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Competitions

What you need to set up a new Competition

Setting up a new competition requires the following:

1. the details for the competition (including the start and end dates, the points for each match, formats etc);

2. the grades;

3. the teams involved (competition entry forms); and

4. the players involved (competition entry forms). 

Setting up a new Competition

The Competition Wizard [image: image1.png](1] Cogan RATINGS! - [Main Menu]
Fle Edi View Hecods Window Help 5] x]

Adin Comps | Tournaments Ratings Tools

S ceoTE 1 (9]

=

Step 4,5 and &

Teams (by Comp and Grade)

Teams (Individusl)

&+
Stepand? | g Team Players
ki Clubs (Teams and Players)

Reseives

Step 8: Competiion Resuls (by Team)

Fomven I

R Start| 57 Micrasolt Word - Document|[ " Cogan RATINGS! - [ & 1oss



 is provided to assist you through a number of steps required for setting up a competition. Each of these steps can be accessed separately, although by using the Wizard you will be guided through each step in the correct sequence.

It is recommended that first -time users, use the Competitions Wizard.

Using the Competition Wizard

1. From the Main Menu, choose the Comps tab
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 which is next to the Comps button. You will see a short introductory screen explaining how to use the competition wizard.
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3. Choose Next to bring up the next step
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 Tip 1: The new competition wizard can be dragged around the screen to allow you to view details it is overlaying. Simply click on the title bar (where it says New Competition Wizard) and drag it to a new location.

4. Enter the details for the new competition.
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 Tip 2: Develop a standard ID system for coding your Competitions. E.g. 95-01-SX. This shows the Competition was the first comp in 1995. By placing the year first, the most recent Competitions show up in selection boxes at the top of the list. By including S for a Saturday and X for Mixed etc, it is easy to distinguish the type of Competition. This will allow the interchange of results of specific categories of Competitions. 



5. When all competition details are entered, the next step is to enter the grades that this comp has. Choose Next to show the grades.
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6. If you know all the grades, enter them. If you are entering the teams before the Comp has started and the committee does not know how many grades it is going to have in the competition, just enter one grade called 'unallocated', as shown below. 
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7. Enter the teams from the competition entry forms. Choose next when all the teams are entered.
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8. Select the club and the computer automatically enters the next available team number for that club. The computer suggests a team name based on the club and team number i.e. Forestville Club 1. The team name can be changed if a different name is required.

Enter the grade that the team requested on the entry form. This will be printed on later reports (i.e. Report 155), so the committee can verify if a team is not given their requested grade and there have been no oversights.

The Home Court field is used to produce a draw by allocating the court on which home matches are played.  It is essential that the court location be inserted for generation of the draw. 
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 Tip 3: At this stage just the teams are entered not the players in each team. If you prefer to add the team and the players together you can leave out this step; click next and go straight to the next step. However please note that Grade Requested field and Home Court field are not available when using that method.

9. When players have been entered for all the teams choose Next to move to the next step.

10. Select the players using either the number or name selection boxes. 

'No. in team' is used in competitions where players are given an order in the team eg 1, 2 or 3. Enter as appropriate. You can also put ‘C’ for Captain or ‘R’ for Reserve

When all players for one team have been added, enter the player number of the captain at the top of the screen
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 Tip 4: You can copy the number from the player in the lower half of the screen and paste it into the Captain field at the top of the screen).

11. Move to the next team by either selecting it from the green Find box or using the navigation buttons at the bottom left of the screen to move to the next record.

12. Reports can now be printed which will assist the selection committee to place the teams into appropriate grades for the competition.  

You have completed the first section of entering a comp. Any changes to Grades or Teams can be made by using the Competition Wizard again and following the steps.

Competition Details - Field Definitions

Competition ID
Use a standard naming system. See Tip 2. 



Competition Name
Try to use the year first,so each year’s competitions are grouped together. The name you choose will show on reports about this competition.



Primary Surface
Choose the surface on which most matches are to be played.



Start Date
First day of the Competition. Used to determine the date of the first round.



