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[bookmark: _Toc232923892]Introduction
This document describes administrative operating procedures of the on line draw entry system for the Beaconsfield Lawn Bowling Club web site.   The document should be used by convenors of a tournament
[bookmark: _Toc232923893]Club Trophy Events Teams & Schedule Draw Entry
[bookmark: _Toc232923894]Setup
Find the event web page on the web site Info Center under Match/Tournament Teams and Schedules.  Click the event link
- On the event draw page, Click the link: “Convenor: click here to Edit the draw” and a form will appear
Note: This link is only visible to members who are a web admin or who are designated convenors for that event
- Initialize the draw.  On the edit form, beside the selector Initialize, select Yes and Submit.  This clears out the data from the prior season.
[bookmark: _Toc232923895]Configure System
- Enter the total number of teams
-  Enter the number of time slots required.  (1 time slot required for each row of the schedule 
-Set the number of schedule time columns to be displayed (normally 3).  Each time column represents a rink.
- If there is only 1 division, set the number of groups = 1.  
- If there is more than 1 division, set the number groups = number of divisions, set the number of teams in each group 
- If a bye is required which is needed when there is an odd number of teams, set the Display Bye to yes
- If required, enter a message that will appear at the top of the web page 
- Set the display results selector to no
- If ends are to be used to calculate the total # points, set display ends selector to yes
- Set display points selector to yes
- Select the number of points for a win, loss, tie and ends won
- If the score is to be entered instead of W L D on the schedule, set the Enter Score selector to yes
- Submit
[bookmark: _Toc232923896]Team entry
- Go to the edit form
- To enter the names for each team manually, click in a slot to enter a name, start typing the member name and a drop down will appear where you can select the name out of the membership directory.   
If there is more that 1 division, enter A,B,C beside the first name in each division under the Div column
- Submit (CAUTION: If you exit the form without clicking Submit, your entries will be lost)
- To enter the team names via an upload, click “Upload Teams Excel File”  to upload the teams from an excel file.  The file must be formatted and name exactly as described on the upload form
[bookmark: _Toc232923897]Schedule Entry (Manual)
- To enter the schedule manually, Fill in the date and time for each day of the draw and fill in which teams play  (eg Lord vs Mariano) under each Sheet column.  
- There must be a different game number for each day played
- To view a 4 game schedule template, to the Info Center/Match/Match Scheule Forms.  
-  	The team name in the schedule must be the same name as in the teams table list. If it is not the same exact name, the points will not be updated for that team
-  Click Submit to save the entries  (CAUTION: If you exit the form without clicking Submit, your entries will be lost)
- To enter the schedule via an upload, lick “Upload Schedule Excel File”  to upload the schedule from an excel file.  The file must be formatted and name exactly as described on the upload form.   To automatically generate the file to upload for a 4 day schedule, in the match schedule forms, click on the x team schedule for upload.  Eg. For a 6 team schedule, click “6 Team Schedule for Upload”.  Follow the instructions on the instructions tab to generate the file to upload.  
[bookmark: _Toc232923898] Schedule Entry (Automatic)
1. Enter the number of dates, number of times/date each date and time for each date and Submit
2. On the edit form, click the link “CLICK HERE TO AUTOMATICALLY GENERATE THE SCHEDULE”
The schedule will automatically be stored along with the dates and time.  
[bookmark: _Toc232923899]Display Draw on event web page
- At the top of the form, select yes with the Display Draw selector and then submit
- Your entries will now be shown on the event web page.  You can edit the entries at any point for changes.
[bookmark: _Toc232923900]Rules Update
The tournament rules are accessible on the event draw page by clicking the link RULES on the tournament page that displays the teams and schedule.  If the rules from the prior season must be updated.  Follow this procedure:
· Prepare a pdf file of the new rules
· On the tournament web page, click the Upload Rules.    
· Rename the pdf file as shown on the table on the Upload form
· Select the file from your desktop and Upload File


[bookmark: _Toc232923901] Show Teams and Schedule link on the members home page (*)
(*) Performed by a webmaster or Match Director who have access to the feature
Example for women triples
· Under the Signed in menu, click the Reservations CPanel
· Click the Club Tournaments box
· Select the registration entry for that tournament women_trophy_triples : Women Triples Trophy
· Click “ Edit and or Activate”.    Deactivate the registration entry by moving the slider to the off position and then click “Apply the Above Edits”.   
· Backup the browser to the list of tournaments.  Select that teams for that tournament women_trophy_triples_teams : Women Triples Trophy
· Click “ Edit and or Activate”.  Move the slider to the on position and then click  “Apply the Above Edits”.   The link to the schedule and teams display will then appear under the tile for that tournament on the home page.
[bookmark: _Toc232923902]Send an email to all team members
Notifications can be send to all the team members notifying them of the start of the event or if there is a cancellation due to rain out or excess heat.
· On the event web page, Click on the link “Send email notification ” 
· Then choose the notification type (posting, schedule change, or  cancellation).  An attachment can be added if needed.  Set Custom email to yes to customize the email text in the box below if needed.  
· Click Continue and then follow the instructions.  Once submitted, do not close your browser until a web page appears with a list of all the emails sent.
[bookmark: _Toc232923903]Spare Entry
The spare list is displayed under the teams table on the edit form.  Click Del beside the name you want to delete. It.  To add a name to the spare list, select the name, and submit
[bookmark: _Toc232923904] Posting Results
After each game is played, enter the results in the schedule table on the edit form beside each team name. Normally enter W,L,D.  The score must be entered if the Enter score selector is set to yes.  If ends are to be counted, enter the ends won for each team.  Submit
[bookmark: _Toc232923905]Current Results
Set the Display Results selector to yes and Submit.    The team rankings are automatically calculated each time Submit is made from the edit form.  All teams are listed in numerical order, according to the points accumulated.  If there is a tie, the winner of the game between the two teams has priority. If the 2 tied teams have not played each other, the team with the most amount of wins has priority.
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