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1. Site Overview

PickleballBrackets.com is a fully customizable, web-based
program designed for the easy and efficient administration of
pickleball tournaments, clubs and leagues, large and small. It
provides all the management features necessary for the
creation, maintenance and operation of all of your pickleball
functions, backed by a robust security protocol.
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1.1. Security

GENERAL SECURITY
PickleballBrackets.com runs completely on an SSL certificate to ensure all data being transferred from and
to its application is secure.

All Account Holders
1. Pickleball Brackets LLC does not sell any information gathered on the site.
2. Login is ONLY done using 2 stage authentication to prevent automated hacking.
3. Passwords are stored as a ONE WAY encrypted hash using a one-time randomly generated value,

thus preventing password theft by an unauthorized user or hack. This complies to federal law.
4. NO password is ever sent as plain text to a person’s email account. This would violate federal law.
5. A forgot password email option is given and a verification is sent to the email address with a link to

change the password. The only person that gets this option is the person who owns the email
account.

6. No player’s contact or private information is ever displayed on the site.

Organization Managers and Tournament and League
Directors

1. Each manager can have their own security profile.
2. Each profile allows that manager to do and see certain things in the administration area.
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1.2. Program Access and Devices

Pickleball Brackets works on all devices (phone, tablet, desktop/laptop), operating systems,
and browsers.*
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1.2.1. For Players
Players may choose one of the following devices to use PickleballBrackets.com

1. A computer with internet access.
2. A tablet with internet access.
3. A mobile smart phone.

Player functions include:

1. Setting up and maintaining an account
2. Registering for a Tournament
3. Viewing tournament sign ups, results, event details and statistics
4. Viewing ratings for any player
5. Sending messages to tournament directors or players looking for partners.
6. Signing up as a referee or volunteer for a tournament
7. Purchasing tournament items or services not included in the registration fee
8. Joining a Club
9. Registering for a League

10. Entering League scores
11. Viewing League sign ups, rankings, event details and statistics

Optional: PickleballBrackets.com will send tournament and league related text
messages to any mobile phone number specified by a player in their account
profile.

For best results, assure that your device is running the latest version of it’s operating
system and that your browser is up to date.*
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1.2.2. For Club Managers
Club Managers may choose one of the following devices to maintain their clubs
on PickleballBrackets.com

1. A computer with internet access.
2. A Windows tablet/convertible laptop with internet access.
3. A smart phone with internet access.

Minimum resources for managing a club.

1. Reliable internet access.
2. One computer, tablet or smart phone.

Recommended resources

1. Reliable internet access.
2. One computer, tablet or smart phone.
3. One printer for printing reports.

For best results, assure that your devices are running the latest versions of their operating
systems and that your browsers are up to date.*
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1.2.3. For Tournament Directors
Tournament Directors and administrators may choose one of the following
devices to maintain their events on PickleballBrackets.com

1. A computer with internet access.
2. A Windows convertible laptop with internet access.

Minimum resources for running a tournament.

1. Reliable internet access.
2. One computer for score sheet printout and score input.
3. One computer or large tablet for player check in.
4. One printer.

Recommended resources

1. Reliable internet access.
2. One computer and printer for score sheet printout and score input.
3. Extra computers for score input for large tournaments (500+ players) or multiple locations.
4. QR code readers for rapid score input.
5. One computer and printer for administration, reports and score input.
6. One or more computers or large tablets for player check in.
7. Internet connected monitors for display of results (each requiring a tablet or laptop computer and

supporting kiosk software).
8. Internet connected monitors for display of upcoming matches for single and double elimination events

(each requiring a tablet or laptop computer).

Mobile phone and tablet access for administration is not supported at this time.!

For best results, assure that your devices are running the latest versions of their operating
systems and that your browsers are up to date.*
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1.2.4. For League Directors
League Directors and administrators may choose one of the following devices to
maintain their events on PickleballBrackets.com

1. A computer with internet access.
2. A Windows tablet/convertible laptop with internet access.
3. A smart phone with internet access

Minimum resources for running a league.

1. Reliable internet access.
2. One computer, tablet or smart phone for player check in and score input.

Recommended resources

1. Reliable internet access.
2. One computer, tablet or smart phone for player check in and score input.
3. One printer for score sheet printing.

For best results, assure that your devices are running the latest versions of their operating
systems and that your browsers are up to date.*
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1.3. FAQs and Quick Tips and Tricks
FAQs and Quick Tips and Tricks

1. Player FAQs
2. Tournament Director FAQs
3. Tournament Director Tips and Tricks
4. Club Manager FAQs
5. League Manager FAQs
6. How to Practice on My Own Tournament or League
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1.3.1. Player FAQs
Account Setup

1. A tournament director set up an account for me and I can’t log in. What do I do now?

• If the tournament director used your email address to set up the account, you should use that email
address to attempt a log in. Click the Forgot Password link on the log in page to create a a password
for your account and then log in. Click HERE for directions.

• If the tournament director created a temporary password for you to register and pay for a tournament,
ask the tournament director to edit your registration record and change the email address to your
correct email address. Then follow the directions above to use the forgot password link to create a
password. Click HERE for directions.

Account Changes

1. How do I change my player profile?

• You can change your player profile to update any item including your email address. Log in to your
account. From the drop down menu under your name, select My Profile. On a computer that will be on
the upper right of the screen. On a phone, you will find it by clicking on the menu button next to your
name at the top and then on your name at the bottom. Be sure to save any changes.

Searching for a Tournament

1. I’m trying to search for a tournament in a specific state but there are no states on the drop
down menu.

• A country must be selected before you select a state. After a country is selected, all the states and
provinces in that country will appear on the state drop down menu. Click HERE for directions.

Searching for a Player or Player Rating

1. I’m looking for a player who I know has a history of playing in tournaments, but I can’t find
him/her.

Do not create a new account if your have a new email address! Just change the email
address in your existing profile.

