CAPTAIN’S GUIDE
INTRODUCTION
This Guide is for Captains and Co-Captains to learn how to navigate the TCD
Website. For the purposes of this guide, Captains and Co-Captains will both be
referred to as “Captains”. Both have “Captain” access on the website and can
perform all the same functions. We recommend that each have their own login
and be familiar with the website.
There will be some broadcast email correspondence sent to the Captains from
the TCD Directors. These emails are generated by the website and will appear
to come from tenniscores.com. Captains should add this to their address book in
order to receive these communications: broadcast@mg.tenniscores.com
Although a Team Captain has many responsibilities, this Guide deals mainly with
the TCD Website and its many functions. For Rules questions please refer to the
TCD Rules in the current Handbook or on the website under the “Rules” tab.
Our sincere thanks go to all of the captains who keep TCD running smoothly – you
are very much appreciated!
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ADDING PLAYERS – See Player Add Form.
ADMIN PAGE

When a captain logs in, they will see their “Admin page” with the options that are
available to them on the “back” of the website. There are a few functions that
we don’t use, so disregard those. Captain’s Admin Page:

ARCHIVES

The archived data from previous seasons is found here, at the very top of the
home page. Search for a specific player by entering their last name in the search
box. Select a season, flight, team, etc. to look at a team’s or player’s results.

BOARD OF DIRECTORS

The TCD Board of Directors are listed on the website under the “Contact” tab on
the home page. Click on a name to email a director.

CALENDAR

Upcoming pertinent dates are on the home page under Calendar (right side scroll
down below Latest News). Go to “Forms/Downloadable Forms” to obtain a
printable calendar.

CAPTAIN CHANGEUP

When a change of captain occurs, the current captains can make the change.
Login and select “Team Leagues” from the Admin page. Across the menu bar at
the top of the page, select “Captain Change-Up”.
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Then select your Flight - in this example, 8A.

Next use the drop-downs to select the new Captain and / or Co-Captain and
click “Change”.

Then add/edit the email addresses and phone numbers and click “Update
Information” at the bottom of the next screen. Each team is required to have a
Co-Captain. This information can be edited at any time, before, during or after
the season.

CAPTAIN CONTACT LIST

Captains can view a printable list of all the captains in their flight along with their
email addresses and phone numbers. Login and select “Team Leagues” and
then select “Captain Contact List” from the drop-down under “More” at the right
in the menu.

CHANGE PASSWORD – See Passwords.
COMMUNICATION

Captains can send a broadcast email to all of the captains in their flight. They
can also send a broadcast email to all of the players on their team, as long as
their players’ email addresses have been entered into the system.
See
Membership (Editing Players) for instructions on editing your players’ information.
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To send a broadcast email, captains need to login and select “Communications”
from the Admin page. They will have the option of Email by Team, or Email Division
Captains (the captains in their flight). Check the appropriate box. If you want to
make sure you have selected the right people, click “Show Recipients List” and
the names of the people being emailed will appear. Again, when we refer to
Captains, we are referring to BOTH Captain and Co-Captain. Type the message
in the box, and add a title in the “Subject” box and “Send”. You can check the
box to send a copy of the email to yourself.

CONTACT / League Contacts

League Contacts are found under the “Contact” tab in the header of the home
page. Select a League Director or Flight Coordinator to send an email.

DEFAULTS

When a default occurs, regardless of which pair cannot play, defaulting begins
with the lowest line. If at all possible, let your opposing captain know in advance
that you will be defaulting a line. If a player or players arrive 16 minutes after the
scheduled match time the line is a default. For example, a match scheduled to
start at 9:30 is considered a default at 9:46. Score sheets must be exchanged at
the scheduled match time; however, the match may not begin until all lines are
present or until a default has been declared. For additional details on defaults,
consult your current TCD Rules, I. Defaults and Retired Matches, and Day of Match
Default Protocol under the Forms tab.

DELETING PLAYERS

Players can only be deleted from a roster during registration for the new season.
The rosters are final ON the date of the published registration deadline with the
exception of Frozen Players (See Frozen Players) and Player Adds (See Player Add
Form). NO PLAYER may be deleted from a roster after the registration deadline!
Please make sure the names you submit on your roster are confirmed and
committed to playing on your team.

