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1. Administrator Access

Firstly, you need to gain administrator access to the appropriate club or regional SportyHQ
page for which you are running the competition. For example, the West of Scotland Masters
should be run through the West of Scotland Squash SportyHQ site, whereas a Junior Gold
competition hosted by Aberdeen Squash & Racketball Club (ASRC) should be run through
the ASRC SportyHQ page.

To be given administrator rights to a certain page, you should speak with your club main
contact or Scottish Squash (info@scottishsquash.org).

Once you have gained administrator access and are logged into SportyHQ, you will notice it
lists your clubs and/or regions down the left-hand menu. If you have administrator rights to
your club, you will notice a drop-down menu is available when you click on your club’s
name. Click Club Admin to access the administrator page for the club. To access the
administrator page of regional SportyHQ pages, click on the region’s name (see red box
below).
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The layout of a club administrator page and a regional administrator page are slightly
different (see pictures below). However, the steps for setting up a tournament are very
similar.
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2. Creating a New Tournament

Video Support — Tournament Set-Up

From the club administrator page, go to Performance Settings. Click on Tournaments ->
Create Tournament. From the regional administrator page, click on Tournaments -> Create
Tournament.
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A Dashboard Create Tournament

Tournaments

2 MyProfile
EZ] Rankings

[=] Booking

+ Enter Result About

‘® Toumaments
Name:

i Leagues
About the Tournament
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Ranked Event?: (%) Yes
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click here.

A new window will open that looks for the basic information about your tournament. Follow
the steps within this page to input your basic tournament details. Below we have provided
some further information around some of the key questions you will answer on this page.

- Ranked Event: if your tournament is a Scottish Squash sanctioned tournament, you
should tick Yes for this question.

- Age Limit Cutoff Date: this links to tournaments where your age depends what
event you can enter. For example, to enter the Scottish Junior National
Championships under 19s category, you must be aged 18 or younger. To activate this
setting, you must put the date when the entrant must still be under the age by.
Squash tournaments normally state that you must be under the age on the last day
of the event.

- Sign Up Preference: if your tournament is a Scottish Squash sanctioned tournament,
you should tick Use SportyHQ (Recommended) box here.

- Registration Deadline: for Scottish Squash competitions, the closing date is normally
set as two weeks before the start of the competition. This gives plenty time to
confirm the seeds, draws, schedule, and any other arrangements.

Once you have completed this page, click Submit.
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¥ Tournament Settings
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za) Upload Primary Poster
[za) Upload Alternative Poster
#* Manage Sponsors
& Player Management
= send Activation Emails
o Request Sanctioning
B Round Robin & Teams

Configuration

Officials
= Manage Officials

® Live Scoring Instructions

Scheduling
@ scheduling Times
a Manually Schedule Matches
8 Auto Schedule Matches
# Clear Scheduled Matches
Match Calendar
o Scheduling Conflicts

Sign-up Configuration
] Sign-up Page Configuration

Test ==

Publish Tournament

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.
Create at least one draw
Setup the Tournament's Pricing

Review the Sign-Up Page Configuration
Publish Your Tournament

The above window will now open; this is your tournament home page. Please note that at
this stage nothing is live and no one can see the tournament. This will be the case all the

way through until you click Publish Tournament.
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& Administrator

Setup

5 Manage Draws

# Tournament Settings

= Upload Tournament Logo
= Upload Primary Poster
= Upload Alternative Poster
- Manage Sponsors

% Player Management

= Send Activation Emails
o Request Sanctioning

& Round Robin & Teams

Configuration

Officials
L] Manage Officials
& Live Scoring Instructions

Scheduling
o] Scheduling Times
B Manually Schedule Matches
B3 Auto Schedule Matches
& Clear Scheduled Matches
3 Match Calendar
© scheduling Conflicts

Sign-up Configuration
0 Sign-up Page Configuration

Test (5 s

Publish Tournament

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.

Create at least one draw

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

About Where & When -

Scroll down on the tournament home page and you will notice the Checklist (see blue box
above). This list will help you fully set up your tournament; make sure all of these stages are
completed before publishing. As you complete each stage, you will notice SportyHQ
automatically puts a line through it, to show it has been completed.
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You are now ready to begin the checklist. Firstly, click on Create at least one draw -> Create
Draw. The below window will open.

Video Support — Tournament Draws

Search Q, Iy AM Allan v

(), SportyHQ

& Administrator
Create Draw

Setup
= Manage Draws
# Tournament Settings
@ Upload Tournament Logo Settings
Eal Upload Primary Poster
@l Uplo
#* Manag ors Name
& Player A

Alternative Poster

agement

ation Emails Team Draw?: Yes

@ Reque ning No
B Round Robin & Teams

Cc C 1

Configuration Sport: Squash (Singles)
Officials
& Manage Officials Scoring System: Point-a-Rally (PAR) 11. Best of 5 games. v
& Live Scoring Instructions

Gender: Male

Scheduling Female

@ Schedu ng Times

8 Manua «) Mixed (Male & Female)

Set Age Yes
Restrictions?: o) No
@ scheduling Conflicts
Enable Handicap? Yes
Sign-up Configuration No
.