!

All search parameters are saved and will be in effect until you change them, even if you
close your browser or log out. If you want to switch back to a global search for all
tournaments, be sure to reset all search parameters.

!
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• Be sure that you have spelled the name correctly. You can search by either first or last name. Instead
of the full name, you can type in the first 2 or more characters of the name and the search will bring
up every match.

• Only players with a PickleballBrackets.com account will be found with the player search function.

2. I found the player who I was searching for but he/she does not have a tournament rating or the
rating is not the same as their association rating (UTPR, Pickleball Canada, etc.)

• Tournament ratings are only calculated for tournaments using PickleballBrackets.com. Players who
have not played in a PickleballBrackets.com tournament will only have a self rating.

• Individual associations have their own procedures for calculating ratings. Although they may use the
data from PickleballBrackets.com, their calculation algorithm may be different, thus resulting in a
different rating.

Tournaments

1. I registered for a tournament and so did my partner. Even though we selected each other, we
did not get matched up for our event. What happened?

• This usually occurs when a player registers with one email address but is then picked as a partner by
someone using a different email address to find them. If the partner is not found and they enter the
partner information manually, with the wrong email address, the team won’t be matched up. Contact
each other to be sure you are each using the correct email addresses to get matched up. The player
who used the wrong email address to search should log in and edit their registration to start a new
partner search with the correct address. To prevent this from happening, use a name to search
instead of an email address but be sure to spell the name correctly. Click HERE for directions.

2. I registered for a tournament and paid via PayPal, but my registration does not show on the list
of players and events. What should I do?

• If you received a PayPal receipt and a PickleballBrackets.com receipt for your registration, you should
wait 15 minutes or so to see if your registration appears. If not, use the Contact Tourney button on the
main tournament webpage to get in touch with the tournament director.

• If you did not receive either or both of the receipts, use the Contact Tourney button on the main
tournament webpage to get in touch with the tournament director.

3. I received an email saying that I had been moved to the waiting list for an event, even though
the event still shows a number of open slots. Why did that happen?

• Tournament directors can specify a time period for partners to register to guarantee a team’s spot in
an event. If a player registers but their partner does not sign up within that time period, the player will
be automatically moved to the waiting list. Once the partner registers, the team will be moved back in
if there are still spots available in the event.

4. How do I withdraw from a tournament or change my registration?
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• For detailed directions, click HERE

5. I am a member of a club and have played in club leagues and tournaments but my club ratings
are not being calculated for all of my games. Why not?

• Club ratings are only calculated for games where all of the players are club members AND the club
manager has turned the club rating feature on. Club ratings are calculated for coed matches if that
option is selected by the club manager. There is a fee charged for clubs to calculate ratings so you
should check with your club manager to determine if the club has opted in to that fee.
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1.3.2. Tournament Director FAQs
What fees are charged for setting up and running a tournament?

Click Here for Current Fee Schedule

1. Tournament Setup Fee – Payable within 5 days of the initial creation of the tournament.

2. Player Fee – Billed when the tournament is completed and locked, or is cancelled by the tournament
director. Tournaments are locked and ratings are calculated 5 days after the last event is completed.
If events are not completed, the tournament will be locked automatically two weeks after the last
completed event.

Player Registration Problems

1. A player contacted me because they registered for my tournament using PayPal but they are
not shown on the player list. How do I fix that?

On rare occasions PayPal does not send the transaction back to PickleballBrackets.com confirming a
payment. Thus, the registration is not completed. If this happens and you are certain they paid, use the
following steps to add the player manually.

• Check your PayPal account or request a copy of the player’s PayPal receipt to verify payment.
• Contact the player to get all of the details of their registration, including events, partners and any user

defined fields.
• From the attendee screen, add the player manually to the tournament.
• On the checkout screen, select Other as the payment method.
• Confirm the payment amount. Enter the date, and, in the payment memo section, record that it was a

PayPal payment and the PayPal transaction code if available.
• Once the checkout is completed, the player will receive a copy of the registration receipt.

Running the Tournament

1. I’ve already verified my events and I need to add a player or team. How is that done?

• Verified events are placed in the waiting queue to be started. Go to the LIVE CONSOLE, select the
event from the waiting queue and select Start Over from the event drop down menu. This will “un-
verify” the event and allow you to enter an additional team from the attendee page. Once the team is
entered, you will need to re-verify the event.

The player fee applies to every registered player including withdrawn players and waiting
list players.

!
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2. I’ve already verified my events and I need to delete, or swap out a player or team. How is that
done?

• Verified events are placed in the waiting queue to be started. Go to the LIVE CONSOLE, select the
event from the waiting queue and use the event drop down menu on the left to make your changes.
Complete directions can be found HERE.

3. I’ve already verified my events and I need to change the format. How is that done?

• Verified events are placed in the waiting queue to be started. Go to the LIVE CONSOLE, select the
event from the waiting queue and select Start Over from the event drop down menu. This will start the
verification process over from the beginning and you may make any needed changes to the event
format. Complete directions can be found HERE.

4. When you merge events and then want to play a medal playoff separately for each of the
merged events this is how do you do it?

• This is more of a manual process at the end but this is how everyone does it when they want to split a
bracket into multiple medal playoff brackets.

To start, make sure you do this after registration is closed. Then click the main menu and go to Edit
Tourney.
Change “Max Events Per Reg.” = “Unlimited”
Change “Register Same ‘Player Group’ & ‘Format’ Combo” = “Yes”
This will allow you to complete the next steps without issues. Keep in mind that registration is closed so this
won’t impact anything in a negative way.
Also, for now change “Notifications” = “Off” (TURN THIS BACK ON AFTER YOU ARE DONE WITH THE
ENTIRE PROCESS) we don’t want people getting emails of these changes while you are doing them. It
would cause confusion.