End Date
Last day of the Competition; usually the finals day.



Category
Sample data suggests using doubles, singles or combined. Users may add new categories if they prefer to categorise comps in a different way.



Rating Priority
Determines the importance of the competition. This field is used when allocating reserves an initial rating. If a reserve has played in more than one competition, the rating priority determines which comp’s initial rating it will use to give the reserve an initial rating. Ratings cannot be run if this field is blank



Team Average
Select the method to use for calculating a team average. Normal Average averages all the ratings of all team members to give an team rating. Used for all male or all female comps. Average of male and female averages the male players and then averages the female players then calculates a team rating from this. This stops skewing of a team average if more men than ladies are registered as men within a team are in general of a higher standard than the women in the team. Average of Top2 male and Top 2 female averages those players only to get a team average. This method gives the average of the best members in the team. It basically shows the team average for the best possible combination of players. It prevents a team from being downgraded because it is registering up and coming juniors who possibly have lower ratings. 



Comp Notes
Enter any anecdotal information you wish to retain about the comp.



Points
These fields are used to calculate the points scored for each match



Points per (Rubber) Set
Enter the number of points the team gets for winning a set

Singles Rubbers
Enter the total number of singles sets played in each match



Doubles Rubbers
Enter the total number of doubles sets played in each match



Team Bonus - Win
Enter the number of points the team gets for winning the match



Team Bonus - Draw
Enter the number of points the team gets for drawing a match (usually half the winning bonus points)



Team Bonus - Loss
Enter the number of points the team gets for losing a match (usually nil)



Points Available for Win
This figure is calculated from the information you have entered. If it is not correct then one of the above figures must be entered incorrectly.



No of Sets Played


Singles
The number of singles sets each player plays in the match. 



Doubles
The number of doubles sets each player plays in the match



Washout
Select the method to allocate points in the event of a washout ie split the available points or allocate zero points to both teams



Grading a New Competition

After the selection committee has graded the teams for the comp, the grades have to be added.

1. Select the comp for which you wish to add grades from the comp combo box on the right side of the screen.

2. Choose the Add Grades to Comp button. The comp ID and comp name will be displayed, however the grade box will show 'unallocated.'

3. In the grade box, insert the top grade for that comp. - e.g. Grade 1 - (this can be typed in or selected from the combo box).

4. Choose the next panel of comp ID. To re-insert the comp ID and comp name, press the Ctl and ‘ keys together.  Click in the Grade box and insert the next grade - e.g. Grade 2

5. This procedure is followed for all grades that are required for that comp.

6. When all grades are entered, close that window

Comp Maintenance

Checking Comp Setups

1. Choose the Check Comp Setup before Draw button and check details for the comp selected

2. Choose the Add Grade to Teams button

3. Allocate the grade to each team displayed. By pressing the Ctl and F9 keys together will shuffle teams into order, from top to bottom grade, and by Club ID order.  (Note: you should check that each team has been given the correct grade as allocated by the selection committee).

4. Choose the Add Draw Numbers button, so that the sequence numbers as set by the selection committee can be added for each team. This facilitates the generation of the draw.  

Note: the format set up to generate the draw is for  4 team, 6 team, 8 team or 10 team comps only.

5. After adding the sequence numbers in the Draw No. box for each team, Select File (from the toolbar menu), then Close, which returns you to Comp Maintenance.

Generating Comp Round Dates

1. Choose the Generate Comp Round Dates.

2. You can now set up dates for the rounds of the comp or edit any of these details.
Generating a Draw (Result Team)
1. Choose on Generate Draw (Result Team)

2. You can now generate the matches to be played throughout the comp selected
Viewing Comp Draw details

 Report - draw Detailed (By Grade)

· Displays by grade the team captain/contact and telephone number, as well as the rounds of play.
· For this report to be functional, the court locations for each team must have been inserted when entering the team in the comp.
When all the above steps are completed, the comp is ready to proceed.

