches

To create the pricing and payment options for your tournament, under checklist select
‘Setup Tournament Pricing’ or Under ‘sign-up page configuration’ in the administrator

panel.
/ i, Club Championships -S¢ X \\_ '\, @ —

&« > C \ & Secure | https;//www.sportyhg.com/tournament/view/Club-Championships-12 Q s}\ ]|

About Where & When

X

Apps G Google @@ Administrator log C @) Welcome to Survey! [ Home|myCCA g Schweppesorder [ squashslideshow @ EntertsinmentBook [} Woden Squash Cent @@

7, sportyHa

& Clear Scheduled Matches .
B2 match Calendar Publish Tournament

i Search, Q ja) LD Leanna ¥

Sign-up Configuration
O Sign-up Page Configuration
& setup Tournament Pricing
™ Sell Additional ltems

<> Setup Custom Data Fields Checklist
# payout Settings

Please Note: Your draws arerit published, so onls

u can see them! When youre ready, publish them so that everyone can view them. You can publish your draws from the “Draws"
section below

Make sure the following steps are completed to get your tournament up and running.

Create at least one draw

B Control Sheet
& Player Checkein
B Print Scoresheets Review the Sigi j Configuration
B print Draws & Publish Your Tournament

L v Display - Upcoming Schedule

= Tv Display - Live Scores

= Tv Display (Touchscreen) - Draws About Where & When
T3 Tv Display (Touchscreen) - Players
CJ Tv Display - Spensors
Press Results & Schedule Stay tuned... Starts: Sat, Aug 18th 2018
+ Enter Unscheduled Results Ends: Sun, Aug 18th 2018
Deadline:  Mon, Nov 30th -0001 5:00am

Communicate & Share
& Email Participants Location(s)

= Email Frospects (0)

& waitlist (0) No draws have been created for this tournament. E squash centre (sc)
e Launceston street
T Post News
View Photos FhiIIiD,IAusirallan Capital Territory 2606
Australia
% Get ShortLink
Photo Stream £
Banart:

0 Type here to search




In the Administrator Tab, select ‘sign-up page configuration’

Sell Additional ltems

ata Fields

& payout Settings

Resources

Upcoming Schedule

Live Scores

TV Display (Touchscreen) - Draws

ess Results &
+ Enter Uns

TV Display (Touchscreen) - Players

Your tournament is not visible to anyone except for you and any other administrators you have added.

u can see them! When you're ready, publish them so that everyone can view them. You can publish your draws from the

Please Note: Your draws aren't published, so enl:

“Draws" section below.

Checklist

Make sure the following steps are completed to get your tournament up and running.
Create at least one draw
Setup the Tournament's Pricing

Review the Sign-Up Page Configuration
Publish Your Tournament

About Where & When

Fill in all required fields, please note that even if you don’t change any of the default
settings, you must still press ‘save’ at the bottom of the page.

& Administrator

Setup

= Manage Draws

# Tournament ings

& Upload Tournament Logo

Upload Pri
Upload Alt

Poster

Request Sanctioning

Round Robin &

Configuration

Officials
W Manage Officials

@ Live Scoring Instructions

Scheduling

Scheduling Times

i 3c)

© Important

This page lets you customize many aspects of your tournament's sign-up page and mimics the actual page that your potential entrants will see. You can add in text, select
what fields to display, configure entry paramaters and more. Before your sign up page will work, you must submit this page, even if you don't make any changes to the
default settings, by clicking the Save button at the bottom of this page.

Club Championships Sign Up

Notify Admins on Registrations?

to all administ

Introductory Text: This text will apy

Currency: Canadian Dollars (CAD) v

How many events can a person enter: 1 v

To set up the Tournament pricing, select tournament pricing in the Administrator tab or
under ‘checklist’. Once selected, click on ‘Create Payment Category’. Fill in the required
fields and press ‘submit’.