Create a single elimination medal bracket for 4.0 and another for 3.5 (or whatever skill/age brackets you
want to split out into their own medal playoff). When you create the events select “Custom Title” = “Yes” and
put the words “Medal Round” into the title. Set the total players in that bracket to unlimited.

If you are basing the players in the medal round by their original skill then register all the 4.0 players into the
4.0 medal bracket and the 3.5 into the 3.5 medal bracket.

If you are basing the players in the medal round by their standing alone, no matter the original bracket OR
skill, then register ALL players into BOTH 4.0 and 3.5 medal round events.

DO NOT verify these 2 events. But leave all the players in the events themselves until AFTER the round
robin play is over.

Go back to Edit Tourney and change “Notifications” = “On”
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After all games are played from the Round Robin you follow steps to complete the event. Click the red
button to complete (should show on the screen) and medal based on the entire bracket. When you finish
this process the event will move to the completed tab in the live console. Go to the completed tab. Click the
Options button on the left of the event and select No Medals Awarded. This will change the “Gold, Silver,
Bronze” to “First, Second, Third”

Now, you will want to click on the bracket title itself. This will take you to the event results. Make sure you
click Event Overview if you are not on that page already. This is the page that should just show stats for
each pool on one screen.

Here you will see the standings for each pool. This is the info you’ll need to create the medal round
brackets. Copy the info you need for each of the medal round brackets. The top X players for 4.0 and the
top X players for 3.5
NOTE: Final Standing page will give you the overall standings of the entire bracket with the two pools
combined.

Go to the live console and click the Verify tab. Verify the 3.5 and you’ll see a red trash can on the left of all
the teams. Clicking that removes the team from the bracket. Click that for all players NOT playing in that
medal round.
Follow the steps to verify the event. When you get to the step for seeding you’ll want to seed the players
based on the RR standing.

Do the same thing for each Medal Round bracket in the live console.

5. The score sheet has a place for the court number for the game but it is blank. Can the
computer print the court assignment on the score sheet?
The system cannot assign courts before the score sheets are printed out. For Round Robin events on
designated courts, events are assigned to a group of courts, not individual courts and score sheets
are often printed out in advance.For any event that is printing score sheets on a next available basis,
the courts are assigned after the sheets are printed out.
The line on the score sheet that says “Courts” is always filled in by hand by the person assigning the
court.

6. How long after a tournament is completed do TDs have to make changes to results?
Tournaments are automatically locked 5 days after the date of the final event. Until that time,
Tournament Directors may update scores and/or modify results from the Live Console.

Pickleball Brackets PB Manual - 1_en

Page 25 of 707



1.3.3. Tournament Director Tips and Tricks
Tournament Description

1. Include a detailed description of the event formats. Round robin, double elimination, single
elimination, etc.

2. Mention the scoring format for each of the event formats.
3. Always include a statement about the ability of the tournament director to modify event

formats as needed depending on registrations.
4. Include a detailed description of eligibility for the tournament. If this tournament is only for club

residents, certain age groups or certain skill levels, say that in the description.
5. If there are skill level restrictions for any bracket, that should be mentioned. For example, if a 4.5

bracket requires both or only one of the players to be rated at that level, that should be included in the
description.

6. Mention the types of skill level ratings that are considered for registration. Self rating,
PickleballBrackets.com rating, UTPR, Pickleball Canada or any other.

7. If there is a time limit for partner registration, say that in the description.
8. Describe the fee schedule including any early registration discounts or surcharges for out of state

players.
9. Mention any facility rules or important features.

10. Mention any special housing or hotel discounts or accommodations.
11. Include a description of the payment options and a detailed refund policy.
12. If refunds are available, conform the final refund date to the final registration date to encourage

players who are thinking of withdrawing to do so before you start final tournament preparation.
13. If there are multiple requests for the same information from registrants, add the answer to the

tournament description.

Tracking Registrations

1. Check registrations frequently during the sign up period. This allows for the timely administration of
the following tasks:

a. Communicating with players who don’t have partners. This can be done individually or with a
global message using the messaging function.

b. Modifying bracket maximums based on enrollments and waiting list numbers.
c. Running “what if” scenarios using the Snapshot Planner to plan potential schedules.

2. Run the Snapshot Planner as registrations come in to manage event counts and the waiting lists.
Here are some Snapshot Planner Tips.

a. Keep two windows open when running the planner, one to change parameters and the second

A detailed tournament description is vital for assuring the consistent application of
registration procedures and for limiting the number of questions directed to the tournament
organizers.
*
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to view results. When you save new parameters, switch to the view window and refresh the
page.

b. Start with one event and build on that for the rest of the daily schedule. It is usually best to start
with the largest event, especially if that event will need all of the available courts for the first
round.

c. Select the remaining events based on court availability. For example, if you have four courts
still available during the first daily time slot after scheduling your first event, schedule an event
that will use all four of those courts. Save the change and view the results.

d. Continue with all events until the day is full.
e. The Snapshot Planner will default to only the teams that have both players registered. Change

the team numbers as needed to reflect your projections for final registration counts.
f. Any changes you make will be saved for the next time you run the planner.

Merging Events

1. Always include a statement in your tournament description that events may be merged or split based
on registration numbers.

2. Be sure to state, in the description, whether medals will be awarded based on standings in the
merged event or the original event.

3. Wait until registration has closed before merging events.
4. Turn off notifications to players while merging events. Click HERE for a description of the process for

merging events.

Splitting Events

1. Always include a statement in your tournament description that events may be merged or split based
on registration numbers.

2. Events may be split during registration if there is no registration limit for a bracket and it is filling up
quickly.

3. Splitting events requires the creation of a new event and the manual transfer of players based on the
criteria of the new event.