DIRECTIONS TO CLUBS

Look for Google directions to all approved TCD facilities under the “Locations”
tab on the home page.
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DIRECTORY

The TCD Membership Directory is found under the “Directory” tab on the home
page. This module gives every player the ability to login (after creating a
password) to edit their personal profile, and to contact other TCD members by
phone or email. Players may also set some or all of their personal information as
public or private. Membership Directory Instructions can be found under the
Forms, Downloadable Forms tab.

DOCKING PAGE

From the Docking Page you may choose your league: Ladies, Love-50, Love-60,
Mixed Doubles, Ladies Pickleball or Mixed Pickleball.

ENTERING HOME MATCH TIMES

All captains must enter the times of their HOME matches before the season
begins. Various deadlines exist for each league and the Flight Coordinators will
inform the captains of those deadlines before the season. These deadlines are
also found in the current TCD Rules under G. Captain’s Responsibilities.
To enter home match times:
1.
Login and select Team Leagues, then select “Schedules” from the menu.
2.
Click “Edit” next to the first match.
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3.
4.

5.

Click on the “Time” drop-down box to the right of the date and select the
correct time for the start of the match.
“Submit these changes” and continue through the remaining home
matches until all times are entered.

Review and double-check the times entered by clicking on “Teams” on
the home page and then your flight schedule.

Once the times are entered, captains CANNOT go back in to make a correction.
Only your Flight Coordinator can make corrections. If the time or location of a
match changes for any reason, contact your Flight Coordinator. Your Club Pro
does NOT enter your match times for you – they will give you the times and you
will enter them. If they are entered late, a penalty point will be assessed for every
day they are late – no exceptions.

FACEBOOK PAGE

Join our TCD Facebook page by clicking the icon on the Message Center.

FLIGHT COORDINATORS

Every flight has a Flight Coordinator who oversees the teams in the flight and
answers questions. They will pass along pertinent information from the Directors
and help with any problems. Your Flight Coordinator is the first person to be
contacted with a question on rules or procedures. The Flight Coordinator’s name,
email address, and phone number are on each Team Page. To get in touch with
your Flight Coordinator, go to Contact in the header of home page and find your
Flight and click on the name to send them an email. Flight Coordinators are
sometimes referred to as Division Leaders.

FORMS

Click on the “Forms” tab on the home page and you will find Forms and the
Captain’s Guide. Under Forms are Contact Forms and Downloadable Forms.
Contact Forms are those that you can fill out and submit online. “Downloadable
Forms” has many instructional forms with step-by-step instructions. Complete TCD
Rules are also available for download. Printable Score Sheets are found in this
section. The Captain’s Guide is a printable file that you can use for reference.
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FROZEN PLAYERS

During registration, a team can delete and add players. There is no need to freeze
a player during registration when you can and should instead DELETE them. After
registration is closed, when you can no longer delete player(s), you can FREEZE
player(s).
Up to two (2) players on a roster may be “frozen”. The deadline to freeze a player
is the same as the Player Add deadline. This can be used for players who have
become injured after the registration deadline and will be out for the season, or
for players who have moved, for example. Once frozen, that player is ineligible
to play on any team in that league the remainder of the season. NO refunds will
be given, and the player will not count toward the team’s roster total. Additional
stipulations apply (See TCD Rules, II. C. 4. Frozen Players).
Captains may request that a player be frozen by logging in and selecting “Team
Leagues”, then select “Frozen Add Form” from the “More” option in the menu bar
on the far right. Complete and submit the form and when the request has been
accepted, an email will be sent to the captain.

HOMEPAGE

The homepage is the main page of each league’s website where you can find
links to other pages on the site.
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1.

Message Center: Where Directors post important messages.

2.

Latest News: Uploaded by the Communications Director.

3.

Standings/Results: You may set your team as your Homepage (see Set
Homepage), the Standings/Results will display your flight and you can
view scorecards from matches already played.

4.

Calendar: Upcoming pertinent dates.

5.

Archives: very top of the header; look up player stats.

6.

