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Training Manual For Tournament Directors

Tournament Software Features
• Event Set-up

– Set-up Wizard 
• Set Tournament Information
• Divisions & Court Times
• Customized Information
• Results

• Event Website
– A tournament website will be created after the 

set-up wizard is complete.
• Event Website Screenshots

• Tournament Registration Period
– Player Menu
– Add Players

• Step 1 Review Profile
• Step 2 Select Divisions
• Step 3 Review Amount Due
• Step 4 Select Payment
• Step 5 Make Payment

– Remove Players
– Tournament Stats
– Additional Info

• Divisions and Draws
– Creating and seeding Draws

• Preparation
• Pairing Double Partners
• Seeding and Setting Draws

• Matches and Start Times
– Match times
– Manual Step-up
– Auto-Scheduling Wizard
– Set Number of Rounds
– Set Division’s Club
– Set Number of Rounds
– Set Division Courts
– Set Specific Match Times
– Set Specific Round Times
– Set Division Order
– Auto-Schedule Matches
– Reviewing and Posting Start times
– Player communication

• Tournament Accounting
• Managing your Event
• After the Tournament
• Other Software Features



Tournament Software 
Features



Tournament Software Features

• No software to download
– Access director control panel from any computer with internet access.
– Multiple directors can be logged-in the same event simultaneously

• Free Event Advertising
– Tournament website listing placed on the following site:

www.alltournamentpro.com/tournament-sports.asp
– Built in email system to communicate with registered players/teams

• Send tournament information to players within 5 states

• Customizable tournament website automatically generated
– Players, Teams, Directors, fans, and media can get tournament info.

• Sponsors get more exposure in addition to long term exposure in archived results

• Detailed Tournament Revenue Tracking
– All of the entry fee revenue, additional items purchased, membership fees, 

donations, and other fees are generated so you know exactly how much money 
you are bringing in.



Tournament Software Features

• Accept Online entries
– Players and Teams benefit from entering online

• Receive Email Newsflashes from tournament director with event 
updates.

• Receive Email When start times are released. 
• Instant Entry Verification.
• Login and change divisions as often as you like (before deadline).  
• Sort by division on the participants section to see who has entered 

your division.
• Fast, easy, and reliable on-line entry registration process. 
• Ability for players to purchase extra items during registration
• Credit card payment made on secure ssl encrypted server

– Director benefits from players entering online
• Players adds himself into the tournament system which saves the 

director time and minimizes errors.
• 2 ways to seed 9 different draw formats

– Head commissioners can easily login and approve draws online



Tournament Software Features

• Time grids created based on parameters entered during setup.

• Generated list of all possible player matches
– Allows directors to spot match time conflicts

• Three(3) ways to scheduling match and game times
– Set Multiple times manually
– Set times manually on time grid
– Game/Match scheduling wizard for auto-scheduling games/matches

• Print scorecards with players/team names and division
– Available as an upgrade

• Generate results summary page with viewable draws



Event Set-up



Event Set-up (Getting Started)

Go to  www.R2sports.com
• Click on “Director Log-in” button in 

left menu
• Select log-in as “Event Director”
• Enter tournament  “Username” and 

“Password”
– Main Director is sent welcome 

email with initial instructions and 
login info after creation of event

– Enter desired “Chat Name” for instant 
messenger

• Click “LOGIN”



Event Set-up

• Tournament Set-up
– The first time you log-in to access your 

tournament you will be taken to the 
Tournament Set-up Wizard

• The Set-up Wizard will guide you 
through the initial setup

• Tournament information
– Set tournament information
– Set tournament divisions
– Set available court/field/venue times
– Customize Time Grids

• Customize tournament website
• Activating Links on tournament 

website.
• Email Players
• Create additional tournament logins.



Event Set-up
Set-up Wizard / Tournament Information

Set Tournament Info
• Set-up club/venue information
• Tournament Information

– Tournament name
– Tournament Directors
– Director Contact info
– City of event, etc…

• Set Tournament Format
– Set round robin options
– Set 3rd place match options
– Set default draw types for the 

event
• Automated Email Options
• Set payment and fees

– Set fees for multiple divisions



Event Set-up
Set-up Wizard / Tournament Information

• Set additional registration 
fees and discounts
– Ref fees
– Phone fee
– Late fee

• Set tournament dates
– Start date, start time, 

end date
– Entry deadlines
– Start times availability 

date
• Set time of registration 

fees and discounts
– Early registration 

discount
– Set late fees
– Set “Entry At Door” fees



Event Set-up
Set-up Wizard / Tournament Information

• Additional tournament information
– Logo displayed and printed on 

draws
– T-shirts given
– Membership dues
– Info displayed on draws
– Accept Coupons

• Set information page
– Sanctioning information
– Consolation information
– Referee information
– Refund policy
– Player waiver

• Results display information
– Scoring system options

• Terms and Conditions of use
– Full Service option
– Director Agreement



Event Set-up
Set-up Wizard/Divisions Offered

• Set divisions offered at 
tournament/event
– Select divisions offered

• Check the divisions you want to 
offer at your event

– Extra Charge
• Change first division price of 

specific division
• Add or subtract from first division 

base fee
– Extra Charge 2

• Adjust additional division price of 
specific division.