4. Players will receive notification of the new event as soon as you switch them if you leave notifications
turned on.

Timing for Tournament Preparation

1. Close registration early enough to allow time for finalizing registrations. These finalization tasks might
include:

a. Follow up with players without partners
b. Collecting outstanding payments
c. Running the snapshot planner.
d. Adding players from the waiting list if results of the planner show more available time slots.
e. Finalizing the schedule and notifying players of all start times.
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The timing for closing registration can vary depending mainly on the size of the tournament.
Larger tournaments with many brackets and the potential for many waiting list teams and/or
players without partners usually close registration earlier than smaller tournaments.
*
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1.3.4. Club Manager FAQs
What fees are charged for setting up and running a club?

Clubs are set up at no charge to the Club manager. Club members may be added at no charge. All fees are
charged for the Tournaments, Leagues and Ratings associated with the club.

Click Here for Current Fee Schedule

Club Ratings

1. I have members in my club who have played in club leagues and tournaments but club ratings
are not being calculated for all of their games. Why not?
Club ratings are only calculated for games where all of the players are club members AND the club
manager has turned the club rating feature on. Club ratings are calculated for coed matches if that
option is selected by the club manager. There is a fee charged for clubs to calculate ratings.

All Leagues are run under the auspices of a Club. Click Here for League Fees.!

Pickleball Brackets PB Manual - 1_en

Page 29 of 707

https://pickleballbrackets.com/pricing.aspx


1.3.5. League Manager FAQs
Fees

Click Here for Current Fee Schedule

1. League Setup Fee – Free
2. Player Fee – billed to the Club every month, not to the league or session.

Club Ratings

3. I have members in my club who have played in club leagues and tournaments but club ratings
are not being calculated for all of their games. Why not?
Club ratings are only calculated for games where all of the players are club members AND the club
manager has turned the club rating feature on. Club ratings are calculated for coed matches if that
option is selected by the club manager. There is a fee charged for clubs to calculate ratings.

The Club is not charged for players who register for a League. Fees accrue only for
matches played.

!
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1.3.6. How to Practice on My Own Tournament
or League
The Training Database

Once a tournament or league is set up, the director will have access to a copy of it through the training
database. By logging in to the training database, a director may practice the processes and steps needed to
run the tournament or league using that copy with current actual data.

Things to know about the training database:

1. You will need to log in separately when you load the database. Your regular login does not carry over.
2. The training database holds an exact copy of your tournament or league. COPIES ARE GENERATED

PERIODICALLY, AT LEAST ONCE A WEEK, OFTEN NIGHTLY.
3. Do not assume that any changes you make will be carried over to the following day.
4. All player messaging and text features are turned off in the training database.
5. You may make changes to the schedules, events, formats, attendees, scores, etc.as needed and they

will not impact the actual league or tournament.

Best uses for the training database.

1. Testing bracket configurations including age splits.
2. Practicing verification.
3. Practicing score input.
4. Practicing how to make last minute changes to running events or leagues.
5. Practicing use of the tournament Court Desk.
6. Testing the effect of different league setup options.
7. Testing the game day management process for leagues.

ANY CHANGES MADE TO THE TRAINING DATABASE ARE ONLY TEMPORARY AND
ARE SUBJECT TO BE OVERWRITTEN WITH ACTUAL DATA EACH EVENING AFTER
MIDNIGHT EASTERN TIME.

!

CLICK HERE TO ACKNOWLEDGE YOUR UNDERSTANDING OF ALL OF THE ABOVE
AND LOG IN TO THE TRAINING DATABASE.!
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2. User Account
Creating an Account – Every player, manager, volunteer and tournament or
league director must have their own unique user account. Create your account
with the following steps.

1. Click on the blue Sign Up button on the top right of the screen.

2. Enter your email address and click on Get Started.
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2.1. Welcome Page
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Complete the form and click on the Get Started button.
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2.2. Confirm Your Email Address
Check your email for the account verification message from
PickleballBrackets.com
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2.3. Email Verification
Click on the blue button to verify your email address.
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2.4. Sign Up Completion
Click on the Continue button to be directed to the page for completing your
account setup.
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An account confirmation will also be sent to your email address.*
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2.5. Profile Details

The next few pages of this manual step through the process
of completing a full player profile.
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2.5.1. Page 1
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1. Basic Profile – First and Last Name, email address and date of birth are required. Other data is
optional.

Text Messages – If the cell phone information is complete, you may opt to receive in-game
text messages. These messages report the score of every match for verification. They are
also used to notify players of schedules, court assignements and for event messages from
directors.

*

Show Age, City and/or State to Public Select No if you do not wish any of these to be
shown on the public website. Directors will always be able to see these.*
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2.5.2. Page 2

Addresses are optional but some organizations or events may require full address
information from all players. If you register for such a event and your address is not part of
your player profile, you will be required to enter it at that time.
*
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2.5.3. Page 3

Skill Levels – Enter your skill level for each category. If you are a USAPA member or Pickleball Canada
member, you should use your rated level. If not you may self rate.

Emergency Contact information can only be seen by tournament directors.*

Future ratings are automatically calculated starting with the first game you play in each
category. You may change your self rating after that but it will not impact your calculated
PickleballBrackets.com rating..

!

USAPA, Association of Ontario and Pickleball Canada numbers are needed for accurate
rating updates to those organizations.

!
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2.5.4. Page 4
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List all relevant association numbers here. These are important for verifying memberships
and skill levels for sanctioned and member only tournaments and/or leagues.

!
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2.6. Forgot Your Password?
If you forget your password, you can easily create a new one from the login
screen. Enter your email address and click on Forgot Password?
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2.6.1. Check Your Email
A password reset link will be sent to your email account.
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2.6.2. Password Reset Link
An email similar to this will be sent with instructions for resetting your password.
Copy the verification code and click the CLICK HERE button.

