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Administration

The Main Menu (shown below) is your starting point when navigating around

Tennis PRO! It is accessed via the Admin tab at the top of the Menu. 
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Working with the Administration module, you will be able to perform a number of functions such as the following:

· Editing Player details

· Editing Organisation details

· Accessing and Updating your Club or Organisation's financials

· View a number of informative reports

· Choose your Support Option should you encounter a difficulty

Before continuing, you may like to choose the Introduction button on the Main Menu for a brief background on the development of Tennis PRO!

Organisations 

If you are an Association:

Enter your Association's Name and details as well as the same information for the Clubs under your management. You will have to choose 'Association' from the Category Combo box for your Association and 'Tennis Club' for  the Clubs under management.

If you are an Individual Club: 

Just enter your Club's Name and details, specifying 'Tennis Club' from the Category Combo box.
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Adding an Organisation

1. Choose the Organisations button on the Main Menu.
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 and the cursor will appear in the Org ID field.

3. Enter the Organisation's details into the white data entry boxes. 

Note: Remember to read Part One of the User Guide 'Tips and short cuts to using Tennis PRO!' to speed up your entry process

The 'Invoice Text' section is for information relating specifically to the organisation. It will appear on their invoice.

4. When all details have been entered, choose the left side bar to save your data. The pencil [image: image4.png]i Cogan RATINGS! - [Player Details]
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 will change to a triangle, [image: image5.png]i Cogan RATINGS! - [Player Details]
Ele Edi View Hecods Window Help TR

Detai | Contect | Clib | Teams | Touns | Tags | Statstcs %
Players ‘ ; 3| y [ z [ 3 [ DE (e \lﬂﬂ\@
e B Tos| Conp Peomance singes| &S]

S Comp Perfomance Doubles
(L ] — — Singles [ 070=0_
Seu[iak 2] Stauhowe (2] JRatna[ [
R ™ Doutles [ 370-0_
Datedoined [ Z5Wevs6 | TotaYears| 00 Band /Ratna [ [
Address OnMaiing Listst® Postal Address (1 Different]

Contacts

[Phone, Fax (W) Ocowpaton|

Fhone, Fas (H) Inveices] 0
Mobie\Dther Payments] 0

ots |

Find D [*]Sumeme] __  FustNemel
R Fecord]1 Tor 1 3 ]
Fom View NOM




 indicating saved data.

5. To enter another Organisation's details, commence the procedure at point 2 by choosing the Add button [image: image6.png]{13 Cogan RATINGS! - [Player Details] -
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6. To close the Organisations form, choose the Close button [image: image7.png]{13 Cogan RATINGS! - [Player Details] -
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.

Accessing further information about an Organisation

From the Organisation form it is possible to access further information related to the organisation you have showing. Use the buttons located at the top of the screen to access tags, links, sub-Links, players, contacts, teams and fees
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Players 

Use the Players form to enter the details of all the players you have in your Association or Club.
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Adding a Player

1. Choose the Players button on the Main Menu.
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 and the cursor will appear in the Player ID field.

3. The Player ID will be allocated automatically. Enter all other Player's details into the white data entry boxes. 

Note: Remember to read Part One of the User Guide 'Tips and short cuts to using Tennis PRO!' to speed up your entry process

Since the new player has no previous rating, one will need to be allocated. The selection committee should advise how the rating will be allocated - e.g. allocate a rating lower than the player with the lowest rating for the grade in which this player is to play or has been reserved. In this way, no existing players in the grade are disadvantaged.

4. When all details have been entered, choose the left side bar to save your data. The pencil [image: image11.png]i Cogan RATINGS! - [Player Details]
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 indicating saved data.

5. To enter another Organisation's details, commence the procedure at point 2 by choosing the Add button [image: image13.png]{13 Cogan RATINGS! - [Player Details] -
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.

Accessing further information about a Player

From the Players form it is possible to access further information related to the player you have showing. Use the buttons located at the top of the screen to access contacts, clubs, teams, statistics, fees, invoices and receipts relating to that player.
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Tags

Tags are created for identification purposes, enabling the selection of organisations or players for a particular report. Examples of organisation tags could be ‘Private clubs’, ‘Hardcourt Clubs’, ‘Inter-district players’, players who wish to be placed on a ‘reserve list’, and the like.

Adding a new Tag

1. Choose the Tags button on the Main Menu.
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 and the cursor will appear in the Player ID field.

3. Create a Tag ID and Tag name

4. Tag appropriate players on the bottom half of the form 

5. When all details have been entered, choose the left side bar to save your data. The pencil [image: image17.png]i Cogan RATINGS! - [Player Details]
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 indicating saved data.
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Financials

The Financials module is accessed via the Financials button on the Main Menu. Please refer to the Financials module for further information.