• Add or subtract from 2nd and 3rd

division base fee
– Has Cons

• Check if division will be Single 
Elimination format and have a 
drop-down loser bracket

– Online Entry
• Check if online entry is accepted 

for division
• Leave unchecked to restrict so 

players cannot enter online



Event Set-up
Set-up Wizard/Set Times Available

• Set number of fields/courts 
available at venue

• Set available times each day
– Set start time

• Time you want first match to 
begin that day 

– Set end time
• Time that the tournament must 

end that day

– Set overbook courts/field
– Set match/game lengths

• Set time for average match 
length

– Rename court/field



Event Set-up
Set-up Wizard/Customize Time Grid

• Customize time grid
• Shorten and extend time 

periods on the time grid
– For each venue , day and 

time period, adjust the 
length by changing the 
number of minutes in 
each row.

– After clicking update info, 
all draws and starting 
times will be updated 
with new times.



Event Set-up
Customized Tourney Website

• After Set-up Wizard is finished, 
customize website links are available
– Select “Setup” button from top menu

• Customize Tourney Website
– View Tournament Website
– Edit event website home page message
– Upload Tourney Logo
– Link Organization to event
– Select Banner Style for event
– Set additional items to purchase
– Set Prize money
– Upload tourney map
– Set Hotel info
– Sponsor logos and information

• Logos and links are placed 
throughout the event website

– Add additional text to Tourney info page



Event Set-up
Customized Tourney Website

• View tournament website
– The site the players will 

visit is automatically 
created from information 
you input during setup

• Edit Event Home Page 
Message
– Use editor to change 

home page message
– Click Save message at 

the bottom to save 
changes



Event Set-up
Customized Tourney Website

• Upload tournament logo
– Browse your pc for logo
– .gif or .jpg only under 3 MB.
– Shrinks image for faster 

loading when viewed on site.

• Link Organization to event.
– Choose organization from list 

provided
– Create new organization
– Link and logo will be added 

on website header.



Event Set-up
Customized Tourney Website

• Set Additional Items to 
Purchase
– Add meal tickets
– Extra Tournament Shirts
– Donations
– Tickets for viewing

• Set Tournament Prizes
– Set prize money for selected 

divisions
– Add notes about prizes for 

divisions



Event Set-up
Customized Tourney Website

• Upload Tournament Map
– Upload map image
– Add directions about venue

• Add Hotel information
– Upload logo
– Hotel name
– Hotel website
– Hotel contact info
– Hotel Rate
– Special code

• Add code if needed to 
receive discounted rate



Event Set-up
Customized Tourney Website

• Set Sponsor Information
– Upload logo
– Sponsor name
– Sponsor contact info
– Sponsor website
– 3 Sponsor Levels

• Gold
• Silver
• Bronze

– Rotate selected sponsors on 
scorecards

– Add text about sponsor

• Sponsor will appear at the 
bottom of all pages of the 
tournament website



Event Set-up
Customized Tourney Website

• Add items to information section
– Add Heading
– Add text

• Create additional Tournament 
Logins
– Choose username, password, and 

access level
• Director Access – full access 

except for accounting section.
• Staff Access – can only add 

players, update match 
winners, run live event

• Accounting section available  
only when logged in with 
original tournament director 
username and password



Event Website



Event Website Sections

A customized tournament website is 
created after setup is complete

• Tournament home page
– Updates itself based on the current date relative to 

dates input during the setup process
• Accepting entries
• Start times/Draws available
• During “Live” event
• After Event

• Tournament information
• Registration
• Participants List (6 reports)

– By Division
– By City of player
– By Home club of players
– By State of player
– By Country
– By Player’s last name

• Times of first Games
– Viewable after activation

• Draws and Brackets
– viewable after activation

• Results
– Viewable after activation

• Media match report
– Generate upcoming game times and result 

reports
• Fees for the Event
• Sponsors

– Sponsors are also listed on the bottom of the 
pages of the tournament website

• Prizes
• Map 
• Hotel
• Organization Link



Event Website
Event Accepting Entries

Event Website home page
• Event Accepting entries

– Players read home page 
message

– Players can click “Enter 
Now” logo to enter event

– View Registered Player / 
Team Reports

– Find Event Information



Event Website
Event Start times/Draws Ready

Site home page
• After online registration 

period has closed
– View Start Times Link 

appears
• Media Report live 

when start times are 
activated

– Tournament Brackets and 
Results Links are visible



Event Website
Event “Live”

Event Website home page
• During a live tournament

– Recent Results appear with 
most recent winner and scores.