[3 sign-up Page Configuration

Complete the stages of this page to set up a draw. Below are some tips to help you through
some of the details of this process.

- If you are unsure how your draws are going to be split in your competition—for
example for mixed graded events where draws may be split after the closing date
depending on entries—it is recommended that you create one draw called ‘All
Entries’, as this will allow everyone to enter in one place.

- For competitions that have multiple draws—for example Junior (Boys and Girls
under 11/13/15/17/19) and Masters tournaments—you can use the text box at the
bottom of the page to add these in efficiently all at once (see blue box below).

- Please note that once you have used this function, you will need to go into each
draw later and change their settings individually.
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& Administrator gy

Gender: Male
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E Manage Draws
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& Upload Primary Poster Set Age Ves
B Upload Alternative Poster Restrictions?. ) No
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= Send Activation Emails () No

o Request Sanctioning
= Round Robin & Teams

Configuration Do you want to create any other draws just like this? Just enter the draw name(s) (one per line) below.

Officials
& Manage Officials

g. Women's A

B Live Scoring Instructions

Scheduling
O scheduling Times

B Manually Schedule Matches
B3 Auto Schedule Matches

# Clear Scheduled Matches
B3 Match Calendar
o Scheduling Conflicts

Sign-up Configuration

2018 © SportyHQ, LLC. Allrights reserved. Privacy Policy Terms of Service B E
(3 sign-up Page Configuration

Once this page is completed, click Submit.
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& Administrator
Tournament Draws

Tournaments / Test / Tournament Draws

Setup
i= Manage Draws
¥ Tournament Settings
Gl Upload Tournament Logo
&l ypload Primary Poster

[ Upload Alternative Poster
- + Create Draw 2 Change Draw Order
Manage Sponsors

& Player Management

[ o | e Lo

@ Request Sanctioning
L 0 players | 4 Mixed | & unlocked |
& Round Robin & Teams

Configuration
s s s e O
& Manage Officials 5 CE I 0 players | Mixed | & nlocked |

@ Live Scoring Instructions

Scheduling
o] Scheduling Times
=) Manually Schedule Matches
B Auto Schedule Matches
& Clear Scheduled Matches
B Match Calendar
@ scheduling Conflicts

Sign-up Configuration
r?‘ P 9 2018 @ SportyHQ, LLC. All rights reserved. Privacy Policy Terms of Service E

httos:/ fwww snortvha com/toumnament /draw/4946%e=4d57d2ecd30bdBdabh21cf25.

Your window will then look like the above with the different draws you created. Remember,
if you used the box to create multiple draws, you will need to click on the relevant Settings
to make changes to each individual draw. This might be necessary to change genders or age
restrictions, for example.

To get back to the home page of the tournament, click on [Name of Your Tournament] at
the top menu (see blue box below).
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& Administrator

Search... Q

Set I Toumaments / Scottish National Championships 2018 & Senior Gold / Tournament Draws I
up

i= Manage Draws

# Tournament Settings

= Upload Tournament Logo
= Upload Primary Poster

&l ypload Alternative Poster
- + Create Draw % Change Draw Order
Manage Sponsors

& Player Management

= send Activation Emails Men's Championship

< Request Sanctioning
= - 0 players ] ¢ Male ] G unlocked
Round Robin & Teams

Configuration

Officials Women's Championship
& Manage Officials L] 0 players J 4 Female | & Unlocked]

& Live Scoring Instructions

DO

A line will now be placed through Create at least one draw on the checklist on the

administrator page (see blue box below).
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@ Administrator © Test

Setup

I= Manage Draws

& Tournament Settings

= Upload Tournament Logo
Upload Primary Poster
L) Upload Alternative Poster
# \anage Sponsors

& player Management

= send Activation Emails

° Request Sanctioning

Publish Tournament

O scheduling Times

2] Manually Schedule Matches
€8 Auto Schedule Matches

# Clear Scheduled Matches

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

Publish Your Tournament

Match Calendar

AM Allan >
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Round Robin & Teams 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
Configuration publish your draws from the "Draws" section below.

Officials

% Manage Officials Checklist

@ Live Scoring Instructions

Make sure the steps are to get your up and running.
Scheduling
[ Greate-atleastone-draw

The next stage is to set up the payment for your tournament. From the checklist, click on

Setup the Tournament’s Pricing.