Leagues – very top of the header, drop-downs for other TCD Leagues.

7.

Links across the header are Home, Teams, Forms, Locations, News, Events,
About Us, Contact, Rules and Directory. Search icon on far right.
Home – Homepage
Teams – select your flight, then team, scroll down to see roster
Forms – Forms (Contact Forms, Downloadable Forms, Captain’s
Guide
Locations – all approved facilities with Google directions
News – view recent Newsletters and matters of interest
Events – Social, Tournament info
About Us – articles describing TCD’s history
Contact – email Board Members and Flight Coordinators
Rules – Rules, Bylaws and Handbook
Directory – edit your personal profile and look up another player’s
information
Search icon – look up a player

LOCATIONS

The Locations tab on the home page will display a list of all TCD-approved
facilities. Click on a facility to see their teams, the facility’s address, phone
numbers and Google directions.

LOGIN

Most information on the website is available to all players but captains can login
to access other areas of the website to perform their duties. These duties include
entering scores, entering match times, adding players online, etc. New captains
need to set up a password before they login the first time (See Passwords). When
captains are on the website, they should be logged in. There are a few functions
that can be performed only when logged in.
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All players with an email address in the system are now able to create a password
and login. They can then update their own personal profile and look up the
contact information for other players in TCD (See Directory).

LOG OUT If you are using a computer at work or at your club to access the TCD

website and enter scores, etc., please remember to log out using the Log Out
button on the Home Page in the upper right under Admin when you are done. If
you don’t, the next person using that computer will be able to access your team’s
information since you are still logged in.

MATCH RESCHEDULE REPORT

If a match needs to be rescheduled due to rain or extreme weather, Captains
MUST complete the Match Reschedule Report and submit it within their league’s
deadline or face penalty points. From the Admin page, select Team Leagues
then select “Rain Makeup” from the drop-down under “More” in the menu.

Then select the date of the match and complete the information for ALL lines and
“Submit”. When submitted, this report will automatically be sent to the Flight
Coordinator as well as the League Director. BOTH CAPTAINS must submit the
report so their Flight Coordinator can compare them to make sure both teams
are in agreement. ALL fields must be completed – do not submit a partial report.
Wait until you can submit the report for all lines at once.
All lines can be made up at the same time, but if that is not possible, the lines can
be made up one at a time on different days and times.
Make sure the make-up dates that are submitted are confirmed before you
submit them, because they CANNOT be changed once they are submitted unless
rain or extreme weather occur again.
If the lines are being made up one at a time, captains need to wait until all the
lines are completed before entering the scores. It is not necessary to submit a
new reschedule report as each line is played or when the match is completed.
However, if a rescheduled match (or even one line) is affected by weather a
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second time, a new Match Reschedule Report needs to be submitted with the new
reschedule date for that line or match.

MEMBERSHIP (Editing players)

From Membership on your Admin page, you can see and edit the information for
all of the players on your team, except for their name. If a player has a name
change, please notify TCD Website Admin, tcdwebsiteadmin@tcdtennis.org.

Find the player that you want to edit and click “Edit” to the right on their listing.
Follow the prompts and SAVE.

MESSAGE CENTER

Messages are posted on the Homepage that will inform you of any events or
issues.

NEW CAPTAINS

When a team is changing captains, the current captain can make these changes
themselves using the Captain Change-Up. (See Captain Change-Up). New
Captains will then need to set up their own passwords.

NEW TEAM PROCEDURES

Captains of new teams must contact the TCD Placement Director and request a
“New Team Packet” to be emailed to them. This packet must be completed and
submitted via email to the Placement Director by the stated deadline. Once
accepted, the new team roster will be entered on the website and a payment
link will be generated and sent to the new team Captain. Payment must be
made through PayPal with a credit card or PayPal account.

NEWS

The “News” tab on the homepage has recent downloadable Newsletters.
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PASSWORDS

Before a player or new captain can login, they must set up their own password.
To set up a password:
1.
Click on “Login” on the home page (upper right corner).
2.
Click on “First Time Logging In?”.
3.
“Enter your email address” and click on “Generate new password”.

4.
5.