To quickly copy the verification code, use your mouse to highlight it, and hold down the Ctrl*
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key while pressing the letter C. (Command + C on a Mac)
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2.6.3. Reset Password

Paste (Ctrl + V) or type in the verification code and click on VERIFY. New fields
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will appear for entering and confirming a new password. Type the new password
in both fields and click the RESET button
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2.6.4. Password Reset Confirmation
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Your password will be reset and you
will receive an email confirming the
change. Press the CONTINUE button to
return to the main tournament listing
screen. From there you can log in with
your new password.
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3. Clubs
Selecting the Club link on the home page will show a list of all Pickleball
Brackets.com Clubs. Start here to join or create a Club.

All Tournaments and Leagues operate under the auspices of a Club but many do not
require Club membership to participate.*
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3.1. How to Sign Up With a Club
This is the main PickleballBrackets.com Club screen. You will see it when you
click on the Clubs link at the top of the home screen. All club searches and
signups are initiated from this screen. Clubs are listed alphabetically. Find a Club
by scrolling down, or using the search box to locate a club by name or location.
Click on the Club name to join.

Pickleball Brackets PB Manual - 1_en

Page 58 of 707



3.1.1. Club Details
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This is the main Club page.

1. Click HERE to become a member.
2. The number of PickleballBrackets.com tournament that have been run by this club.
3. The number of PickleballBrackets.com leagues that have been run by this club.
4. The current member count. Click the button to view a list.
5. If available, a link to the club website.
6. The contact button for getting in touch with the club manager.
7. Click HERE to view the club summary page.
8. Click this link to share the club page through Facebook.
9. The address of the club’s main location.

10. The club description.
11. Additional club information.
12. Detailed location information. If the club has more than one location, all will be listed here.
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3.1.2. Club Summary Data
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Club Statistics
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3.1.3. Become a Member
To join a Club, click on the “Become a Member” button on the main club page.

Clubs may be configured to allow anyone to join or to require membership
approval by the club manager.

1. For Clubs without an approval process, you will receive a confirmation email after you join.
2. For Clubs requiring approval, you will see this:

Click the button to request membership. You will receive an email stating that your membership
request is being reviewed and a second email when a decision has been made.
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3.1.4. Membership Fees
If a club has a membership fee, players will be prompted to pay the fee when they
join.
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3.1.5. The Club Member Record
Each club member has a record. The basic data of the record derives from the
player’s PickleballBrackets.com player account. This includes player ratings.

To view the club record.

1. Log in to your PickleballBrackets.com Account
2. From the drop down menu under your name on the top right of the screen, select “My Stuff”
3. Click on the Black “Organizations” Box
4. Click on your Club name, which will bring up this menu.

Contact the club manager to request a rating change.*
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3.1.5.1. Club Member Profile
Select “Club Member Profile” to view basic member information including ratings.

The screen defaults to information for the currently logged in player but also
allows a search, on the left side of the screen, for any other club member. Click
on the Player Stats drop down menu to switch to “Game Results”. Details of
every match played under the selected club will be displayed if available.

1. Manual – The game was entered manually by either the player or the club manager.

The first column of the list shows the source of the game record.*
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2. Kiosk – The club manager put out a tablet or computer during any playing session to allow members
to enter game scores.

3. Upload – The club manager uploaded game information from a spreadsheet through the admin
interface.

4. League Games – Games played as part of members only leagues.
5. Tourney Games – Games played as part of members only tournaments.
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3.1.5.2. Enter Club Games
Managers may enter club games manually to count toward ratings. Club members
may enter games manually only if the manager has configured the club to allow
that feature. Manually entered scores will be calculated as part of player ratings.

Click on the game format to enter players and scores. Find a player by clicking
the player button.

The player search will be restricted to other club members only.*
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3.2. How to Create a Club
Pickleball organizations, clubs, tournament organizers and league directors can
request that a club be created on PickleballBrackets.com. Click on the Clubs link
at the top of the page and then the “Create a New Club” button.
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Complete and send the Club Request Form. You will receive an email
confirmation when your club is approved.
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The available types of clubs are shown on the drop down menu below. Select one
of the options.
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3.2.1. Editing Club Features
Once a club is approved, it will appear on your list of Organizations. Click My
Stuff under your login name on the top right of the PickleballBrackets.com home
screen. Click on the Black Organizations Box and then the Managing Button. You
will see a list of all the clubs you are managing.
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3.2.2. Club Management Menu
Click on the Club to bring up the Managing Menu

Options:

1. View or edit your own Club Member Profile. Click HERE for details.
2. View the Club Dashboard – A summary page snapshot of the current club status.
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3. Edit the Club Features
4. View the Current Member List
5. View and create user defined fields to be added to member registrations.
6. Kiosk
7. Club Reports

The following pages will cover each menu item.*
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3.2.2.1. Edit Club
Clubs can be configured in may different ways according to the needs of the club
manager. The simplest configuration is a free club that allows the creation of
tournaments. More complicated configurations allow the collection of
membership dues, league fees and payments for all types of club purchases such
as t-shirts, hats, paddles, etc.
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3.2.2.1.1. Basic Club Information
The following screens show each of the sections for the basic configuration of a
Club.

Tournament directors will find that these steps are similar to the basic tournament
configuration steps.*
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1. Direct Club Link – click to copy. This link may be sent to players or used by the Club Manager to
review the setup options prior to making the club public.

2. Copy Club – Use this to set up a new club under your existing organization. All of the basic features
will be copied. Existing information can then be changed as needed.

3. Show to Public – Select Yes if you wish to list your club on the PickleballBrackets.com public
website.

4. Approved Tournaments – Configured by PickleballBrackets.com at the time the club is created.
Contact PickleballBrackets.com to change this.

5. Approved Leagues – Configured by PickleballBrackets.com at the time the club is created. Contact
PickleballBrackets.com to change this.

6. Approved Clubs -Configured by PickleballBrackets.com at the time the club is created. Contact
PickleballBrackets.com to change this.

7. Approved Clinics – Configured by PickleballBrackets.com at the time the club is created. Contact
PickleballBrackets.com to change this.

