
Tournaments

· Starting a New Tournament

· What you need
· Details about the tournament including the dates, the events and the contact person.

· Entry forms showing which players are entering which events

· What to do
· Click on Main Menu tab - “Tournament”

· Click on + next to Button - Tournament to start a new tournament

· Enter the tournament details. See page xx for further details about information to add in the Tournament screen.

· Enter the events for this tournament. Double click on the “Events” field. Add the required events for this tournament. Simply select the tournament then select an event. Press “Enter” to move to the next event. Repeat until all events are entered. Click on the “Exit Door” symbol to return to the tournament screen.

· Enter the players for each event in this tournament.

·  Double click on the “Players” field. 

· Select the appropriate tournament event from the green “Find” box at the lower right of the screen.

· Add the players entered into this event. Either type their player number or name. Press “ENTER” or “TAB” to move to the next field and then the next player.

· Repeat this until all players for this event are added. 

· Then select another the event for this tournament and add the players for that event in the same way.

· When the players for all events have been entered then Click on the “Exit Door” symbol to return to the tournament screen.

· The tournament is now ready for results to be entered.

Tournament Details

Tournament ID
Use a standard naming system. See hint below. 

Tournament Name
Try to use the year first so each years’s tournaments are grouped together. The name you choose here will be what shows on reports about this tournament.

Association 
Choose the association responsible for running this tournament

Primary Surface
Choose the surface that most matches will be played on.

Start Date
First day of the tournament

End Date
Last day of the tournament

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

Category
Choose a category for this tournament. Usually junior, open or veterans.

Main Contact
Choose the person to contact for information regarding this tournament.

Tournament Phone
Enter the phone number for tournament enquires

Address
Address for tournament entries

TIP: Develop a standard ID system for coding your tournaments. Eg 9501-J-AGC. This shows the tournament was in Jan 1995. By placing the year first the most recent tournaments show up in selection boxes at the top of the list. By including J for a Junior tournament or O for Open tournament or V for Veterans etc it is easy to distinguish the type of tournament. This will allow the interchange of results of specific categories of tournaments. Then an abbreviation of the tournament name.

Reports  

(** This section will need enhancement as Noeline has not done much work in this area)

Organisation and Player Reports are available from the Main Menu - Admin - Reports - Admin.

Note : If you select from Clubs you will only get registered club players, but if comp teams is selected you get all players and reserves in the teams.

Organisation Reports - select whichever of the undermentioned reports is required

· Mail Merge to Word

· Labels

· Organisation Details - Club details, address, office bearers

· Organisation Players Detail & Rating - Grouped by Club showing name, address, telephone contacts and rating

· Organisation Players Rating - players of a club and their rating

· 102 - Club Players Performances - Singles and Doubles - Players performances in various comps

Step 1 - Select the Organisation

· A number of varying reports can be selected

Player Reports - select whichever of the undermentioned report is required

· Mail Merge to Word

· Preview Labels

· 240 - Player Details - Players full details as to name, address, contact numbers, date of birth - Note : error messages within this report

· Player Summary - Player ID number and name

· Player Address - Player name, address and contact number

· Players Phone (All Contacts) - Players name and contact numbers

· Players Phone (Home) - Players name and home telephone number

Step 1 - Select the Players

· A number of varying reports can be selected.

· After selecting the organisation/club required, reports can be selected such as

· All male and/or female players

· Players on  mailing list

· Certain age groups of players

· Comp teams (this does not seem to be operating correctly)

· Tagged Players

· Players who are reserves only

When all the criteria for what is required in the report is selected, the same can be added to an existing selection or a new selection can be made.

To assist the selection committee in grading the teams for a comp, various player information and reports are available from Main Menu - Admin - Reports - Comps.

185 - Comp Team Player History lists teams and players in the new comp and shows their performance in the last comp the player participated in.  Note: Ensure performances (comp maintenance menu) have been updated prior to running this report.

· Select the new comp

· Select category to be used for team average - eg normal average

· Update Team Average Rating

· View Teams Average Rating

· Step 3 - Collect players for new comp

· Step 4 -Select a prior comp 

· Step 5 Collect history for players

· See players collected

· Repeat Step 4 and Step 5, continuing to make selections of prior comps and collecting the history until the number of players without available history is minimal

· Step 6 - Comp Team Player History Report will then be previewed for printing

The following reports are available from Main Menu - Admin - Reports - Comps - should be utilised when the comp is ready to commence, and are filtered to the comp as selected -

· 155 - Comp Team Players - lists the players grouped by team, with name, number in team and position in team (if this information has been incorporated when entering the team in the comp).  Note: no rating is provided

· 156 - Comp Team Players with Phone - as with Report 155 and including phone numbers

· 170 - Comp Team Point Score - After selecting the comp and round required, a point score for one round and/or a cumulative point score can be selected.  A preview of each of these reports can be seen by clicking in the magnifying glass, and thereafter a print of the report can be made.

· 171 - Comp Team Points - Point score summary showing current accumulated points

· 172 - Comp Team Points (Sorted by Averages) - Point score summary with win/loss, current accumulated points and averages

· 173 - Comp Team Points (Detail) - as for Report 172 but sorted by averages

· 175 - Comp Team Results and Points (Detail) - Point score - all results detailing all rounds, opponents and points

· 180 - Comp Team Results by Round (Weekly Results) - Team results by round.  Note: this report is suitable for publicity purposes.