– Live matches with court / field 
times are displayed

• After event, Recent Results, 
Live Matches, and Start Times 
link disappear



Event Website
Website Sections

• “Info” Section
– Populated by information 

entered during the set-up
• Entry deadlines
• Director information
• Various tournament 

information

• “Registration” Section
– Online registration for 

tournament players/teams



Event Website
Website Sections

• “Participants” Section
– List of all players/teams 

in event
– 6 report options for 

viewing participant list
• Alpha list
• Alpha, Filter By 

division
• Grouped by city
• Group by State
• Group by Country
• Group by Club



Event Website
Website Sections

• Start “Times” Section
– Times are not visible to 

players until director 
activates start times

– Times are listed 
alphabetically 

– Player/Team List 
includes 

• Division
• Venue
• Start Time



Event Website
Website Sections

• “Draws” Section
• Draws cannot be viewed 

by players until activated 
by director

• Tournament Divisions
– Sort by:

• Division code
• Division information
• Draw Type
• # Players/Teams

• Print Draw Icon
• View Draw Icon



Event Website
Website Sections

• “Results” Section
– Results will not be available 

until activated by director

• Results will list
– 1st place
– 2nd place
– 3rd place
– 4th place
– Quarterfinals

• 1st and 2nd place winners will 
be listed with image used for 
player/team profile
– Not including doubles



Event Website
Website Sections

• “Media” Section
– Generate media match reports

• Upcoming and results
– 7 Report groupings

• Finals
• Divisions
• Players
• Country
• State
• City 
• Club

– Useful for 
• Player upcoming matches
• Team coaches
• Media reporters
• Updating written draws
• Fans/Parents tracking 

participants



Event Website
Website Sections

• “Fees” Section
– List fees for event divisions.
– Lists other tournament fees, 

late fees, etc.

• “Sponsors” Section
– List all sponsors enter

• Sorted by gold, silver, 
bronze

• Sponsors rotate on 
bottom pages of website



Event Website
Website Sections

•“Prize” Section

•“Map” Section

•“Hotel” Section



Tournament 
Registration Period



Tournament Registration Period
Open Registration

• Registration Period
– Start Taking online entries

• Step One
– Activate online entries

• Choose “Setup” from main menu
• In “activation” section Click 

Activate Online Entries
• On Online Entry Activation select 

“click here to turn off/on”
– Event Advertising

• Player email blast
• Place tournament website link on 

entry forms
• Include tournament website link 

on advertising materials



Tournament Registration Period
Tournament Advertising

• Event Advertising
• Email Blast

– From top main menu click “setup”
– Email Players Section click “Send an 

email blast to area players”
– Email Blast Section

• Select 5 states from list
– Email sent to players in 5 states

• Enter text in text editor
• Send email

• Place tournament website link on entry 
form
– Website site link located on the 

tournament director home page
• Include tournament website link on all 

your advertising material
• Players / teams go to R2sports.com and 

search for tournament



Tournament Registration
Online Entries

• As online entries are received, 
tourney capacity chart changes 
on director home page

• Online entries automatically 
close on date entered in 
tournament info section
– Online entry deadline extended 

to the late entry deadline 
entered

• Additional fees added if 
option is selected

• Director can enter players 
manually at anytime before or 
after the entry deadline in the 
players section

Organization Membership Tracking
(call for membership upgrade options)

• Membership check to require 
players / teams to be current 
members  of organization 
before proceeding to “Step 1”
of online entry process

• New/Renew Memberships
– Allow players/teams to renew 

organization memberships
– Allow players/teams to become 

new members of organization

• Membership Management 
System to view and modify 
memberships



Tournament Registration
Player/Team Section

Player / Team Section
• Players/Team Menu

– View players / 
team listings

• Add New Entry
– Add new entries 

using “Quick 
Entry”

• Participant Quick 
Find Menu
– Locate players / 

teams to update 
info.