Video Support — Tournament Pricing & Set-Up

%, sportyHa = [searen. Q

& Administrator .
Payment Categories

Test / Payment Categories

Setup

E Manage Draws

# Tournament Settings

= Upload Tournament Logo

Ga) Upload Primary Poster

= Upload Alternative Poster

#* Manage Sponsors

& Player Management

= send Activation Emails Payment Categories

o Request Sanctioning

B Round Robin & Teams

Configuration No payment categories have been created.

Officials

& Manage Officials

@ Live Scoring Instructions
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https://www.youtube.com/watch?v=Y2JsqkBJJkw

The above window will open; click on Create Payment Category and input the required
information. Below are some tips to help you through some of the details of this process.

- You can set up different prices for different entrants. For example, you may wish to
set up separate price categories for juniors and seniors. If the cost is the same for all,
we recommend you create one price category titled ‘All Entries’.

- You may wish to offer different prices for entrants participating in multiple events,
which can be done on this page. You also have the option to offer an ‘Early Bird’ sign
up rate.

- Guidelines on Scottish Squash’s entry fees are available in the Regulations for
Sanctioned Competitions document.

Once this page is completed, click Submit.
(), SportyHQ = | search Q 07 (A Alan v

#A Dashboard

1 My Profile .
Settings
=l Rankings

\ament Logo

ary Poster

[*] Booking
rative Poster
ore + Create Payment Category
+ Enter Result o
jement
® Toumaments lon Emails Payment Categories
ctioning
i Leagues & Teams
1 Name Early Bird Rates Regular Rates
9 Facilities All entries N/A 1 Event i

. CAD20
ials

&) Governing Bodies

Instructions

If players can enter two or more categories, you should ensure you enter the cost for
entering more than one category. To enter this information, you should click on Edit (see
red box above) and add the further details.

Your different payment categories are then shown in this window. Click on [Name of Your
Tournament] again in the top menu (see blue box above) to take you back to the home

page.

You will then notice that Setup the Tournament Pricing is also scored off the home page
checklist.

Payout

To allow the entry fees to be paid out on completion of the tournament you need to input
the payout settings. To do this click on Payout Settings under the Sign-up Configuration
column (see blue box below).
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£ Tournament Settings

&l ypload Tournament Logo Test m
& pload Primary Poster

&l ypload Alternative Poster

® Manage Sponsors

& playe

& send Acti

ion Emails
© Request Sanctioning

@4 e Your tournament is not visible to anyone except for you and any other administrators you have added.
¥ Round Robin & Teams

Configuration Publish Tournament 9

Officials
@ Manage Officials

¢
® Live Scoring Instructions
Live Scaring Instruetion Please Note: Your draws arent published, so only you can see them! When you're ready, publish them so that everyone can view them. You can

Scheduling publish your draws from the "Draws" section below.

O Scheduling Times

# Manually Schedule !

Checklist

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

o
& Auto Schedule M

(3 Setup the TournamentisPrie
Sign-up Configuration Review the Sign-Up Page Configuration

D sign-up Page Configuration Publish Your Tournament

B8 Setup Tournament Pricing

™ Sell Additional ltems

The following window will open.
';) SportyHQ = | search. Q 2 @ aten~

# Dashboard Payout Settings
Test / Payour Setir

1 My Profile
=] Rankings
[ Booking

+ Enter Result Set Your Account's Country

® Toumaments

This needs to be set to the country where your bank account is domiciled

Country: United Kingdom v

9 Facilities

Governing Bodies
I Save

Select ‘United Kingdom’ from the drop-down menu and click Save. You will then need to
select the bank account (if the details have been entered previously) or input your details by
following the on-screen instructions. Once this has been done, click Save at the bottom of
the page. You will then be taken back to the tournament administrator panel.

The final checklist item is Review the Sign-Up Page Configuration. Click on this to bring up
the below window.
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& Administrator

Setup
= Manage Draws

£ Tournament Settings
“l Uplo

@ Uplo

Tournament Logo

mary Poster

Gl Upload Alternative Poster

nctioning

& Round Robin & Teams

Configuration

Officials
& Manage Officials

& Live scoring Instructions

Scheduling

@ scheduling Times

@ Schedu ng Conflicts

Sign-up Configuration
)

e ram fdachhnare

il
)
Jo

Sign Up Layout

@ Important

o

AM Allan

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 i 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 cha

Test Sign Up

Notify Admins on Registrations?: ») Yes

No

Intreductory Text:

nges to the default settings, by clicking the Save button at the bottom of this page

Here you can add in any other information you want players to see as they sign-up for your
tournament. Below is some further information to help you through the details of this

process.

- In this section you should select the currency for your tournament.
- There is an option on this page to restrict your entries to a certain number.
- There is also an option to allow for players to show their availability, if you want to

build your tournament around this. If you would rather set the match times of your

tournament and give the players no option, then this should be set to ‘No’.

- You can also add in any terms and conditions of the tournament here. Players will
have to tick a box to agree to these before completing their sign-up. Standard terms
and conditions can be obtained by Scottish Squash through our website by clicking

here.