· 60 - Comp Reserve List - Reserves for a comp

· 75 - Comp Reserves by Round - Reserves by round and team members they replaced

· 211 - Players Performance by Comp - either singles or doubles - Detailing players performance for the comp.

At the completion of the comp, the following reports are beneficial to the selection committee for reference purposes-

173 - Comp Team Points (Detail) 
175 - Comp Team Results and Points (Detail) 

Mail Merge for Word 7

Mail Merge - For a new document

TIP: In Tennis PRO! Use Reports - Organisation or Players to choose the organisations or players that you will be sending your mail merge letter to. When that is completed start Word and begin a new document.

Tools

Mail Merge

1.  Main Document
Create




Form letters




Active Window

2.  Get Data

Open Data Source




Complete the following in the dialogue box


Look in: C:\C_rating






Files of type: MsAccessDatabase.mdb






Select Method checkbox is ticked






File Name: C_Rating.mdb is selected




Open




Confirm data source






MsAccess7.0DatabaseviaODBC




OK




Select Table
Highlight






either
SelectClub (for organisations)





or







SelectPlayer (for players)






(Hint: Type “S” to go straight to the files starting with “S”)




OK

Edit Main Document




Create letter by inserting fields and typing text

Tools

Mail Merge

3.  Merge

Merge to new document

Merge

This completes the mail merge which then may be printed

To save:

Either or both the merged form letters and the original document with blank fields can be saved. It is more usual just to save the original document but not the merged form letter as it can be merged again in the future if required.

Choose  File Close from the menu.

The program first asks you whether to save the merged file which is called FormLetters1 (until named differently by the user.)

Reply “No” to this option.

The program then deletes the Merged document from the screen (and the disk) and your original document with the blank fields for merging is shown on the screen.

Choose  File Close from the menu.

The program then asks you whether you want to save Document1. 
Reply “Yes” and create an appropriate name to describe the purpose of this form letter.

Mail Merge - For an existing document to players

TIP: In Tennis PRO! use Reports - Players to choose the players that you will be sending your mail merge letter to. When that is completed start Word and open the existing document.

Currently for players this document is:




Drive letter:\C_Rating\Player.doc

Edit your document by inserting the text of the letter and make whatever adjustments that your require.

Tools

Mail Merge

3.  Merge

Merge to new document

Merge

To save:

Care needs to be taken not to resave the original document or the blank skeleton letter that you use each time will be replaced.

As before either or both the merged form letters and the original document with blank fields can be saved. It is more usual just to save the original document but not the merged form letter as it can be merged again in the future if required.

Choose  File Close from the menu.

The program first asks you whether to save the merged file which is called FormLetters1 until named differently by the user. Reply “No” to this option.

The program then deletes the Merged document from the screen (and the disk) and your original document with the blank fields for merging is shown on the screen.

IT IS IMPORTANT IF SAVING THE EDITED DOCUMENT THAT YOU USE “SAVE AS” AND CHOOSE A NEW NAME FOR THE LETER OR IT WILL REPLACE THE ORIGINAL SKELETON DOCUMENT WITH THE EDITED DOCUMENT.
If you do not wish to save the edited letter (i.e it was printed and is no longer of use) the Choose File Close and reply “No” to “Do you want to save changes to Player.doc”.

If you do wish to save the letter then Choose  File Save As from the menu.

The program then asks you whether you want to save Document1. Reply “Yes” and create an appropriate name to describe the purpose of this edited letter.

Mail Merge - For an existing document to organisations

TIP: In Tennis PRO! use Reports - Organisations to choose the organisations that you will be sending your mail merge letter to. When that is completed start Word and open the existing document.

Currently for players this document is:




Drive letter:\C_Rating\OrgContact.doc

Edit your document by inserting the text of the letter and make whatever adjustments that your require.

Tools

Mail Merge

3.  Merge

Merge to new document

Merge

To save:

Care needs to be taken not to resave the original document or the blank skeleton letter that you use each time will be replaced.

As before either or both the merged form letters and the original document with blank fields can be saved. It is more usual just to save the original document but not the merged form letter as it can be merged again in the future if required.

Choose  File Close from the menu.

The program first asks you whether to save the merged file which is called FormLetters1 until named differently by the user. Reply “No” to this option.

The program then deletes the Merged document from the screen (and the disk) and your original document with the blank fields for merging is shown on the screen.

IT IS IMPORTANT IF SAVING THE EDITED DOCUMENT THAT YOU USE “SAVE AS” AND CHOOSE A NEW NAME FOR THE LETER OR IT WILL REPLACE THE ORIGINAL SKELETON DOCUMENT WITH THE EDITED DOCUMENT.
If you do not wish to save the edited letter (i.e it was printed and is no longer of use) the Choose File Close and reply “No” to “Do you want to save changes to Player.doc”.

If you do wish to save the letter then Choose  File Save As from the menu.

The program then asks you whether you want to save Document1. Reply “Yes” and create an appropriate name to describe the purpose of this edited letter.
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