Auto Schedule Matches

& Clear scheduled Matches
B3 Match Calendar
© scheduling Conflicts

Sign-up Configuration

D sign nfig

ell Additional tems

ata Fields

<> getup Custom

L Pay

it Settings

Resources
B control sh
= Player Check-in

Touchscreen) -

i= Press Resuits & Schedule

+ Enter uled Results

y (Touchscreen) - Draws

Your tournament is not visible to anyone except for you and any other administrators you have added.

Please Note: Your draws aren't published, so only you can see them! When you're ready, publish them so that everyone can view them. You can publish your draws from the

“Draws" section below.

Checklist

Make sure the following steps are completed to get your tournament up and running.

Setup the Tournament's Pricing

Reviewthe Paqe configuration

Publish Your Tournament

About Where & When

Stay tuned... Starts: Sat, Aug 18th 2018
Ends; Sun, Aug 19th 2018




8. Next, under the administration page, select ‘Payout Settings’.
E2 Auto Schedule Matches
& Clear Scheduled Matches
B Match Calendar
o Scheduling Conflicts

Publish Tournament =

Sign-up Configuration

0O Sign-up Page Configuration

= Setup Tournament Pricing Please Note: Your draws aren't published, so only you can see them! When you're ready, publish them so that everyone can view them. You can publish your draws from the

™ sell Additional Items “Draws" section below.
@ Data Fields
Payout Settings Ch kI )
ecklist
Resources
B Control Sheet Make sure the following steps are completed to get your tournament up and running.

& Player Check-in

8 Print Scoresheets

B Print Draws

3 Tv pisplay - Upcoming Schedule
Oy Display - Live Scores

[ Create at least one draw

& Setup the Tournament's Pricing

[ Review the Sign-Up Page Configuration
[ Publish Your Tournament

3 Tv Display (Touchscreen) - Draws

Oy Display (Touchscreen) - Players

3 Tv Display - Sponsers About Where & When
Press Results & Schedule

+ Enter Unscheduled Results

Stay tuned.. Starts: Sat, Aug 18th 2018
Ends: Sun, Aug 19th 2018

9. Once selected, this will open an option to select your country, then select ‘continue’.

Next select whether you wish for payments to be made to a previously used account or

to a new one.
Payout Settings

Club Championships / Payout Settings

Please select. Australian Capital Territory Squash Rackets Incorporated (ooo 1
ACTJUNIOR SQUASH (xxxx )
Dickson Squash Club Incorporated (oocx )

(=) CREATENEW PAYOUT ACCOUNT

Recipient Details

Individual

Business or Organization

B <

10. Once selected, either fill in the necessary bank details or confirm that the current details
are correct. Note that you will need to upload a driver’s license for verification.
Next step is to create a draw. Once selected, slick on ‘+ Create Draw’

Manage Draws >
ings

& ypload Tournament Logo
& Upload Primary Poster
[l ypload Alternative Poster

11

#® \ianage Sponsors

u Player Management Publish Tournament <
& send Activation Emails

@ Request Sanctioning
% Round Robin & Teams

Configuration Please Note: Your draws aren't published, so only you can see them! When you're ready, publish them so that everyone can view them. You can publish your draws from the "Draws”
section below.
Officials
o Manage Officials
® Live Scoring Instructions Checklist
Scheduling Make sure the following steps are completed to get your tournament up and running.

Q@ scheduling Times

B Manually Schedule Matches
& Auto schedule Matches

& Clear Scheduled Matches
3 Match Calendar

© scheduling Conflicts

[ Review the Sign-Up Page Configuration
= Publish Your Toumament



12. To start creating your draw, fill in all required fields. Note, that you can make multiple of
the same kind of draw by typing the draw names in the bottom box (Eg., Men’s A, Men’s
B). It is easiest to create one for the Men’s draw and one for the Female’s so you don’t
have to edit each individual draw.