When you have completed this page, click Save.

SportyHQ Tournament User Guide 1 — Scottish Squash Limited
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& Administrator

Test 6 shars |
Setup

= Manage Draws

£ Tournament Settings

@ Upload Tournament Logo

Gl Upload Primary Poster
&) Upload Altemative Poster Your tournament is not visible to anyone except for you and any other administrators you have added.
# Manage Sponsors

& Player Management Publish Tournament %

= send Activation Emails
] Request Sanctioning

& Round Robin & Teams

y N Please Note: Your draws arent published, so only you can see them! When you're ready, publish them so that everyone can view them. You can
Configuration
publish your draws from the “Draws” section below:
Officials
& Manage Officials
D Live Scoring Instructions CheCk“St
i Make sure the following steps are completed to get your tournament up and running.
Scheduling
@ scheduling Times Greaic at loast anc draw
B Manually Schedule Matches Setup-the Toumements-Frie
B auto Schedule Matches Review-th YR
gr-Up-Pag £
# Clear Scheduled Matches Publish Your Tournament

B3 Match Calendar

© scheduling Conflicts

Sign-up Configuration % I'm Interested...

[ sign-up Page Configuration

You will be taken back to the tournament administrator page; Review the Sign-Up Page
Configuration will be scored off (see above).

Publish Your Tournament

The last thing to do is publish your tournament. To do this click on Publish Tournament. You
will receive a notification that SportyHQ are reviewing your event; once this has been done,
you will receive an e-mail notifying you of publication. Please note this may take a couple of
hours. At this stage, your tournament will be live for everyone to see and enter.
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3. Sanctioning Your Tournament

If your tournament is a Scottish Squash sanctioned tournament, it is important to request
sanctioning via SportyHQ. This can be done from the main tournament administrator page
under the ‘Setup’ column on the left-hand administrator panel (see blue box below).

Q ﬂo AM Allan v

ill
|

';) SportyHQ
& Administrator Test @

Setup

= Manage Draws
# Toumnament Settings
&l Upload Tournament Logo

& Upload Primary Poster

B8l Upload Alternative Poster Your tournament is not visible to anyone except for you and any other administrators you have added.
# Manage Sponsors

= send Activation Emails
] Request Sanctioning

= bin & Teams
Round Robin & Teams 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

configuratior .
Configuration publish your draws from the “Draws" section below.

Officials
@ Manage Officials

Checklist

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

B Live Scoring Instructions

Scheduling
@ scheduling Times Ereateatleastone draw
B Manually Schedule Matches Setup-theFournaments-Preing
B Auto Schedule Matcl Review-the Siga-Up-Pag g
& Clear Scheduled Matches Publish Your Tournament

3 Match Calendar

© scheduling Conflicts

W I'm Interested...
Sign-up Configuration

3 sign-up Page Configuration

Click on Request Sanctioning; the below page will open.

g

"’ SportyHQ = |Searh Q 0% (am) Allan v

# Dashboard Request Sanctioning
2 My Profile
=] Rankings

Choose

[ Booking

If you'd like to have your event sanctioned by a governing body, then please the appropriate Governing Body from the list below.
= Enter Result

Governing Body Please select

W Toumaments

Click the drop-down box and select Scottish Squash as the governing body. Next, tick the
box relative to the level of your tournament (Bronze, Silver, Gold, etc.). Finally, tick the box
to accept the terms and conditions and click Submit Sanctioning Request. The sanction
request will be sent to Scottish Squash for approval. Following approval, it will automatically
change the ranking multiplier to the appropriate standard for your event.
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4. Adding the Extra Detail

You can add in various other aspects to your page to make it look more user-friendly. The
majority of these are done under the Setup column.

You can add the following:

- Aclub or region logo by clicking Tournament Logo.

- Atournament poster by clicking Tournament Poster.

- Add sponsorship information by clicking Manage Sponsor. You can also add
sponsor’s logos which will be printed out on all tournament material.

By clicking on Player Management, you can manage all your entries through the
process and make any changes required.

) sportyHa = | search Q ® G Aten~
& Administrator Test m
Setup v

i= Manage Draws View
" s Templates

crosoft’ ——
CONTINUE vour [EMPLATE Finper
s Vista &

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

& Player Management Publish Tournament 9
=

Send Activation Emails

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.

Configuration

Officials
& Manage Officials Checklist

@ Live Scoring Instructions

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

Scheduling
O scheduling Times it
o ) Setun the Tourmarments Rraln
e 2R the-Sian-Up-P:

: gr-bp-Pag g
& Clear Scheduled Matches Publish Your Tournament

€3 Match Calendar
&
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The Communicate and Share area is also a section that may be useful during the set-up of
your tournament.