Tournament Registration
Player/Team menu

Player/Team Menu
• Click “Players/Teams” button from 

top main menu
• Tournament Player/Team Menu

– View Player Registration List 
Groups include:

• Tournament Players/Teams
• Divisions
• Cities
• States
• Country
• Venue

– Add Player/Team to tournament
– Membership Dues

• Set membership dues

– Team/player comments
• Section to view registrants 

comment on rankings or 
starting times

– Player/Team Alpha list
• Use list to easily contact 

participants
– View Doubles Teams (individual 

sports)
– Edit Team Competition Divisions



Tournament Registration
Player (Team)/Add New Entry

Add New Entry
• Using Quick Entry

– Under the “Add New Entry”
Section

– Enter first name, last name, 
or team name

– Select Go
– Players/Teams that are in 

the database that match 
search will appear 

– If you locate player/team, 
select name, then click 
“Register” button

– If player/team is not in list 
click “create new member”



Tournament Registration
Player (Team)/ Quick Find

• Player/Team Quick Find Options
– Player Profile

• select to edit chosen 
player’s profile

– Edit Divisions
• select to edit player/team’s 

divisions
– Entry Summary

• select to view entry 
summary of player/team

• Add additional items to 
purchase and discounts

– Player/Team match times
• select to view player/team 

times
– Replace with new player/team

• Switch selected 
player/team with new 
entrant

– Remove player/team from event
• Remove selected 

player/team

– Select player/team from list
• Use quick find box to enter 

name or part of name
– Check option desired, then click 

“Find” Button



Tournament Registration
Add Player – Step 1

• If not using “Quick Entry”
• Chose “Add Player/Team to 

tournament” from 
players/team menu
– Enter first and last name of 

player/ Enter Team Name
– Click “Search 

Players/Teams”
– Player/Team will appear in 

list below search
– Click “Select Player/Team”

to add player/team to event
• If player/Team does not 

appear click “Add New 
Player/Team” to add 
player



Tournament Registration- Individual Sport 
Add Players – Step 1

• Online Entry Step 1
– Player information

• Check info to check if correct
• Click “Edit Personal Profile Info” to change or add information

– Click “Go to Step 2” when completed

Side Note

• The process to 
enter online for the 
players is the same 
process for 
directors adding 
players.

• Directors have a 
few more options 
than the players 
entering online.



Tournament Registration- Team Sport 
Add Players – Step 1

• Online Entry Step 1
– Check team info and roster

• Enter players for team
– Choose active roster, captain, coach, delete
– Enter First and Last name, choose sex, email, shirt size, address, city, state

• Click “Update player options” when complete
– Change team information

• Click “Edit Team Info” from team info box
• Click “Continue to Entry Step 2” when complete



Tournament Registration
Add Players/Teams – Step 2 & 3

• Step 2- Select Player Divisions
– Choose player divisions
– Add recent tournament results
– Add comments and time conflicts
– Select tournament waiver (if option)
– Choose entry method – only for 

directors
– Click “Go to Step 3” when complete

• Step 3- Entry Confirmation and 
Amount Due

– Review tournament entry
– Choose additional items to purchase
– Add discounts and late fees
– Click “Go to Step 4” when complete



Tournament Registration
Team/Players – Step 4

Step 4 – Payment Information
• View Players name
• View Payments Made
• Total Due
• Select a Payment Method

– Player/team has not paid
– Credit card

• Players/team entering 
online can only pay with 
credit card

– Check
– Cash
– Club Charge
– Comp

• Click “Submit” when complete



Tournament Registration
Team/Players – Step 4 - Payment Options

• Payment by cash, 
check, club charges, 
and comps.

• Payment by Credit Card



Tournament Registration
Add Player/Team – Step 5

• Step 5 - Verify entry.  
– Player gets instant 

verification of entry. 
Players / Team can 
change entry up until the 
entry deadline.

• New player / team is added to 
entry lists and reports

• Minimize entry errors by 
sending players to tournament 
website to register.



Tournament Registration
Replace Players/Team

• Select “Replace Player” from PARTICIPANT 
QUICK FIND section

• Step 1: Click players name needing to be replace
• Step 2: search for player to replacing

– Click “register” or “create new member” to add new 
player / team

• Step 3: Complete Entry Process for new Player/team
– Payment option to transfer payment to new 

player/team
• Step 4: Complete payment and entry process
• Note: Replacing participant swaps new with old 

entry.  The old entrant is removed from the event.



Tournament Registration
Remove Players/Team

• Select “Remove Player” from PARTICIPANT 
QUICK FIND section

• Step 1: Click players name needing to be removed
• Step 2: Click ”Yes” to remove player
• Step 3: Choose refund method
• Step 4: Complete refund process

– Click “Process Payment”
• Note: Removing participants takes them out of the 

event.  If already seeded in bracket, “BYES” will 
replace the removed.