Entering Results

After collating all result sheets:

· Select the Comps tab and choose the Doubles Competition Results button. This will bring up a blank result sheet.

If the draw has not been generated, a number of details will have to be entered prior to entering the actual set results. These details are the date of the match, comp, grade, round court (if required), Club ID and Team ID for both the home team and away team.

If the draw has been generated, results can be entered:

1. Select the match from the combo box at the bottom right of the screen

2. Click in the top winners box of the first Dbl Result ID panel and insert the ID number of the first player of the winning pair

3. Press Enter.

The Dbl Result ID number will be allocated, and the Team ID result number (as displayed at the top of the form) will be inserted under the Dbl Result ID number.

If a player’s ID number is not set out on the result sheet:

1. Click in the box displaying the head to ascertain if that player is a registered member of the team or has played for either team previously.

2. If the player is not displayed there, close that panel, double click on the player ID panel, which will take you to the Player’s File. 

3. After establishing the player’s ID number or issuing a new ID number and returning to the Results by Team file, press Clt and F9 to refresh the memory.

This procedure is followed until all sets for the match have been entered. If a set is incomplete, the result should be entered as shown, e.g. 3-4, and the appropriate selection made from the combo box beside the words Win-Normal.  In the case of an incomplete set, select Draw-Uncompleted.

In the case of a forfeit, the appropriate selection should be made - a forfeit to the home team (Win-Home-Forfeit), or a forfeit to the away team (Win-Away-Forfeit).

In the case where all players of the set are reserves (not registered members of the team), a selection will have to be made to indicate whether the set was won by the home team (Win-Home) or the away team (Win-Away).

If not all sets were played, or some / all were forfeited due to injury or otherwise, the appropriate selection should be made from the points box.

There is no need to update the points, as this function is carried out under Weekly Maintenance.

If the match is a BYE, the bye selection is made.

When all sets have been entered, either click in the left panel and select the next result from the combo box at the bottom right of the screen or go to that combo box and select the next result.

Entering Results

Before entering results, check that all the steps for commencing a new competition are complete.
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 Tip 4: It is highly recommended that you run the draw in Tennis PRO! for each new competition. This creates all the match information for every round thereby decreasing the data entry workload considerably. Only the players individual results then need to be entered.
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 Tip 5: Collate the result sheets into Competitions, then grades within competitions prior to commencing the input of a round’s results to speed the data entry.



If the draw has not been run, either run the draw before commencing, or use the following procedures to enter match details

1. From the Main Menu, choose the Comps tab.

2. Choose Doubles results button to access the results form.

3. Select the match required from the combo box at the bottom right of the screen. The match details appear on the screen.

4. Click in the first Winners box, in the lower section of the form.
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 Tip: Results are entered with the Winner on the left and the Loser on the right. As most results cards have the Home Team on the left and the Away Team on the right ensure that you enter the winners Player ID first

.

5. Insert the Player ID number of the winner (or the Player ID of the first player of the winning pair if entering Doubles) and press Enter. (If entering Doubles, insert the Player ID of the second member of the winning pair and press Enter.

6. Insert the Player ID number of the loser (or the Player ID of the first player of the losing pair if entering Doubles) and press Enter. (If entering Doubles then insert the Player ID of the second member of the losing pair and press Enter.

7. Insert the score with the winner’s games first e.g. 6-4. If entering rubbers the sets are separated by commas e.g. 6-4,4-6,6-2. Press Enter.
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 Tip: Using the numeric keypad speeds up the data entry considerably. Use the minus sign as the dash, the Enter key which means you need only to revert to the normal keyboard for the comma.



The Result ID (or DblResult ID if entering Doubles) is generated by the computer. This is a unique number to identify this result to the system.

The winning team is also determined and category is changed from “Unknown” to “Win-Home” or “Win-Away”

If a situation occurs where all players of the rubber / set are reserves (not registered members of the team), the computer will display a message indicating it cannot determine who is the winning team. In this case the operator will need to manually select whether the rubber / set was won by the home team (Win-Home) or the away team (Win-Away).