7, sportyHa = [search Q A aw o

Doy Display - Live Scores
Dy Display (Touchscreen) - Draws TeSt m

(= Display (Touchscreen) - Players B

3 Tv pisplay - Sponsors . #0f Tempiates: 110+ v
— PR View Formats' PDF | Microsoft® Word | Microsoft e —
= Press Results & Schedule PowerPont | soft” Excel YOUR FINDER
+ TeMPIAteS o o w7 ot & Vit & CONTINVE TEMPLATE
Enter Unscheduled Results XP operating systems

Communicate & Share

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

Email Prospects (0)
& waitlist (0) Publish Tournament 3

0 SMS Messaging
! post News

@ view Photos

% Get Short Link

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.

Reports

& Export Results - Squash (Singles) Checklist
@ Eyport Schedule
o Export Officials Schedule Make sure the following steps are completed to get your tournament up and running.

a Export Player Placings c

Setap-the FourrarrertsPrising

Review the Sign Up Page Gonfiguration

= Export Players
k4 Player Rankings
@

Transactions Publish Your Tournament
<P Gustom Fields

™ Additional Purchase ltems

® comments P —
m Interested...
D Draw Publish History

Email Participants allows you to communicate with those that have registered for your
tournament.

Get Short Link provides you with a short URL link directly to your tournament page. This can
be useful for sharing through e-mail and social media channels.

Please note that players may leave comments when submitting their entry into the
tournament. Tournament administrators will not receive e-mail notifications for comments
that have been left, so it is recommended that you regularly check the comments section.
This can be done by clicking on Comments under the Reports column on the administrator
panel (see red box above).
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5. Creating Draws

Video Support — Tournament Draws

Following the closing date—or after collecting all the entries for your competition—you will
be required to create draws for the competition. SportyHQ offers several different draw
formats to choose from.

To begin to create your draws, click on Manage Draws on the administrator panel of the
tournament page on SportyHQ. You may already have various draws there depending how
you set up your sign-up page, or you may only have one draw tab for all entries.

If you need to add in further draw categories, click on Create Draw. Fill in the details on the
new page and click Submit. These draws will now appear with the rest.

— 0 ,
'i) SportyHQ = Q 4% (am alen v
& Administrator
Tournament Draws
‘oumaments / Test t
Setup
{= Manage Draws
¥ Tournament Settings —
@l Upload Tournament Logo HCEEbEY S
——
&l Upload Primary Poster
& Upload Alternative Poster \
) i LT players | 4 i  Unocked]
L vation Emails
© Request Sanctioning
Women's Draw
 Round Robin & Teams [ vt | #wirn | e | a
Configuration [T 0 players | i Mixed | & Unlocked |

Officials
& Manane Officials

Once you are ready to create the draw for a specific category, click on the green View Draw
button. This will open a new window where you can select different draw formats and sizes.
Click on the drop-down box titled Please select a draw format (see blue box below). This
will list all the different draw formats that are compatible on SportyHQ. Below you will find
some further information on different draw formats.
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f_lo AM Allan v

Il
o

7, sportyHQ

A Dashboard Men's Draw
‘ournaments est Men's Draw ~

X My Profile
=] Rankings
[*] Booking

= Enter Result Administrator

® Toumnaments

Format: - Please select a draw format -

i Leagues
Minimurm Draw Size: No minimum size

—
Update

Options: & Draw Settings i Players & Print (must lock draw)

9 Facilties

© Goveming Bodies

EH HISA League
@ Unseeded player positions have been randomly generated. We try to keep players separated that belong to the same region or club. To re-generate

BB Scottish National League the random positions, click here.

- Bracket — 2 Match Guarantee — Standard: this is a standard knockout draw with a
plate competition. These are normally used for Squash in Scotland Masters
Competitions.

- Bracket — MONRAD Format: this is a draw where every player plays through to a
final finishing position. These draws are common in Senior and Junior Gold
sanctioned competitions, as well as Silver and Bronze competitions if individual
tournament organisers decide they are best fitted to their event.

- Swiss Draw: in this draw players play in boxes and play through to a final finishing
position. These draws are similar to the qualifying MONRAD draws used for all
events at senior and junior level in previous seasons. However, they do not have the
capability of providing the qualifying round at the beginning.

For Squash in Scotland Masters Circuit competitions, the following draw structures should
be used:

- 5 players or less: single round robin
- 6 players: two round robins; semi-finals; final
- 7 players or more: knockout.