Tournament Registration/
Pairing Double Partners

• Pair Partners during, and 
after registration period
– Click “Doubles Teams” from 

players menu
– Create Teams
– Create teams with unknown 

players
– Un-pair doubles teams
– Easily update “unknown 

partners” with real player 
later

• Step 1: Select what division 
you want to pair teams
– Brackets cannot be seeded 

until all players have a 
partner.



Tournament Registration/
Pairing Double Partners

• Step 2: Click the name of the 
player you want to pair with 
another player.

• Step 3: Click the name of the 
partner or select unknown partner

• Step 4: Partners are paired and 
team is created



Tournament Registration/
Pairing Double Partners

• Un-pair a team by 
clicking on a players 
name

• Directors can easily add 
players to teams with 
unknown players

• After all players are in a 
team the draw seeding 
options will become 
available



Tournament Registration
Check Current Membership

• Check Current 
Memberships

• After updating fees 
the accounting lists  
will adjust to show 
their memberships 
dues and new total.



Tournament Registration/Additional Info

• Player Alpha List
– Directors are able to access player 

contact information easily

• Player comments
– View player’s comment during 

registration



Tournament Registration/Tournament Stats

• Tournament Capacity Stats
• Capacity on director home page

– View tournament capacity
• Indicates maximum number of players 

the event can accept
• Tournament Stats

• Click “Stats” Button from top main menu
– Players Stats
– Division Stats
– T-shirt sizing

• Estimates shirt sizes for players with no 
shirt size in their profile



Tournament Registration
Team Competition Draws

Select Team Competition Divisions in the players 
section, then select a division. 

Players Names that are not on a team are on the left 
side.  If player not listed, add player to division.

• Step 1: Create each team in the division by clicking 
create new team.

• Step 2: Set number of singles and doubles positions and 
update team settings

• Step 3: Pair partners if team division includes doubles
• Step 4: Select team names in drop down next to each  

player and update team settings.
• Step 5: Alter team positions and update.



Divisions and Draws



Divisions and Draws

Divisions and Draws Section
• Combine Divisions Options 
• Manage event divisions by 

clicking icons 
– Update results
– Division Options
– Edit Brackets

• Edit draw on draw
• Edit by seed

– Print Draws
– View Draws

• Check that all teams/players 
are in draws

• Set division Order



Division and Draws
Combine Division Options

• Combine Multiple divisions into 
one division.

– Select “Combine Division 
Options” from menu above 
division list
• Easily add and remove 

divisions in a combined 
division.

• Click “Create a New Combined 
Division”

• Select first division you want to 
combine from tournament 
division list



Division and Draws
Combine Division Options

• Click “Combine this 
division with another 
division”

• Choose division from 
division list

• Combined Division Info
– Set new division name
– Set new division code
– Click “save”

• Click “Combine with 
another division” (if 
needed)

• Set Draw Type options



Divisions and Draws
Check that all teams/players are in draw

• Check if all players are 
seeded in bracket
– Check to ensure a late 

entry is not left out
– Draws with all players 

seeded are highlighted in 
yellow.  



Division and Draws
Default Division Order

• Default division order 
allows you to set the 
order you want you 
divisions listed

• “Click here to change 
default division order”
from menu above division 
list

• Change order by 
numbering the draws in 
the order that you want

• Click “Update Division 
order” when complete



Division and Draws
Draw Formats

Change the draw type of a division
• Click “Div options” icon next to desired division to 

convert between 9 draw types
– Single Elimination

• Up to 256 players / teams
– Single Elimination with drop down consolation
– Pro Qualifier Draw

• Advances into Main Draw
– Round Robin 

• up to 14 players / teams
– Pool Play Groups with Playoff

• Up to 140 players / teams
– Double Round Robin

• Up to 14 players / teams
– Olympic Format 

• Guarantees 3 matches in divisions with more 
than 12 players / teams

– Double Elimination
• Up to 24 players / teams

– Team Competition Draws
• Olympic Format and Single Elimination
• Must start as Team Comp by offering it as a 

division is setup step 2



Division and Draws
Seeding

– Creating, Seeding and Editing Brackets
• Edit draw by seeding
• Edit draw on draw
• Create dropdown divisions
• Edit consolation and Olympic format draws

– Easily add registered players to any consolation division
– Allow players to start in a consolation division

• Edit Pool Play options



Divisions and Draws
Edit Draws by Seeding

• Edit draws by seeding
• Click “Edit by Seed” icon by 

division
– Place the correct seed number 

by the players name
• Seed top players

– Players not seeded will be 
randomly placed in draw

– Click “Update Seeding”
– Adjust seeding as many times 

as necessary
• Dropdown division 

automatically created
– Seeding and Time conflict 

icons appear on draw by 
players names



Divisions and Draws
Edit Draws on Draw

Edit draw on the draw by 
selecting from menu

• Click “Edit on Draw” icon 
by division

• Change a player / team’s 
placement to prevent 
players from same 
location from playing 
each other in early 
rounds.