Your password will be emailed to you within a few minutes. Depending on
your virus protection, the email may go to spam unless you make sure you
have broadcast@mg.tenniscores.com in your address book.
Login using the temporary password.

To change a password:
1.
Once logged in using the temporary password, you will be given the
opportunity to update your password to whatever you’d like.
2.
Type in the Temporary Password, the New Password and then Confirm
New Password.
3.
Click Update Password.
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Forgot your password?
If you forget your password, you may request a new one:
1.
Click on “Login”.
2.
Select “Retrieve Your Password”.
3.
Enter email address and click on “Reset My Password”.
4.
Your new password will be emailed to you.

PENALTIES

The League Director will assess penalty points when violations occur. Common
penalties include late score entry, late Match Reschedule Report submission,
illegal players, excessive defaults, etc. Penalties will be noted on the scorecard
and will appear in red on the Standings.

PLAYER ADD FORM

During team registration, Captains can add new players to their roster and delete
players not returning. The online Player Add Form is for adding players to your
roster AFTER your team is already registered. You may begin using the online
Player Add Form immediately after paying your team registration.
Captains can add as many players as they wish, not to exceed the maximum of
16 on a Ladies, Love-50, or Love-60 team, or 28 on a Mixed team. Once added,
players cannot be deleted. The Player Add Deadline is half-way through the
season – for specific deadline dates, check the TCD Calendar.
Online Player Add: Login and select Team Leagues, then go to “More” in the
menu (far right). Under More, select Player Add Form. Fill in the player’s
information; click Add Player, review, and then Continue to Payment.
TCD uses PayPal for processing online Player Adds and payment can be made
with a PayPal account or with a credit card. There is a small transaction fee when
adding players online. MAKE SURE you get an email receipt from PayPal – if you
don’t, then you have NOT completed the transaction and your player has NOT
been added. When the form is received by TCD and the player has been
accepted, the captain will receive an email from TCD saying that the player is
eligible to play.
**Note that during the registration period, you can only use the Online
Player Add function AFTER your team registration is paid.
It is the captain’s responsibility to make sure the player has been accepted and
added to their roster BEFORE they play. The penalty for playing an illegal player
is 4 points. We cannot stress this enough! Online ADDS are not instantaneous! If
done the day before the match, they will be added in time for the next day’s
match so please allow enough time.

PLAYER INFO EDIT - see Membership
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PLAYER SEARCH

Looking for someone you know but don’t know what team they are playing on?
Use the Player Search icon found on the Homepage under the league name.
Type the first 3-4 letters of the last name in the search field and click “Player
Search”. You’ll see a list of everyone with that last name and the team and level
they are playing. If nothing comes up, they are not currently in the system. Names
of players who are not currently on a team are purged from the database before
each season.

PROFILE

This is where all players can update their player profile information. Captains will
see this on their Admin page:

You can edit your profile, change your password, and designate some of your
information as either public or private. Please note that as a captain, your email
and phone number need to be public.
The other advantage of creating a login as a player, is that if the captain uses the
Match Availability Request Form, players will have the ability to update their
availability on their profile page. When the availability is updated, the captain
receives notification of the change.

RAIN

Captains need to be familiar with all rainout rules and there are many! These are
found in the current TCD Rules under K. RAIN DELAYED MATCHES.

RESPONSIBILITIES OF A TEAM CAPTAIN

The following are reminders and suggestions for all captains. They are by no
means inclusive. First and foremost, KNOW THE RULES!
Beginning of season:
1.
Contact all of your players and collect dues, address, phone number
changes, NTRP rating changes, and CONFIRM that they have agreed to
play on your team BEFORE you put them on your roster. If they have not
committed to play, leave them off the roster until you hear from them.
Players can be added up until halfway through the season, but once put
on a roster, players CANNOT be deleted after the registration deadline.
2.
NTRP ratings are required for all players. If any of your players do not have
an official NTRP rating on the USTA website, they must self-rate. The form
USTA “General and Experienced Guidelines” is found under
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3.
4.

5.