Once you are happy with your draw format, it is important that you set the seeds in your
draw. To do this click on the Players tab as shown in the picture below.
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7, sportyHa =

& Administrator

Setup

= Manage Draws

# Tournament Settings

Eal ypload Tournament Logo
@ Upload Primary Poster
] Upload Alternative Poster
L Manage Sponsors

& Player Management

= send Activation Emails
@ Request Sanctioning

B Round Robin & Teams

Configuration

Officials
= Manage Officials

8 Live Scoring Instructions

Scheduling

o] Scheduling Times

a Manually Schedule Matches
8 Auto Schedule Matches

# Clear Scheduled Matches
B Match Calendar

@ scheduling Conflicts

Sian-up Confiauration

%, sportyHa =

& Administrator

Setup
{= Manage Draws
# Tournament Settings
8] Upload Tournament Logo
&l jpload Primary Poster
E&l |ypload Alternative Poster
- Manage Sponsors
& Player Management
& send Activation Emails
(] Request Sanctioning
& Round Robin & Teams

Configuration

Officials
& Manage Officials

o Live Scoring Instructions

Scheduling
@ scheduling Times
& Manually Schedule Matches
B Auto Schedule Matches
< Clear Scheduled Matches
& Match Calendar

Q o

Search.. AM Allan v
Administrator
o’ This draw is unlocked
This means that each time you visit this page, it will be refreshed with the latest draw information. Once you are happy with it, you can lack it

so that players won't change positions. While you'll still be able to unlock your draw after you lock it, you'll probably want to hold off locking it

until you're confident all of the players have been finalized for the draw.

& Lock Draw

Format: Bracket - 1 Match Guarantee v
Minimum Draw Size: 4 v
Qualifying Positions: 0 v
Options: & Draw Settings 8 Players 2 Set Player Positions i= Display Options H Rename Brackets & Print (must lock draw)

@ Unseeded player positions have been randomly generated. We try to keep players separated that belong to the same region or club. To re-generate

the random positions, click here.

The following page will open.

Search...

Q @ G e~ :

WA
# of Templates: 110+ A4

View Formats: PDF | Microsoft® Word | Microsoft [ TENPUTE
PowerPoint | Microsolt® Excel ET STARTED YOUR FINDER
Templates Runs On: Windows* 7, Windows* 8, Vista, &
XP operating systems
Import Players % Go to Draw
Add New Player to Draw -
Players
Direct Acceptance: 4
1 Seed Player Points Age
. 6-""—— oo 8 removePoer
——————
- e
¥ Highland, XS
Inverness Tennis and Squash Club
,  —tiveii— 1383 85

AM

© Scheduling Conflicts

sign-up Configuration

¥4 Hamilton, South Lanarkshire, XS

Inverness Tennis and Squash Club

On this page, you can select the seed number for each player by clicking on the drop-down
box next to their name. You can also perform a number of other actions to finalise
everything before making the draw:

- You can add in any further players by typing their name in to the box titled Add New
Player to Draw.

- You can remove players by clicking the red Remove Player button.

- You can move players to other categories by clicking the blue Move to... button. This
will open a new window with a drop-down menu of where to move the player to.
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Once you have selected your seeded players, click on Go to Draw.

The below page will open showing the draw you have generated.

& Administrator Minimum Draw Size: 4

Setup Qualifying Positions:

1= Manage Draws

© Toumament Settings
&l Upload Tournament Logo

&) Upload Primary Poster
Options: & Draw Settings 48 Players = Set Player Positions I Displa

T Options Rename Brackets i lock dra
& Upload Alterna ns H Rename Bra & Print (must lock draw)

= send 2 © Unseeded player positions have been randomly generated. We try to keep players separated that belong to the same region or club. To re-generate
Send Ac

© Request Sanctioning

ation Emails
the random positions, click here.

& Round Robin & Teams

Configuration

i= Schedule & Results % Player List
Officials

& Manage Officials

& Live Scoring Instructions

Bracket 1
Scheduling _Dirtw—sttim—
O scheduling Times _Mm.m
B Manually Schedule Matches a3
£ Auto Schedule Matches PO —
# Clear Scheduled Matches A2 }7
8 Mt c i i —

At this stage, you are still able to make changes. For example, you may need to change the
positions of seeds within the draw.

Scottish Squash sanctioned events normally run competitions with seeds playing each other
at the following stages:

Last 16: 1v16 | 2v15 | 3v14 | 4v13 | 5v12 | 6v11 | 7v10 | 8v9 |
Quarter-Finals: 1v8 | 2v7 | 3v6 | 4v5 |
Semi-Finals: 1v4 | 2v3 |

This can be changed by clicking on Set Player Positions. The following window will open.

Change Player Positions

——— v i — .
2 BYE(1) v 10 BYE(5)
: BYE(2) v " BYE (6)
4 ——— v 12 ——
s e ————— v 3 BYE(7)
o BYE (3) v “ BYE (8)
7 BYE (4) v 1 BYE (9)
8 ————— . 16 —— v
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On this page, you can move the seeds around accordingly. Once they are placed in the
correct position, click Save and you will be taken back to the Draws page; your changes are
now in place.

After this, your draw is most likely complete. Before moving on to any other draws or
scheduling the draws, it is important to lock the draw. To do this, simply click on the red
button labelled Lock Draw.