This procedure is followed until all rubbers / sets for the match have been entered

Click on the calculate button to check the points allocated and rubbers, sets and games calculated against those on the result card.
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 Tip: Instead of calculating the points for each card, this can be left until all results are entered. The Calculate Team Points button - in Competition Weekly Maintenance will calculate points for all matches selected. This can be verified by printing Report 180 - Weekly Results and comparing this to the result cards



When all rubbers / sets have been entered, select the next result from the combo box at the bottom right of the screen.
Draw Not Generated
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 to create a new match record. All details such as date of the match, the comp, grade, round court (if required), Club ID and Team ID for both the home team and away team will have to be entered. Then follow the above instructions to enter the actual rubber / sets results

 Trouble Shooting Data Entry of Competition Results

No player number on result sheet

Check if the player is a member of the team. 

· Press Alt  and  while the cursor is in the Player ID combo box. This brings up a selection list of all the players in either team. If the player is in the team, you can select the player from the list. (Make a note of the number for other results on the same result card).

If the number is not in that list, then the player is not a member of the team and you will need to check if they are in the database

· Press Alt and  while the cursor is in the player name box. This brings up a selection list of all the players in the database. Type the surname - If the player is in the database then you can select the player from the list. (Make a note of the number for other results on the same result card).

If the number is not in the list then the player is not in the database and you will need to add that person as a new player into the database.

· Double click on either the Player ID or Player Name combo box. This brings up the Player Form and allows you to enter the player as a new player in the database. (Make a note of the number for other results on the same result card). Ensure that it is a blank record. If it isn’t, click on the Add button  [image: image19.png]{13 Cogan RATINGS! - [Player Details] -
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 to add a new player and this will bring up a new blank record. 

When the player details have been entered, click on the Exit button [image: image20.png]{13 Cogan RATINGS! - [Player Details] -
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 which takes you back to the Results Form. Press Ctrl and F9 to refresh the database name choices; then you can type the Player ID into the result you were entering.

Weekly Maintenance

Checking for invalid data

After all available results for a round are entered, weekly maintenance is carried out.

This involves checking for invalid data, (duplicate players and results, invalid categories and results, etc.)

· From the Main Menu, select the Comps tab and choose Comp Maintenance. Then choose Invalid data and Refresh. This will check all data for inconsistencies.
Once the Refresh is complete, any items displaying numerical references can be checked by: 

1. Choosing on the query item

2. Choose Open Query. The information queried will be processed and thereafter displayed on the screen.  Note the items displayed, and any changes should be made in the Results by Team file.

3. Click on the Close button to close Checking for Invalid Data

4. Before clicking on Update One Round, choose the relevant Comp ID, Round ID and Category ID

5. Choose the Update One Round button. This updates all the matches for one round, e.g. when all matches in a round are washed out. When any required corrections are made as established through Invalid Data

6. Choose the Update Team Point Score button to calculate the points for each team, for the comp selected. If all comps are to be updated, choose the All Comps button

The Update Team Results button updates the records for each comp team for the comp selected.

The Update Player Performance button updates individual playing records for the comp/round selected and determines which reserves were used in the particular round selected, This allows the Reserve Report by Round to be printed, The report should be printed prior to running the Update Player Performance for the next round.

Match Results

Selection choices for non-standard matches

The match did not finish because some rubbers or sets were not played.

1. Enter the rubbers or sets that were played in as usual.

2. Select from the “Points” field one of the other choices to reflect what the result of the match was. It is must be one of the following:

· Incomplete (Home Win) - Some unplayed 


- If the Home team won even without completing the match.

- Points for unplayed rubbers/sets split. Win points to Home Team.

· Incomplete (Away Win) - Some unplayed

- If the Away team won even without completing the match.

- Points for unplayed rubbers/sets split. Win points to Away  Team.

· Incomplete (Draw) - Some unplayed

- If neither team could claim a win

- Points for unplayed rubbers/sets split. Win points also split.

The match did not finish because some rubbers or sets were forfeited.