• Use to easy duplicate 
handwritten draws.



Divisions and Draws
Extras

Edit Consolation, Olympic draws, 
Pool Play Play-offs, and 
Qualifier draws

• Click “edit draw on draw” icon 
for selected division
– Edit a consolation dropdown
– Easily add players to a 

consolation division
– Easily change loser drop-

down spots
• Add/Remove players

– Choose name list to add to 
draw

• Pre-seed Pool play playoff 
brackets with Group 1: 1st, 
etc so participants know 
where they will advance.



Game Times



Game Times
Match Times Options

Match Times Options
• Time Options

– 3 ways to set times
• Set multiple times on draw
• Set times on time grid
• Use Scheduling Wizard

• View/Edit Start times list
• View all possible match times
• View time grids
• Reset match times  
• Time Availability chart

– As the matches are set you can 
watch the time availability chart fill 
up with matches.

• This allows you to check how full 
a location is and if you need to 
move matches around



Game Times
Set Multiple Times on Draw

Set Multiple Times on Draw
• Select “Divisions and Draws” section 
• Click “View draw” icon for division
• On draw use check boxes to select 

multiple matches
• Click “Set Multiple Times” button
• On Scheduling Page that will load:

– Select date/location
– Avoid Conflicts by using color codes on grid 

to help set match times
– Select Time from drop down menu
– Message may come up indicating not 

possible to schedule all at time selected.
• You will be asked if you want to 

overbook or schedule remain matched 
at next available time

– Click schedule match to  save new time

Note: When Scheduling 1 game at a time, 
you have an option to put the match on 
a specific court/field.



Game Times
Set Times on Grid

Set match times using time grid
• From “Match Times” section choose edit time grid icon



Game Times
Set Times on Grid

• Enter match number and code 
from bracket in time slots

• Get match code and number 
by selecting division

• Click “Update Match Time” to 
save new times

• Names of players/team show up 
with division type icon and code

• If names are not available 
winner/loser will appear until 
previous match is updated



Game Times
View Times on Bracket

Times on Brackets
• Select View Draw from top submenu

– Times are listed by Match code
• Venue, Day, Time

– Matched needing times are highlighted blue



Game Times
Auto-Scheduling Wizard

– Auto-Scheduling Wizard
(only for single elimination and round robin draws)



Game Times
Auto-Scheduling Wizard

– Auto-Scheduling Wizard
• Getting started
• Set match scheduling 

options



Game Times
Auto-Scheduling Wizard

• Auto-Scheduling 
Wizard
– Schedule around 

player conflicts



Game Times
Auto-Scheduling Wizard

• Block courts for exhibitions or demos 



Game Times
Auto-Scheduling Wizard/Set Number of Rounds

Set number of rounds 
per day



Game Times
Auto-Scheduling Wizard /Set Division’s Club

Set which divisions play at 
which club



Game Times
Auto-Scheduling Wizard /Set Division’s Club

• Clubs are re-colored to easily indicated which division is at which 
club



Game Times
Auto-Scheduling Wizard /Set Division’s Club

• Continue until all 
divisions are color 
coded with a club



Game Times
Auto-Scheduling Wizard /Set Division’s Club

Set specific rounds of a 
division at different 
clubs



Game Times
Auto-Scheduling Wizard/Set Number of Rounds

Schedule conflicting 
division’s at the same 
club to decrease travel 
time between clubs for 
players



Game Times
Auto-Scheduling Wizard /Set Division Courts

Select courts for specific 
divisions



Game Times
Auto-Scheduling Wizard/Set Specific Match Times

• Schedule key Matches Manually and wizard schedules 
around those times with non conflicting matches.



Match Times
Auto-Scheduling Wizard/Set Specific Round Times

• Select day and time from dropdown menu



Match Times
Auto-Scheduling Wizard/Set Division Order

• Set order in which divisions rounds are scheduled



Match Times
Auto-Scheduling Wizard /Schedule Matches

• Schedule matches and view results
• Manually make any time changes
• Redo auto-scheduling

– Easily redo match times to make 
room for late entries

• Combine with manual set-up
– This allows you to set certain 

divisions and let the auto-scheduler 
do the rest



Creating Draws and Start Times/ 
Reviewing and Posting Start times

• Two different match times views
– View all possible matches for players/teams

• Great tool to check for time conflicts
– View player/team’s 1st match start time for each division



Match Times
Activate Start times and Draws

Activate start times on the website
• Select “activate start times” from 

“Setup” section
– Choose “yes” to activate start 

times
• This will make the times on the 

tournament website active and 
allow players/teams to check their 
start times

Activate Draws early for players to see
• Select “Activate Draws” from 

“Setup” section
– Choose “yes” to activate Draws
– This will allow players/teams 

and fans to view draws before 
the event begins

• Draws are automatically activated 
on the date the event begins



Game Times/
Player communication

• Send email blast to 
registered players to let 
them know that their start 
times are ready.
– Send all players to the 

tournament website to 
get all tournament 
information.