Forms/Downloadable Forms on the website and it can be used for
determining a self-rating. Players rated 5.0 or higher are restricted to
playing in the higher flights. See Rules for guidelines for each league,
II. Roster Requirements, B. Player Qualifications.
A Returning Team must have MORE THAN 50% of their players returning
from the previous season’s roster. If you have exactly 50% returning, or
less, you will be considered a NEW TEAM.
When placement of teams is done, the schedules will be completed and
conveyed to the clubs. Captains must then enter the times of their home
matches on the website. Various deadlines exist for each league and the
Flight Coordinators will inform the captains of those deadlines before the
season. The deadlines are also found in the TCD Rules. The home club,
not TCD, sets the match times.
Any location or time change that is made after home match times have
been submitted must be agreed upon by both captains and approved
by the Flight Coordinator. If approved, the Flight Coordinator will make the
change on the website.

Weekly Duties:
1.
Captains must have their lineups made out prior to the match, and
exchanged by the designated match time. This is an area where many
complaints arise because captains don’t have their lineups ready to
exchange or don’t bring a score sheet to the match. Please be prepared
for your match. See “Score sheets” for the options on printing your score
sheet.
2.
Provide match details and directions to each of your team members in
order to ensure their arrival at the playing site on time.
3.
We strongly advise HOME captains to contact the opposing captain in the
days leading up to the scheduled match to verify location, time and home
facility information.
4.
We strongly advise captains to contact the opposing captain at the
beginning of the season IF they are aware that a Religious Holiday will likely
apply to a match that season.
5.
Home teams provide courts and new balls.
6.
Home team captains must enter the match scores on the website by the
deadline for their league: Ladies, Love-50, and Love-60 by midnight on
the day of the completed match, Mixed by midnight on the day following
the completed match. These deadlines also apply to rain make-ups. If a
rained-out match is being made up line-by-line, wait until all the lines have
played and enter scores all at once.
7.
Visiting team captains need to verify the scores on the website and report
any inaccuracies to their Flight Coordinator within 72 hours of the match.
8.
Score sheets must be completed, signed and kept until the end of the
season in case of a dispute.
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ROSTERS

View any team’s roster by clicking on “Teams” from the homepage and then
selecting the Flight and Team; scroll down. Click on a player’s name to see their
record and click on the line they played to see the scorecard for the match.

RULE/SPORTSMANSHIP VIOLATION FORM

The Rule/Sportsmanship Violation Form is found under “Forms/Downloadable
Forms” on the Home Page. In the event of a violation, contact the TCD Rules
Director for instructions on how to proceed.

RULES

It is extremely important for captains to know the rules. The complete rules of TCD
are on the website under the Rules tab at the top of the home page, and they
are also under Forms/Downloadable Forms as a printable pdf. It is recommended
that captains, as well as players, carry a printed copy of the rules with them to
matches so they can refer to the rules if a question arises during a match.
It is a captain’s responsibility to know the rules and ignorance of the rules will not
be an acceptable excuse when a rule violation occurs.
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SCHEDULES

Captains and all players can see their schedule under the “Teams” tab. Click on
the name of the flight and then click on the “Schedules” tab. If you have set
your team as your homepage (see Set Homepage), then simply click on your
team’s name to go to your team homepage. Schedules are there also.
Some teams will have matches that are played at alternate locations (not their
home club). These matches are shown on the schedule with the information “i”
icon. Clicking on the icon will show the name of the location.

Matches that are played at alternate locations are also shown on the schedule
on the team home page with the “i” icon. Clicking on the “i” will display the name
of the location where the match is to be played.

Home team captains enter times of all matches before the season begins. Teams
traveling the farthest distance should be given the later start times.

SCORE SHEETS

There are two options for Score Sheets.
1.
Score Sheets are found under “Forms/Downloadable Forms” on each
League’s Home Page. This generic score sheet can be printed out and
filled in with your team’s lineup prior to each match.
2.
Individual match score sheets can be printed for specific matches.
These score sheets have drop-down boxes to select the players for each
line (obviously, only your own team’s lineup is known to you so you cannot
fill in the opponent’s lineup). These score sheets can be found:
a.
Under Teams.
Click on the Flight name, and then the
Schedules tab. Find the match and click on it; a printable score
sheet with drop-downs will display. Fill in your line-up and print.
Either score sheet is acceptable. Score sheets MUST be filled out with your lineup
and READY TO EXCHANGE at the match start time.