1. Enter the rubbers or sets that were played in as usual.

2. Select from the “Points” field one of the other choices to reflect what the result of the match was. It is must be one of the following:

· Incomplete (Forfeits to Home)

- If the Home team were the winners of the forfeited rubbers /sets.

- Points for forfeited rubbers/sets to Home Team. Win points to winning team.

· Incomplete (Forfeits to Away)

- If the Away team were the winners of the forfeited rubbers /sets.

- Points for forfeited rubbers/sets to Away Team. Win points to winning team.

The match did not start because the match was forfeited by one of the teams.

There are no results to enter. Select from the “Points” field one of the other choices to reflect what the result of the match was. It is either:

· Forfeit All (Home Win - as shown below)

- If the Home team won the match. 

- Points for forfeited rubbers/sets to Home Team. Win points to Home Team.

· Forfeit All (Away Win)

- If the Away team won the match. 

- Points for forfeited rubbers/sets to Away Team. Win points to Away Team.
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The match did not start because the match it was washed out.

There are no results to enter. Select from the “Points” field one of the other choices to reflect what the result of the match was. It is either:

· Draw (All washed out )

- Neither team won the match because it was not played due to rain. 

- The points are allocated according to the method selected for the competition i.e. either all points split or zero points allocated.
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No available choice for this match.

The points or rubbers, sets and games are not calculated in the manner which our association would prefer. 

· Choose “Manual” from the points menu. This will override the points, rubbers, sets and games calculations and allow you to enter your own calculations into these fields.

Note: Once “Manual” is selected you are overriding the system and this match will not be recalculated automatically or checked by competition maintenance routines.
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Rubber / Set Results 

Selection choices for non-standard results

A rubber / set was not completed.

1. Enter the completed rubbers /sets as usual.

2. For the rubber / set that was incomplete enter the home team on the left and the away team on the right (There is no winner so the winner can’t be put on the left as usual.)

3. Enter the score as it was at the time the rubber / set was abandoned. E.g. 4-5 with the games for the home team on the left and the games for the away team on the right.
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The computer will automatically choose the team on the left as the winner however in this case there was no winner for the rubber /set so a manual selection needs to override this choice. 

· Select “Draw - Uncompleted” from the Combo box as shown above.

The top selection can be left at “Automatic” if the correct number of rubbers /sets for the match were entered, even though some of the rubbers / sets were not completed.

The points for the uncompleted results will be split between the teams and the win points will be given to the winning team.If some of the rubbers/sets were not commenced, follow the instructions for an incomplete match. The points field will then need to be changed as per those instructions. 

A rubber / set in progress was washed out.

1. Enter the completed rubbers /sets as usual.

2. For the rubber /set that was incomplete enter the home team on the left and the away team on the right (There is no winner so the winner can’t be put on the left as usual.)

3. Enter the score, as it was at the time the rubber / set was abandoned. E.g. 4-5 with the games for the home team on the left and the games for the away team on the right.

The computer will automatically choose the team on the left as the winner however in this case there was no winner for the rubber /set so a manual selection needs to override this choice. This will usually be “Draw - Uncompleted”.
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The top selection can be left at automatic if there is the correct number of rubbers /sets for the match were entered even though some of the rubbers / sets were not completed.

The points for the uncompleted results will be split between the teams and the win points will be given to the winning team.

If some of the rubbers / sets were not commenced follow the instructions for  an incomplete match. The points field will then need to be changed as per those instructions.

Finishing A Comp

Once the last round of the comp has been completed, the following steps need to be followed:

Before proceeding, the weekly maintenance procedure for the last round should have been completed - all point scores, team results and player performances updated to ensure a complete record of the comp will be available.

1. Choose the Comps tab on the Main Menu

2. Add Final Placing to Comp Team. Each team is to be allocated their final placing within the grade, and any relevant comments added in relation to Semi-Finals, Finals, etc.

3. Mark Completed Date of Comp. The date the comp finished should be noted, and then the status of the comp changed to completed.
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