• Free up time for 
directors, staff and 
volunteers to devote 
to other aspects of 
the event

• This allows the players to 
check their start times on 
the website
– No more phone calls!



Game Times
Reset and Clear Times

• In “Match Times” section
• Click “Reset match times”

from menu
• Select matches to clear

– Un-schedule all matches
– Un-schedule matches set 

automatically
– Un-schedule blocked 

courts/fields
– Clear division planner 

information from auto-
scheduling wizard 

– Press Submit to save.



Tournament Accounting



Tournament Accounting
Restricted Login

• Tournament Accounting
– Track accounting for tournament

• View all payments and fees
• Restricted access to original director login

– Additional logins created not able to view accounting.



Tournament Accounting
Track Revenue

• View expected entry fee tournament revenue
– Separates payments into different payment types.

• Credit Cards, Checks, cash, club charge, comped entries, and unpaid 
entries.

• Input credit cards amount processed (for tournaments processing 
their own cards)



Tournament Accounting
Membership Dues

• View members that owe dues
• View additional items purchased during registration.



Tournament Accounting
R2sports Fees

• View R2sports Invoice
– R2sports process credit cards

• View invoice to see amounts owed to you
– Check and invoice will be mailed to you by R2sports

– R2sports does not process credit cards
• View invoice to see amount you owe to R2sports

– R2sports will send you an email with link to invoice
– Send check or call with credit card information



Running Live Event

Tournament Desk Training Manual



Tournament Desk Training Outline

• Tournament Admin Login
• Start of Day Printing

– Court Grids
– Score Cards

• Director Chat Room
• Tournament Desk

– Select Court Grid
• Full Grid
• On Deck with Grid
• Event Display

• Tournament Desk
– Check-in Player
– Assign Court and Ref
– Update Winners

• Choose winner
• WBF

• Print Updated Draws
• Print Media Match Reports
• Additional Information



Tournament Admin Log-in

• Go to R2sports.com
• Click on “Director Log-in”

from left menu 
• Choose “Login As” –

Tournament Director
• Enter Username:
• Enter Password: 
• Enter Chat Name:
• Click “Login”



Start of Day Printing-Time Grids

• Click on the “Printing” tab from the admin home page to 
go to the printing options

• Click on the “Select a Time Grid to Print” link



Start of Day Printing-Time Grids

• Choose grid for gym and 
day you want printed

• The grid will appear ready 
to print

• Click “File”, choose “Print”
– Change print page 

options to print 
landscape if grid does not 
fit on the page



Start of Day Printing-Score Cards

• Select “Printing” tab
• Click the “Select a time 

period to print score 
cards” link

• Choose the gym and 
day that you want the 
score cards printed



Start of Day Printing-Score Cards

• Choose the time range you want 
cards printed

• Click “Print Selected Scorecards”
• Click “Print” when printing options 

appear
– If printing options do not open

• Choose “File, then click 
“Print”



Tournament Chat Room

Integrated Instant Messenger System



Director Chat Room

• Live Chat room that 
anyone logged-in as 
staff or director can use 
to communicate
– Great tool for draw 

preparation when 
there is more than 1 
director

– Great tool for running 
event at multiple 
locations

• Send private message 
to specific directors



Director Chat Room

Sending Message
• Click “Send Message” by 

chat box
• Chat box will expand
• Directors’ names Logged-

in will appear on right
• Type message in message 

box
• Click “Send”

– This will send a message 
to all directors logged-in



Director Chat Room

• Send private Message
– Click “Send to all” Pull 

down menu
– Choose director to send 

message to
– Type Message
– Click “Send”

• Change text color and 
options
– Click “color” or “regular”

pull down menu
– Choose option



Director Chat Room

• Change Chat Name
– Enter new name in text 

box beside “Change 
Name” button

– Click “Change Name”
button

• Hide Message box
– Click “Hide Messenger”