8. Type – Select the type of Organization from the drop down menu.

9. Timezone – Select the Club timezone. It will be show to players on the club information screen.
10. Localization – Formatting throughout the site where this club is displayed will show information

based on the local standards of the selected value.

For example:

- – - – - English – American will show Dates “Month Day Year”

- – - – - French will show Dates “Day Month Year”

NOTE: All text representing the club will be displayed as it’s typed. Selected Localization DOES
NOT change ANY text entered by the tournament.

- – - All PickleballBrackets.com text throughout the site will be translated to the language of the
viewer. (PickleballBrackets.com DOES NOT translate the text entered by the tournament.)
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11. Currency to Collect – What currency are you using to collect payments?

PickleballBrackets.com will send PayPal or Stripe this currency code so all payments will be
exchanged properly.

Currency formatting throughout the site where this club is displayed will be based on the selected
value.

For example:

- – - – - US Dollar [USD] will show “$1,111.00”

- – - – - Euro [EUR] will show “1 111,00 €”

12. Title – Enter the title of your club.
13. Abbreviation – An abbreviation or nickname for your club.
14. Allow Members – This controls whether or not member can join your club.
15. Require Membership Approval – Select No to automatically allow anyone to join the club. Select

Yes to require that memberships be approved by the club manager.
16. Club Ratings – Clubs have the option of tracking ratings within the club using the

PickleballBrackets.com rating system. This is an extra cost option. Contact PickleballBrackets.com if
you are interested in using this feature.
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3.2.2.1.2. Logo and Files

If the Club has a logo you can upload it here.

File types accepted are: ‘png’, ‘jpg’, and ‘jpeg’.
The uploaded logo must meet the minimum size of:
Width: 600 pixels.
Height: 315 pixels.
The image MUST completely fill the specified area.
NOTE: This is NOT an editing software. This upload tool simply allows you to upload and resize your
logo to fit our constraints. You may need to use an image editing software prior to uploading to get your
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desired results. These sections of the manual explain how to use image editing software to change the
size of a logo:

How to Add a Logo That is Too Large

How to Add a Logo That is Too Small

• Click on the Logo Upload box.
• Either double click on your image or click on your image and select open.

Once you upload your image you will see the cropping tool.

Buttons across the top allow you to:

• Zoom In
• Zoom Out
• Auto Resize
• Reset back to the Original Size
• Save the Image
• Cancel the Upload

The slide bar below the image may also be used to zoom in and out.

Your image should not be too much larger than the minimum size. You will be able to crop it
to fit but images that are too large may overlap the logo space even after cropping.*
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If the club has a waiver, you may upload it here. Files MUST be in pdf format.

• If you add a waiver, all players will be required to agree to the waiver in order to join the club.

The small orange number in the top right corner of the waiver upload box, shows the
number of times that players have viewed the document.*
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3.2.2.1.3. Locations
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Each physical location used by the club should be created here. These locations
will be used when creating leagues and tournaments.

1. Venue Title – The venue should have a formal name that will display on the club website and will help
identify the venue for potential players. It can also have an informal or alternate name.

2. Is Primary – Check for Yes. The primary location will be used for the map on the details screen and
anytime the address is displayed on behalf of the club.

3. Copy – Click here to make a copy of this location. If you are adding additional locations, you will be
able to modify the copy.

4. Surface and Play Area – These options tell players what the playing conditions of the tournament
and facility are.

5. Ball – List the ball used at that location here. You may also include a link for players to visit the
official ball website.

6. Parking Info- Select Yes or No for a parking fee and use the box for detailed descriptions of the
parking area and its location relative to the playing venues.

7. Add New – Use this button to add a new location. (you may also use the copy link above for the same
purpose.)

The venues listed here are for player information. TD’s must assign the exact number of
courts they will be using for scheduling the tournament from the Manage Location Courts
option on the management menu.

!
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3.2.2.1.4. Checkout Options
Choose Checkout Options

The club can set up Stripe or PayPal accounts to accept online registration fees and payment for other club
items. Also, leagues and tournaments run under the auspices of the club will be able to specify that as one
of the tournament Checkout Options. If more than one Checkout Option is specified, players will be able to
select their preferred payment method.
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Connect PayPal as your checkout option by entering the email address of your
PayPal account and click on the Activate PayPal button.

These are the steps to connect Stripe.

• You must be logged in to your stripe account on the same computer.
• Log in to your PickleballBrackets.com account as a manager, edit your club and navigate to this page.
• Click on the Activate Stripe button. You’ll then be asked to verify the connection and it will

automatically connect and confirm.

If any leagues or tournaments are setup for your club, edit them, select the newly connected
payment process as the online payment option for that event and delete any others that you
may no longer need. Future leagues and tournaments will show the new account as an
option.

*

Stripe or PayPal accounts must be connected to a bank account.!
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3.2.2.1.5. Sponsors
Sponsors may be added to a club here. Click on the links below for complete
directions.

• Adding Sponsors
• Sponsor Details:
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3.2.2.1.6. Managers
Club Managers and their rights can be created here. The Primary Manager will
also be able to add managers from this screen.

If you add a manager and/or change privileges for that manager, you must click on the
“Save” button next to their name before saving the manager list.

!
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3.2.2.1.7. Member Fees
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Managers may create multiple types of fee plans as shown here. Fee plans may
be added or edited as needed.
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3.2.2.1.7.1. Fee Plan Details
Creating or editing a fee plan will bring up this screen. Custom fee plans have
multiple parameters that my be changed by Club Managers.
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Fixed fee plans only require an amount and duration.
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3.2.2.2. The Member List
The Club manager may view and edit member information from this screen.