Reports

Reports are an efficient and useful way to access information that Tennis PRO! has generated. You will notice that the Reports button on the Main Menu is blue in colour. This indicates that there are different Reports available for all the tabs on the Main Menu.

When you choose the Reports button, each tab will also be blue in colour, indicating that each one contains a different set of reports. Choose the relevant tab for the reports you require.

Admin Reports

The Administration reports available are for Organisations or Players
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Choose a button for the reports you require.

Organisation Reports

The Organisation reports menu is shown below.
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 beside the report buttons. These provide information on what each report will show. 
Choose the Step1: Select the Organisations button before attempting to view any of the reports in this section. The screen below appears, requesting the type of information you would like displayed on an organisation report.
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Input all required information on the Select Organisations form and choose the Make New Selection button to generate the data (as shown below).

If you would like to start a new selection, choose the Clear All Selection Fields button and input the required information.
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Exit the data sheet and return to the Select Organisations form.
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 to exit the Select Organisations form and return to the Organisation Reports menu.

If the report you choose contains no information, it is most likely because the information generated from the Select Organisations report is not relevant to that report. Either select a relevant report or regenerate the necessary data.

The 240. Contact Details button was chosen for the report below. As can be seen below, the full details for each player are listed.
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If the report you choose contains no information, it is most likely because the information generated from the Select Organisations report is not relevant to that report. Either select a relevant report or regenerate the necessary data.

The 109. Player Primary button was chosen for the report below. As can be seen below, the Primary tennis club for each played is listed
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Player Reports
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 beside the report buttons. These provide information on what each report will show. 
Choose the Step1: Select the Players button before attempting to view any of the reports in this section. The screen below appears, requesting the type of information you would like displayed on a player report.
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Input all required information on the Select Players form and choose the Make New Selection button to generate the data (as shown below).

If you would like to start a new selection, choose the Clear All Selection Fields button and input the required information.
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Exit the data sheet and return to the Select Players form.
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 to exit the Select Players form and return to the Player Reports menu.

If the report you choose contains no information, it is most likely because the information generated from the Select Players report is not relevant to that report. Either select a relevant report or regenerate the necessary data.

The 240. Contact Details button was chosen for the report below. As can be seen below, the full details for each player are listed.
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Competition Reports

There are a number of Comps reports available in Tennis PRO! These are available from the Comps report menu as shown below.
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 beside the report buttons. These provide information on what each report will show. 
Enter information into the green input fields, for the comp you require a report. Do this  before viewing any of the reports in this section. 
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.
Tournament Reports

The Tournament reports available are for Tournaments or Tournament Players
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Choose a button for the reports you require.

Tournament Reports

The Tournament reports menu is shown below.
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 beside the report buttons. These provide information on what each report will show. 
Choose the Step1: Select the Tournaments button before attempting to view any of the reports in this section. The screen below appears, requesting the type of information you would like displayed on an tournament report.
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Input all required information on the Select Tournaments form and choose the Make New Selection button to generate the data 

If you would like to start a new selection, choose the Clear All Selection Fields button and input the required information.
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 to exit the Select Tournaments form and return to the Tournaments Reports menu. 

Tournament Player Reports

The Tournament reports menu is shown below.
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 beside the report buttons. These provide information on what each report will show. 
Choose the Step1: Select the Players button before attempting to view any of the reports in this section. The screen below appears, requesting the type of information you would like displayed on a tourmament player report.
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Input all required information on the Select Players form and choose the Make New Selection button to generate the data .

If you would like to start a new selection, choose the Clear All Selection Fields button and input the required information.
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, to exit the Select Players form and return to the Tournaments Player reports menu.

Ratings Reports

There are a number of Ratings reports available in Tennis PRO! These are available from the Ratings report menu as shown below.
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 beside the report buttons. These provide information on what each report will show. 
Enter information into the green input fields, for the comp you require a report. Do this  before viewing any of the reports in this section. 
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.
Support Options

Support Options give you a number of ways to seek help while using Tennis PRO!
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Follow the above steps when you require assistance.

Frequently Asked Questions 

Step 2 allows you to search through a series of Frequently asked Questions (FAQ) on Tennis PRO! Even if you do not encounter a problem, it is worthwhile reading through the FAQ's to broaden your knowledge of Tennis PRO!

Choose the Open FAQ Screen button for information that will assist you with this support option
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The answer to each FAQ is provided in the box at the bottom of the screen

Help Request Form

Step 3 suggests you send a fax or email to Superior Software for Windows for diagnosis of you problem.

Choose the Create Support Fax button for a form that will assist you with this support option
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To Do Requests

If there are a number of issues you would like addressed, choose the Development requests for Superior Software button and enter the requests. At a later date you can send these requests to Superior Software for possible inclusion into future versions of Tennis PRO!
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