Link
• Turn off Sound

– Un-check sound box



Tournament Desk-Select Time Grid

• Choose “Live Event” Tab 
from top menu

• Time Grid Selector menu 
and the Tournament Day 
Menu

• 3 Time grid options
– Full Grid
– On Deck with Grid
– Event Display



Select Court Grid-Full Grid

• Select “Full Grid” for gym and day 
• “Full Grid” options allows the desk to view the time grid 

on entire screen



Select Court Grid-On Deck w/ Grid

• Select “On Deck w/ Grid” for gym and day
• “On Deck w/ Grid” options allows desks to view grid with 

upcoming matches
– Helps with order matches should be played in

• As players check-in the matches will be moved in the order 
that both players/teams have checked in



Select Court Grid-Event Display

• “Event Display” option is for the players 
to view upcoming matches, live matches 
at they gym or complex they are playing 
and recent results of all match being 
played
– This options is made to be projected 

on the wall for all players to view
– Page automatically reloads every 1 

minute



Check In Player for Match

• On time grid or upcoming 
match list click the player 
icon by the players name

• Click “OK” to check player 
in
– The player icon will 

change from a red X to a 
green check



Assign Court for Match

• From court grid or upcoming 
match list click on the “name 
of a player” for the match 
you want to assign

• From the left option menu 
choose the name of the ref 
for the match
– If the ref is a player their 

name will be on the list 
below

• Assign the court number 
from the drop-down menu

• Click “Update”



Assign Court for Match

• After match has been updated a timer and the court 
number assigned to the match will appear on the court 
grid

• Empty courts displayed above the time grid
– Empty courts will updated as matches are updated



Update Winner of Match

• From the time grid click on any player’s 
name to update the winner

• From left frame select match winner 
from drop down menu

• If match was a forfeit choose forfeit 
option

• Enter match scores with shortcut
– In game 1 box enter

• for a 15-12, 8-15, 11-9 match 
score, 12, -8, 9

• For keypad entry you can 
replace “,” with “.”

• Ex: 12.-8.9
– Enter match notes in bottom box

• Match notes show up on 
media result reports

• Click “Update”



Update Winner of Match

• Matches will grey out on 
time grid and winners will be 
highlighted as they are 
updated

• Note: A ref icon will appear 
by a players name if they 
are placed as a ref for a 
match

• Note: A warning icon will 
appear if a player has an 
upcoming match and they 
are playing a match



Print Updated Draws–Multiple

• Choose “Tourney Printing”
from top menu

• Select Options for draws
– Print all Normal Divisions
– Print all Special Divisions
– Print all Consolation 

Divisions
• Click “Print Selections”



Print Updated Draws - Multiple

• When choosing to print 
multiple draws you must 
change your printing options

• Choose the “Options” tab in 
the print box

• Check the “Print all linked 
documents” options

• Click “Print”
• If print box does not appear 

click “File” and choose “Print”



Print Updated Draws - Selected

• Click “Select a Division to 
Print” from the printing 
menu

• Click the division you want 
to print

• Click “Print”
– If Print box does not appear 

choose “File, the “Print”



Print Match Media Report

• Print match media report to 
help update draws

• Click “Tourney Day” tab from 
top menu

• Click “Media Match Reports”
from tournament day menu

• Choose “By division” from 
drop down menu

• Check divisions you want 
printed

• Click “Submit”
– The report will take some 

time to come up depending 
on the size of the 
tournament



Match Media Reports



Additional Information

• When printing the draws a 
tournament logo will appear

• If this logo does not appear
• When printing the draws a 

tournament logo will appear
• If this logo does not appear

– Choose “Tools” from browser menu
– Choose “Internet Options”

– In the “Advanced” tab in the printing section
– Check “Print background colors and images”
– Click “OK”



After the Event



After the Tournament

• Activate results
• Results Summary page created automatically
• Break Round Robin Ties
• Player communications

– Send email blast to registered players indicating 
results are available

• Upgrade available to automatically send to results 
to an organizations or to track results and display 
a ranking page
– Call for information



After the Tournament
Activate results/Break Round Robin Ties

Activate results
• From “Setup” section 

select activate results 
from menu

• Turn results on
• Breaks ties in any round 

robin divisions and 
reset places if 
necessary



After the Tournament
Results Page

• Results page
– This page is automatically 

generated after activating the 
results

– Send results (optional upgrade) 



After the Tournament
Send Players Results

• Player communication
– Let players know results are now available



Additional Features



Other Software Features

• Online payments
– Take credit card payments online for your 

tournament
– Process your own cards

• R2sports can capture credit card info on the secure 
server and you access the information in the 
accounting section

– R2sports Credit Card processing
• If you don’t have a merchant account R2sports will 

run the credit cards for you
• One Check will be sent on the 4 days after the last 

day of the event.