Sﬂup Team Draw? es

3= Manage Draws

# Tournament Settings © Mo

= Upload Tournament Logo

= Upload Primary Poster Sport: Squash (Singles) v

& Upload Alternative Poster

#® Manage Sponsors Scoring System: Point-a-Rally (PAR) 11. Best of 5 games. v
& Player Management

= send Activation Emails Gender: Male

e Request Sanctioning Female

& Round Robin & Teams

Mixed (Male & Female
Configuration @ ( )

Officials Set Age Restrictions?: (=) Yes
& Manage Officials No
@ Live Scoring Instructions

Age limit option: Based on the user's age at a specific date
Scheduling ge imitop O]

@ scheduling Times

B Manually Schedule Matches
B2 Auto Schedule Matches

2 Clear Scheduled Matches (=) Ne
B2 Match Calendar

© scheduling Conflicts
@%m any other draws just like this? Just enter the draw name(s) (one per line) below.

Based on the user's year of birth

Enable Handicap?: Yes

Sign-up Configuration
D Sign-up Page Configuration e.g. Women's A
= Setup Tournament Pricing Women's B
™ Sell Additional ltems Mixed Open
<P Setup Custom Data Fields efc.

O -

13. Now it is time to publish your tournament so it can be viewed by everyone and people

can begin to enter!
|

Setup

= Manage Draws

& Toumnament Settings
= Upload Tounament Logo Publish Tournament %
= ypload Primary Poster

& ypload Alternative Poster
#® \ianage Sponsors

Please Note: Your draws aren't published, so only you can see them! When you're ready, publish them so that everyene can view them. You can publish your draws from the "Draws”

= Player Management e
= send Activation Emails
© Request Sanctioning

ZE Round Robin & Teams Checklist

Configuration B 5
Make sure the following steps are completed to get your toumnament up and running.

Officials
& Manage Officials
@ Live Scoring Instructicns

[ Create at least one draw
2 Setup the Tournament's Pricing

ge Configuration

Scheduling (=) Publish Your Toumament

@ scheduling Times
B8 Manually Schedule Matches

Finalising the draws

1. Under the tournament admin page, select ‘manage draws’. To move players between draws
and set seed numbers, select ‘Players’ next to the draw you wish to edit. Once you are happy



with the players, go back to the manage draws page and select ‘view draws’.

& Administrator

Setup

& Toumament

&I ypload Toun

=
Ea ypload Prim:

&' Upload Alternative Poster )

& Player Management L] Squoh (Singles) [ 8 piayers | 4 male JUIECT]

&= send ivation Emails D% Complets ﬁ

o Request Sanctioning

B Round Robin & Teams

Configuration Men's A £ Settings | 4 Players
officials T scuash Singis) L& lers 1 4 e LR
& Manage Officials [

D Live Scoring Instructions

Once in the ‘view draws’ option. A drop down box will appear so you can select what style of
draw you wish to use (Eg., Monrad, round robin etc). Once you have decided on this, you will
need to lock the draw. Once the draw has been locked, all the players will be placed in their
necessary positions within the draw. If this needs to be adjusted you can do so by selected
‘players’. To select what can be seen on the draw (Eg., court numbers) select ‘Display
Options’. When the tournament is in place, you can enter results through the view draws
option by selecting ‘Schedule & Results’.

Administrator

& This Draw is Locked

Result(s) have been entered for the tournament. You may no longer unlock the draw,
Options: £ Draw Settings 4% Players = Display Options H Rename Brac k

EH Draw = Schedule & Results i&F Player List

&

[1] Howie JOHNS
11-7, 11-5, 1012, 11-7 [1] Howie JOHNS
[8] Ben LUCKIE

=

1-2, 11-7, 11-7 [1] Howie JOHNS

Once all of your draw types have been chosen and locked. You can start to schedule your
event. It is recommended that you have the below three pages open in separate tabs so you
can flick between them. Ensure to always refer back to your scheduling conflicts as this will
tell you if players have too little of a break, aren’t available to play or if certain matches have
been scheduled when they shouldn’t.