SCORES

As match scores are entered, the website automatically updates the standings
and stats for the team and players.
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Entering Scores:

Only the HOME TEAM Captain or Co-Captain can enter scores. Scores must be
entered by midnight on the day of the completed match for Ladies, Love-50, and
Love-60 Leagues. Mixed doubles scores must be entered by midnight on the day
following the completed match. The deadline for entering scores also applies to
rescheduled matches. Scores for all lines must be entered at the same time – do
not enter partial match scores.
FAILURE TO ENTER SCORES BY THE DEADLINE WILL RESULT IN A ONE POINT PENALTY
FOR EVERY DAY THEY ARE LATE. There are NO exceptions. The date, time, and
name of the person entering the scores are recorded on the website and a report
is generated for any scores entered after the deadline. Many penalties every
season are the result of late score entry. Please make sure you get them entered
on time! Scores may also be entered using our TCD Mobile iPhone app.
Below is a sample score card in Love-50 league:

Here are step-by-step instructions for entering your scores:
1.
Login, select Team Leagues, then Scores from the menu.
2.
Locate the correct match and click “Add” to the right of the match.

3.

From the player drop-down boxes on the scorecard, select the players from
the home and away teams for each line. Use the TAB key to move from
box to box.
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4.
5.
6.

6.
7.

Type in the scores for each line. Tiebreak scores at the end of the sets are
not recorded and score is entered as 7-6 for winner of set.
For a third set 10-point tie-breaker, played in Ladies, Love-50, Love-60 and
Mixed Leagues, enter a third set score of 1-0 for the winner of the tiebreak.
Select the winner of each line in the column on the right. If the match was
retired, enter scores only up to the point that play stopped, and indicate
that the match was won by “retired”. If the match was defaulted, enter the
score of 6-0, 6-0 for the team receiving the default and do not enter any
names. Indicate the match was won by “default”.
Enter final scores at the bottom and Submit.
Review the scores, names entered, and go back to make corrections
if needed. If the scorecard is correct, click “Submit Scores”.

If you make a mistake when entering the scores, you cannot go back in to edit
them once they have been submitted. Contact your Flight Coordinator for this.
Keep the signed score sheets from the match until the end of the season. AWAY
Team captains must verify the scores entered by the home team for accuracy
and report any discrepancies to the Flight Coordinator immediately.

SET HOMEPAGE

Select “Teams” from the home page, then your flight, and your team. Click “Set
as Homepage”. From here on, your team will display on the home page with
Standings/Results. All the other Flights and teams can still be accessed by clicking
on the flight/team. All players can set a homepage.

SOCIAL EVENTS

At the end of each season a Social Event will be held. The Social Director will post
a registration form on the website under “Forms/Downloadable Forms” on the
Home Pages, or players can register online. The link for online registration for the
Social Event is found under the Events tab on the homepage.

SPORTSMANSHIP

Login, select Team Leagues, then Sportsmanship. You can enter a rating for
teams that you have played along with comments - please keep them brief.

17

You will be able to see the ratings that you have given to your opponents, but
they are NOT able to see the ratings or the comments. This information is available
only to your Flight Coordinator and League Director.

STANDINGS

If you have set a homepage, you can view the Standings/Results on the
homepage. To view other flights results, select Team, and the Flight. If you roll
your cursor over the match points, the two teams that played each other will
highlight. Double clicking on one of the points will display the scorecard for that
match.
The penalty points column will only appear on the “Standings” chart if a team in
that flight has incurred a penalty.

STATISTICS

Select Teams on the homepage, then your flight. Click on the “Statistics” tab to
see the stats for teams in that flight with points, matches won and lost, lines won
and lost, sets won and lost, and games won and lost. These stats are for your
information only, and are NOT used when determining the winners of a flight or
breaking ties.
The website does NOT calculate ties the same way TCD does. Whenever there is
a tied match (4 to 4 for example), the website will calculate which team won the
most games in that match and consider them the winner of the match. For TCD’s
purposes, the match is a tie. As previously noted, TCD does not use these stats –
they are simply for your information. At the end of the season, ties are broken
according to TCD rules under VII. DIVISION WINNERS.