1. Click here to add a new club member. Members must have a PickleballBrackets.com account.
2. Use these options to filter your list if you don’t want to see all members.
3. Click here to search after applying any filter criteria
4. The total number of club members.
5. Their member number if one has been assigned.
6. Gender
7. Age
8. Club Ratings. Ratings can be drawn from the player’s self rating, the PickleballBrackets.com

tournament rating or their calculated Club rating based on league and tournament participation.
9. Leagues – The number of club leagues played in.

10. Games – The total number of club games that have been rated.
11. Requested – The date that the player requested membership.
12. Approved – The date that their membership was approved.
13. The edit button – Allows the Club manager to edit a player record
14. The stats button – Allows the Club manager to view the entire club rating history for the player.
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3.2.2.2.1. Club Rating Stats
This page shows every matched played and the rating changes that occurred
after each match.

1. This is the predicted score and odds of winning for the higher rated team.
2. This is the actual score of the match.
3. The rating change resulting from this match. The top number is the start rating. The bottom

number is the end rating. The number in the middle column between the two players is the team
average. If the team is predicted to win, the number is green. If they are predicted to lose, the number
is red.
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3.2.2.3. Member Details
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Editing a member record will bring up this screen.
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1. The Active Button. Turn this off for inactive members.
2. Membership Start Date.
3. Membership End Date.
4. The Club Member Number for this Person if one has been assigned.
5. Calculated Rating for this player. – This may be their self rating or a PickleballBrackets.com

Tournament Rating. If total games is 0, the Club Manager may adjust the club rating using the fields
below.

6. Start Rating – The Club manager can use this to assign a different start rating for club matches than
the calculated rating shown above. This will be effective only if the total games played is 0.

7. Force – This can be used by the Club Manager to force the system to use the rating entered above as
a start rating only if the club ratings are completely recalculated.

Contact PickleballBrackets.com to request any re-calculation of club ratings. Be aware that
forcing a new start rating for any player will impact the ratings of every other player
in the club.

!
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3.2.2.4. User Defined
Club Managers have the ability to create a variety of different types of user
defined fields. These fields can be used for tasks such as:

1. Collecting T-shirt sizes and/or payments.
2. Collecting payments for extra items associated with the club.
3. Allowing players to enter any information required by the club that is not on the registration form
4. Collecting donations
5. Adding items or services such as clinics that members may register for.

The process for creating User Defined Fields is the same as the one used for
tournament registration setup. Click HERE for complete directions.

User Defined Fields are a powerful way to add your own required or optional items to each
registration, thus making the process an all-inclusive one that can completely manage all
club details and finances.
*

Pickleball Brackets PB Manual - 1_en

Page 111 of 707



Kiosk
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3.2.2.5. Reports
There are a variety of reports built in to the Club Management system. Each is
generated as a spreadsheet file and downloaded to the local computer.
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4. Tournaments
Selecting the Tournament link on the home page will show a list of current and
future events. Start here to register for a tournament.
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4.1. How to Register for a Tournament
This is the main PickleballBrackets.com tournament screen. You will see it when
you go to the website. All tournament searches and registrations are initiated
from this screen.
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4.1.1. Tournament Listing

Login – If you are logged in to your account, your name will show here. If not, use the Log In or Sign Up
buttons.

Search By:

1. Keyword – Use this to search for a tournament by name or part of a name. For example, a keyword

If you do not already have a player account, see the User Account section of this manual for
detailed instructions for creating one.

!

The Search Box will appear automatically on your computer screen if your browser is set to
100% magnification or less. On a phone, or computer screen set to a magnification higher
than 100%, click on the Search Button below to reveal the Search Box.
*
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search on the word Winter will show all tournaments with that word in the title.
2. Date – The default display shows recently completed and future tournaments. To view past

tournaments, use this drop down menu to change the selection to Past Events.
3. Country – Use this to search for a tournament in a specific country.
4. State/Province/Region Use this to limit your search to a specific State, Province or Region. You

must select the Country first.
5. Prize Money – You can limit your search to only tournaments that offer prize money.
6. Player Group – Use this to search for tournaments that offer events for specific gender groups.
7. Format – Narrow down your format search here.

Be sure to click the search button when you finish your selections.*
All search parameters are saved and will be in effect until you change them, even if you
close your browser or log out. If you want to switch back to a global search for all
tournaments, be sure to reset all search parameters.

!
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4.1.1.1. Tournament Menu

Once you find your tournament, click on it to access the tournament Menu.

1. Details and Registrations – Shows all of the tournament details and includes a link to register or to
change a registration.

2. Events – Shows a complete listing of all events in the tournament.
3. Event Player List – Used to view a list of players who are currently registered in any event.

4. Need a Partner – Used to view a list of players who are currently in need of a partner for any event.
5. Stats – Registration stats and graphs for the tournament.
6. Contact Tourney – A contact form to be used to get in touch with the Tournament Director.

If a tournament is in progress, the Event Player List menu option will be replaced by Find a
Player. This allows you to look up players by name and view their individual results.*
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4.1.1.2. Tournament Page

The Tournament Details Page.

1. Count of Registered Players – Click here for a full list of players by event. From that page you may
also view an alphabetical list of all players and a list of players with events. If event draws have been
created or the tournament is in progress, links to the tournament draws will show.

2. Tournament Dates – The dates the tournament will run.
3. Registration Dates – The open registration dates.
4. Time Zone – This is the time zone for the tournament.

5. Cost – This is the registration cost for the tournament. If the tournament has staggered its registration
cost by date, clicking on the Cost Breakdown link will show the dates and amounts.

6. Players Needing Partners – Click here to see a list of registered players who need partners. Each
one will have a contact button next to their name. Use that to get in touch.

All dates and start times run off of the tournament time zone.!
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7. Referee – If the tournament needs referees, click here to sign up.
8. Volunteer – If the tournament needs volunteers, click here to sign up.
9. Purchase Items – If the tournament is selling items such as t-shirts, or clinic registrations in addition

to the regular competition, click here to purchase.