Scheduling

O scheduling Times
Schedule Matches
Auto Schedule Matches
o o [atches
Match Calendar
© scheduling Conflicts

Manuall

4. Select Auto Schedule Matches to begin with, here you can select which draw you wish to
schedule (we recommend scheduling one draw at a time), how much of a break to allow
players between their matches and how many matches are to be scheduled on the one day.
Once all relevant fields have been filled out, scroll to the very bottom of the page and press
‘save’.

Which matches would you like to schedule?

[0 macties) satoctes ]
"
. Men's Open Y
D pen Please choose %) Startig from
- Men's A
Menis B o pm—— :
Menis eculing Tires
Menis D
Menis € Prease T00pm and
Women's Open
Womeris D =
Doubles Open sinple
Doubles A 3) Advanced
Doubles B
Name Minimu Rest Time
Bracket ) Any brackets that fit criteria e
Let me choose. 3 Advanced
s 7] Round 1
Rounds (%] Round Name Time Allotment Per Match
= 7] Round 2
7] Round 3 simple
7] Round 4 3) Advanced
v| Round 5
= Division th Aug, 2018 10th Aug, 2018 11th Aug, 2018
What should get scheduled? %) Al Unscheduled Matches

o i m g G e & 9 0 9 Basedon che e "

5. Next, open the Match Calendar, here you would refer to your scheduling conflicts and you
can drag and drop matches to wherever you need to. Repeat this process with all necessary

draws.

Scheduling Conflicts

[ 2018-08-11 [ CUASH UL CHAMPLRSHP
| Dickson Squash Club |
[No Court Assigned court 1 Court 2 Court 5 Court 6 Court 7 Couts |
TCH MATCH MATCH [riarcs | [oarcn |
PLAYEDRR pravepre | |eiavepre || piaviora || eavedre
en's B inen's £ s E Women's B jomen's D
Barmatt v et ve. Burgess | | vassato ve. Eleve. La Morgan va.
an iciiano Honiard
= (HATCH rATCH HATCH HATCH
PLAYEDAS praveore | |eiaveore || eiavipar || PLavepre
's Op omen'sB | [men's & n's Open en's B
Hemandes v iheam vz Howard v Sohns ve. Lutica | | Uiy v= 8
2 Florcesk. Haycroft |Etheredae H N issues found
HATCH HATCH (HATCH MATCH FATCH HATCH
viavepas || etaveprn || pLaveore ||eavepas | |elaveprw || Pavepas
ten's open || ien'c women'se | |mensp Men's £ Hen's D
el e e Garion = polad . Cox vs, Mettam
FATCH HATCH (HATCH MATCH HATCH HATEH
piayepca || pcavepcs  ||peavepre || povzors  ||elavepas || iaveprs Flaye Scheduing lssues
ten's Open | |menzC Women's D en'e A Men's C Hen'sB
Kides vz, Ghai vs. Morgan | | Morganvz, Le || Casjor vs. Rols | | eftem ve. Honard vs.
& Bigess Etheradge
mATCH TATCH (haaTCr ATCH mATCH AT e .
siavepas || pivepca  ||piavepre  ||povEpca  ||elivepas || biaveprs « e 30min| 212 4
Men's Open || ensc en's B en's D Men's C en's A
Johns v, Eits | | Lean vs. Mesuire | JPokon va. Blis ve. Truong || Tressure s, || Rollsvs. Haycroft
odden vigstarink -
TATCH TATCH (hiATCH TATCH mATCH TATCH = SATURDU, £TW AUG 2010
[t ] [ il (o S| [ ] (el il Fraterdrs 0wk lestiewsh has malches chos together. 3 in Doubles A on 4 409 l 1.00pm a1 Dxibles A on & Auyat1:30pm (30 i
Ludde vs. Reid | King vs. Vassallo | fHoward v: Liley | | Weaver v Hikaarne Eli s Honard 0 Denic Metiam has matches close together, X9 in Doubles B on 4 kg t 100pm and X8 in Doubles B on 4 Aug 311300 {30 i),
MATCH MATCH | MATCH MATCH O i Polson has matche teqethe 80N 4 dug at 1 nd XB i D 44 El
e || ||| e s Polson s isches cose fogethe: X3in Doutles 8.1 4 dug 3t 100pm and XBin Doubles 8 on 4 Augt
I A en | | antER s 0 Ay Bugeshas e cosogeher K2 Doubks Bon 4 Aogal 10pm 4 n Dbl B
Hemander ve. | |atthewsvs. | |5/6 Final Barnett v
e Bacth | k-, ey
HATCH HATCH HATCH
PLAYEDDL piayepos || ptavenps
Hen's Open Hen's D en's C
Luside ve: Kidea Povsersla vs. Elie| | Morgan ve. Lean
HATCH (HATCH HATCH HATCH HATCH
PLAYEDCS pavepct | |eeavepes || elavepes || ecayepes © i scnn has mtches close togeser X2 in Dbl A.on 4 Aug
Hen's Opan men's £ Hen'sB Men's D Hen's
Final . 5 | ééﬂf‘"a‘ . al E | O pat Siciian: has matches close together, 13 in Dodbles 8 on.4 Aug at 100 & 68 in Doubles B o & Aug a1 1:30pm (30 i),
T r— e M O piamry Burgess has matches tiose together. X3 in Doubles 8 on 4 Aug & 1:00pmm and X1 in Dodbies & on 4 Aug at 1:30pm (30 min).