", SportyHQ = |search Q Oo AM Allan v

50 that players won't change positions. While you'll still be able to unlock your draw atter you lock it, you'll probably want to hold ott locking it

& Administrator until you're confident all of the players have been finalized for the draw.

Setup
= : & Lock Draw
i= Manage Draws

£ Tournament Settings

Eal ypload Tournament Logo

Format: Bracket - 1 Match Guarantee
& Upload Primary Poster
Eal Upload Alternative Postes

Minimum Draw Size: 4 v
- Manage Sponsors
w Player gement

0

= send Activation Emails Qualifying Positions

© Request Sanctioning
& Round Robin & Teams Update
Configuration

ions: w Settings i Players = Set Player Positions i Display Options Rename Brackets st loc
Officials Options: % Draw Settings & Player t Player Position: Display Options H Rename Brackets & Print (must lock draw)

bl Manage Officials @ Player positions have been manually overriden. Click here to reset.
® Live Scoring Instrutions

Scheduling
@ scheduling Times
3 Manually Schedule Matches = Schedule & Results & Player List
8 Auto Schedule Matches

& Clear Scheduled Matches
B wanen

b Pl Bemalocs 4

This draw is now complete and ready to be scheduled. If you have further draws to make,
the above process should be followed for each. Remember, each draw should be locked
individually before moving on to the schedule. Please note you will not be able to schedule
any matches if you have not locked your draws.
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6. Creating the Schedule

Once you have created and locked your draws, it is time to build the schedule for your
event. This is all done with the tools under the scheduling column on the administrator page
of your tournament.

7, sportyHa = [Seareh a P2

— AM Allan ~
& Administrator N
Test Share
Setup
= Manage Draws Fromtfhe hearf with up to 25%
& Tournament Settings o off stays

5 Upload Tournament Logo
Eal Upload Primary Poster
&l Upload Alternative Poster
# Manage Sponsors

& Player Management

&= send Activation Emails
] Request Sanctioning

& Round Robin & Teams

Configuration

Officials
& Manage Officials

@ Live Scoring Instructions

Scheduling

© scheduling Times

B! Manually Schedule Matches
B3 Auto Schedule Matches

& Clear Scheduled Matches
& Match Calendar

o Scheduling Conflicts

Sian-up Configuration

I fr”-ilfﬂsumf

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

Publish Tournament

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.

Greate-atleastone-draw
Setup the Tournaments-Hricing

R the-Sian-Up-R o
Wi Sigh-bp-Pag g

Publish Your Tournament

Firstly, you need to input the scheduling times of the event. These are the times that you
want the competition to start and finish. Please note that if you put the start and finish time
far apart for a competition that has a light schedule, it will spread the matches out to use

the whole time available. This may need changed accordingly to make your schedule work.
To set the times, click on Scheduling Times; the following window will open.

7, sportyHa = [searel

& Administrator

Setup

= Manage Draws

£ Toumnament Settings

Ea) Upload Tournament Logo
& Upload Primary Poster
Eal ypload Alternative Poster

# Manage Sponsors

Configuration

Officials
& Manage Officials
B Live Scoring Instructions

B3 Auto Schedule Matches
# Clear Scheduled Matches
B3 Match Calendar

o Scheduling Conflicts

Q o

‘= Switch to Manual Scheduling

Club Information

Inverness Tennis and Squash Club

SportyHQ knows about these courts. If this list is incomplete, please contact the club admin and ask them to add in the missing courts

@ Player Management * Squash 1
& send Activation Emails * Squash 2
@ Request Sanctioning * Squash 3
& Round Robin & Teams = Squash 4

AM Allan v

Tournament Calendar

Scheduling Date Start Time End Time
@ scheduling Times
B Manually Schedule Matches E3Sat 14th Jul 2018 @9:00am ©5:30pm Cl

npu The CTes ANG [MES Thal 1€ [OUMament v TUN. OU Can enter as many Tates angTmes as you e ang up ToTve ata me using e Torm

Start Time Q End Time
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The first box titled Club Information will list the courts available at the club that you have
selected to run your event. If this is wrong, please contact the administrator for the club.

The section titled Tournament Calendar can be used to submit the dates and times you wish
your event to start and finish. You complete this by filling in the area in the blue box above,
then scroll down to the bottom of the page and click Add to Calendar. Once the dates and
times have been added, they will then appear in the red box shown above.

The next stage is to schedule each individual match in all of your draws. We recommend
that you use the Auto Schedule Matches function to do this. Click on Auto Schedule
Matches and the following window will open.