TCD MOBILE APP

Download the TCD Mobile APP and check scores and schedules on the go. Click
on the Apple icon on the Message Center to download.

TEAM INFORMATION

Login, select Team Leagues, then More from the menu bar (far right). Under More
is Team Information, a printable list of their team members with email addresses
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and phone numbers. Captains can add or edit their player’s information by using
the edit function under Membership on the Admin page.

TEAM MANAGEMENT

Request Availability
This feature can only be viewed by the captains of the team. Login, go to Team
Leagues, find Team Mgmt. in the header and click on “View Team Page”. On the
next screen click on the link “Match Availability Request Form” which will send an
embedded link to all selected players that allows them to indicate
YES/NO/UNSURE regarding their availability throughout the season (you can edit
it at any time). Wait until schedules are posted for the season before sending this
request to your players. (See screenshot next page).

Each player’s answers will be recorded on a chart:
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You may update a player’s availability at any time by clicking on their name and
then “Change Status” (see below).

If you need to send the availability request to an individual player and not the
whole team (for example if you added a new player), click first on “Match
Availability Form” and then you can select specific players to send the request to.
The captain can edit the chart on an individual basis at any time as players’
availability changes to keep it current. Please advise your players that if they
“unsubscribe” to any email sent by TCD, they will be unsubscribed from ALL TCD
emails. If a player on your team is not receiving this availability request, they most
likely are on the “inactive” email list because they unsubscribed at some point.
Notify the TCD Website Administration to have the player reactivated.
At the top of the website is a link called Profile. This is where any player can update
their profile information. There is also a link to the original request by a captain for
availability so that the player can go in and easily update their status at any time
and the captain will receive an email notifying them of the change. To access
their Profile link a player needs to request a password on the Login page First Time
User link.

TEAM REGISTRATION
ONLINE TEAM REGISTRATION. Login, select Team Leagues, then Registration.
Under Registration select Create and Submit Roster. Follow the directions (if you’d
like step-by-step directions, download them from the website under
Forms/Downloadable Forms). Submit your roster for approval and once it is
accepted you will receive an email with a link to online payment. Online
payment requires a credit card or PayPal account.
Please make sure you “SUBMIT” the roster by clicking on the Submit button – you
may need to scroll down to see this.
The acceptance emails have been known to go to Spam, so if you don’t see the
email within 2 days of submitting your registration, please check “Registration
Status”, explained below, to find your payment link.
Payment of the Team Registration Fees must be received by the registration
deadline in order for your registration to be complete.
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Once your roster is submitted and payment is received, you can check to verify
that your registration is complete by going to Teams on the website, click on your
Flight. If there is a check mark beside your team’s name, your team is registered.
New teams must contact the Placement Director to receive a New Team Packet.
Additional instructions will be in the packet.

TEAM REGISTRATION STATUS

This link can be found in Admin. Login, select Team Leagues and then
Registration. Under Registration is TCD Registration Status. You may select this link
to check on the status of your online registration and once your registration has
been accepted, you may also access your payment link or a link to print your
updated roster. If you don’t receive your acceptance email within 2 days of
submitting your registration, please go to Registration Status to find your payment
link. You will only see this link AFTER you have submitted your roster and it has been
accepted. See example below.

TIES

Teams that are tied at the end of a season will have the tie broken according to
TCD rules (See Rules, VII. DIVISION WINNERS) and the final standings will be
adjusted accordingly. Ties are not broken every week, but only when the season
is completed.

TOURNAMENTS

TCD holds a Ladies Tournament and a separate Mixed Tournament the week
before the season begins in the fall and the spring. The Tournament Registration
forms will be posted on the website under “Forms/Downloadable Forms”. Space
is limited so sign up early! Look under the TOURNAMENT link under the Events tab
on your homepage for more information and to register online for the event.

VOLUNTEERS

There are many opportunities for people who would like to volunteer. We are
always looking for new people and you can volunteer in other areas by submitting
a “Volunteer Form” from the website under Forms, Contact Forms.
Revised 6/2022
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