6. Once you are happy with all of your scheduling. It is time to publish your tournament! You
can select to publish all your draws or just certain times/draws.

Draw Publish Status
@ Published

Limit... @
Unpublished

@ All days

Limit...

B8 <

7. Email all your participants to let them know that the draw is ready to be viewed and with

Draw Status:

Show Times:

any other relevant information that they may need (you can also select certain
draws/players to email). You can also view ‘transactions’, this will show you how much
everyone has paid and you can compare it to the players to see if anyone still needs to pay.
Other useful options for the day, print draws + print scoresheets, Control Sheet and entering

unscheduled results.
Resources
B Control Sheet
= Player Check-in
Print Scoresheets
Print Draws
TV Display - Upcoming Schedule
TV Display - Live Scores
TV Display (Touchscreen) - Draws
TV Display (Touchscreen) - Players
TV Display - Sponsors
Press Results & Schedule
Enter Unscheduled Results

+ i 00000 DD

Com
& Email Participants

Sl

& waitlist (0)

1 SMS Messaging
! Post News

B view Photos

% Get Short Link

Reporis
O Export Results - Squash (Doubles)
8 Export Results - Squash (Singles)
8 Export Schedule
8 Export Officials Schedule
8 yport Player Placings
= Export Players

= . ings
‘&) Transactions

Resource
Control Sheet

& Print Scoresheets
& Print Draws

@Display— Upcoming Schedule
= TV Display - CIVe SCores
I Tv Display (Touchscreen) - Draws
L Tv Display (Touchscreen) - Players
oy Display - Sponsors
Ep
Enter Unscheduled Results

Communicate & Share
&= Email Participants
&= Email Prospects (0)
& waitlist (0)

0 5MS Messaging
! Past News

B view Photos

% Get Short Link

Reports
& Export Results - Squash (Doubles)
€ Export Results - Squash (Singles)

Export Schedule
& Export Officials Schedul

= Export Players
= Player Rankings
(& Transactions



8. When the tournament has ended. Go into your transactions page. At the top left hand side
of the page, select ‘request payout from SportyHQ' to ensure you receive the money from
tournament entries.