7)) SportyHQ = |searc Q P @~

& Administrator
Tournament Scheduler

ournaments

Setup
1= Manage Draws
£ Tournament Settings
&l Upload Tournament Logo
@ Upload Primary Poster
il |pload Alternative Poster

Tournament Information

= Send Activation Emails
. Division Number of Rounds Number of Players Number of Matches
© Request Sanctioning

2 Round Robin & Teams * Men's Draw 2 4 3
Configuration $ Women's Draw 1 2 1
Officials Total: ] 4
& Manage Officials
s i ]
& Live Scoring Instructions
Schedule Matches
Which matches would you like to schedule?
® schedu ng Conflicts
[0 matchies) selected |

Sign-up Configuration Draws: Men's Draw

Toadle Al

Follow the on-screen instructions to auto schedule the matches in your event. Below are
some tips to help you through the details of this process.

- We recommend scheduling one round at a time and making any small changes as
you go. After you are satisfied with the details of the round, click Schedule at the
bottom of the page. You can now follow the same instructions for the other rounds
within your competition.

- On this scheduling page, you also have advanced options for rest periods and the
allotted time for each match. These times may be different for juniors and seniors,
for example.
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Once you have scheduled your competition, you can review the schedule by clicking on
Match Calendar. The following window will open.

Sportu HD Q L, Rankings Bookings * Tournaments Leagues Affiliations *

5 10 15 20 30 60 ] & sct l Clear All Match Times (Start Over) | Regenerate Calendar

2017-09-23 2017-09-24
Newlands Lawn Tennis and Squash Club (Scotland) Newlands Lawn Tennis and Squash Club (Scotland)
Mo Court Assigned Court 1 Court2 | cout3 | courtd No Court Assigned]  Court1 |  Court2 | Court 3 Court 4
7
g
A3 BoysU15 Al4 BoysU15 A2 BoysU17 AdBoysUl? | B17 BoysU15
Hill vs. Hegarty | | Baxter vs. Glen vs. Taylor | | Barron vs. Mac Winner of B9 vs.
Richmond Winner of B10
gam A Boys U17 RRGirks U15 RRGirs U15 €5 Boys U15
gerry vs, Meehan Riches vs. Nive Young vs. Winner of C1 vs.
Halliday Winner of C2
AS Boys U17 RRGrksU15 AS BoysU17 A7 BoysU17 G1 BoysU15 G2 Boys U15 A15 Boys UL7
Chrumka vs. Murchie vs. Young vs. McDougall vs. Loser of A25 vs. | | Loser of A27 vs. | | Final
Murphy Maglia O'sullivan Riches Loser of A26 Loser of A28 Wir 1

On this page, it shows you all the matches scheduled. You can move any match around by
clicking and dragging it to a new location. You may wish to do this to put finals on a specific
court, for example.

If you would like to clear the full schedule and start again, click on the red button Clear All
Match Times (Start Over) shown in the blue box above.

';) SportyHQ = | search Q P @~

& Administrator
Tournament Scheduler

Tournaments Test urnament Schedul
Setup

{= Manage Draws

o Tournament Settings

=) Upload Tournament Logo

Gl Upload Primary Poster

& Upload Alternative Poster

® anage Sponsors Tournament Information
& Player Management

= Send Activation Emails

. Division Number of Rounds Number of Players Number of Matches
< Request Sanctioning
& Round Robin & Teams  Men's Draw 2 4 2

Configuration 4 Women's Draw 1 2 1

Officials Total: 6 4
& Manage Officials

© Drag 'n drop the draws above to change the order in which they get scheduled. We strongly encourage you to put the draws with the most rounds

@ Live Scoring Instructions

at the top of the list
Scheduling
Q@ scheduling Times
B Manually Schedule Matches
B3 Auto Schedule Matches Schedule Matches
# Clear Scheduled Matches
& Match Calendar

Which matches would you like to schedule?
o Scheduling Conflicts

Sign-up Configuration Draws: Men's Draw
M oo Toaale Al N

By clicking on Scheduling Conflicts under the scheduling column (shown above), you will
open a page that highlights any conflicts in your schedule. This will take in to account
players that are potentially playing two matches at the same time if they are in two or more
draws. It will also highlight those players who are not receiving the specified rest period
between their matches.
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You also have an option to manually schedule any or all individual matches. To do this click
on Manually Schedule Matches and follow the on-screen instructions.

At this stage, the draws and schedule for your event should now be complete, and you are
ready to publish the draws for players and spectators to see.

To do this, scroll down on the main event page to the Draws section (see below).

Sportg Hu Q « Rankings Bookings Tournaments Leagues Affiliations v :: Qv

£2 Drav 7W

r un, Sep 24th 201

Administrator Options Deadline: Tue, Sep 19th 2017 11:45pn

Draw Status: ® Put o Limit Unpublished

Show Times:

& >
Boys U1 glellnds Lawn "
Tennis Club
; .

Google Gla

17 Google - Map data ©2017 Google  Terms of Use

Here you have options to publish your draws fully or limit the amount of public information.
Once this is set, click Save. At this stage, your draws are live and can be viewed by anyone.

You may wish to e-mail all registered players to make them aware that the draws for the
event have been published. Refer to page 16 for information on communicating with
participants.
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