10. Register – Click here to Register. If you are not already logged in to your account, you will be brought
to the login screen before you can register.

Non-players may sign up as Referees, Volunteers or to Purchase Items.*
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4.1.2. Tournament Details

For more information, click on these items..

1. Players Registered – Shows a complete list of all players currently registered in any event.

2. Events – Click for event details.
3. Players Needing Partners – See a list of all players who need partners in any event.
4. Click to Volunteer – If the tournament is seeking volunteers or referees or is selling items, separate

menu links will show here.
5. Results – Click for results during and after the tournament.
6. Contact Tourney – Click here to send a message to the tournament director.
7. Share Tourney – Share a tournament link on your Facebook page.
8. Start Times – Once posted by the tournament director, click here to view start times for all events.

Please note that Tournament Directors have the ability to hide this list.*
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9. Stats – See all of the tournament registration statistics here.
10. Download Flyer – If the tournament posted a flyer on the website, a Download Flyer link will show.

If registration is open, a Register for Tournament button will show. If the tournament is in
progress or has been completed, a Draws and Results button will show. Other menu links
could include View Games on Court or View Game Queue.
*
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4.1.2.1. Event Details
This list shows every event in the tournament.
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Click on an event to see its details.
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4.1.2.2. Player Lists

Click this button on the tournament detal page to view the registered player list. If a player is looking for
a partner, there will be a contact button next to their name.

On every player list, clicking on a player name will bring up their rating details and
tournament history.*
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4.1.2.2.1. Player List by Event

Select the Show Players button under the event to display the complete list for each event.!
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4.1.2.2.2. Player List with Events
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4.1.2.2.3. Stats

View a summary of tournament data here.
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4.1.2.3. Results

Click on the results icon to view the tournament progress.

1. Events that are scheduled but have not begun will say Waiting to Start.
2. Events that have started but are not yet completed will say In Progress.
3. Completed events will show the medal winning teams.

Click on any event to bring up match results.
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4.1.2.3.1. Double and Single Elimination
Results
For double and single elimination events, the entire bracket will show with scores
for each completed match.
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4.1.2.3.2. Round Robin Overview
For Round Robin events, an event overview page will show. If there is only one
pool, you may scroll down to see match results. For multi-pool events and those
with playoff rounds, use the Pools and Medal Round links at the top of the page
to view individual match scores.
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4.1.2.3.3. Pool Results
Pickleball Brackets PB Manual - 1_en

Page 135 of 707



Scroll down to view the scores for each match.
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4.1.2.3.4. Playoff Results
Playoff results will display a bracket similar to this depending on the number of
teams advancing from each pool.

Pickleball Brackets PB Manual - 1_en

Page 139 of 707



4.1.2.4. Start Times
Tournament directors will usually post event start times approximately one week
prior to the tournament. Depending on how the start times were generated, there
may also be an estimated end time displayed.
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4.1.3. Tournament Description
Scroll down the tournament page to see a complete description of the event.
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4.1.4. Tournament Summary and Location
Continue scrolling to see the tournament location and a summary of the event
information.

Pickleball Brackets PB Manual - 1_en

Page 142 of 707



4.1.5. Signing Up
When you find your tournament, start the sign up process with the Click to
Register for Tourney button.
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4.1.5.1. Select Your Events
Click on the checkbox next to the events you are signing up for. If you have
already been selected as a partner by another player, the player’s name will
appear along with the event list. Click on the green Next button to continue.

Only events you are eligible to enter, based on age or skill level criteria set by the
tournament directo, will be shown here.*
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4.1.5.2. Select Your Partner
The next step is to select a partner. If you have already been selected by another
player, their name will appear here. You may change or edit that selection.

To register without a partner, select I NEED. This will create a contact button next
to your name on the player list so potential partners may get in touch with you.

If you have a partner, select I HAVE and click on the green button to find your
partner.
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4.1.5.3. Find Your Partner
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1. Event Name – You are searching for your partner for this event.
2. Event Criteria – The search will only allow you to select players who satisfy this criteria.
3. Search – You can search by as few as two characters of the player’s last name.
4. Unavailable – This player is found but not available for selection.
5. Reason – Shows why the player is not available
6. Select Button – This will appear next to the name of every found player who is an eligible partner.
7. Status – Shows the status of this player. Either already registered for this event or not.

If your partner is not found, click the blue button to enter them manually.*
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4.1.5.4. Manual Partner Entry
Complete this form to enter your partner information manually and click the green
Save Partner Info button. Once your registration is complete, your partner will
receive an invitation to register.

Your invited partner must satisfy all event criteria in order to complete their sign up with you.!
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4.1.5.5. Continue Registration
Once you are satisfied with your partner selections, click the green Next button.
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4.1.5.6. Other Items
If this tournament has additional items or questions for players, they will display
on this page. Select your choices and click on the green Next button.

Some items may be optional but others may require an answer or selection.*
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4.1.5.7. Checkout
The checkout screen will show a detailed breakdown of all charges and will
require acceptance of all tournament waivers.

1. Cancel or Go Back – Select to either review or restart your registration.
2. Your Cart – This is a breakdown of charges for this registration.
3. Apply Discount – If you have a discount code, enter it here.
4. Waiver – Accept the PickleballBrackets.com waiver. If the tournament has additional waivers, they

will also be listed here.

Click Go to Checkout to make your payment.

You must accept all tournament waivers to continue.!
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4.1.5.8. Payment
This is the registration payment page for the tournament. If the tournament has
specified more than one payment option, such as online payment, pay by check
or pay onsite, all will be shown here. Select your payment type and click Proceed
to Checkout.

If online payments are being collected through PayPal, you may have to modify your own
default PayPal settings if you wish to pay via Credit Card. If you don’t see a Pay by Credit
Card option on the PayPal screen, see the following directions for changing your settings.
*
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4.1.5.9. Receipt
A copy of the receipt will display on the screen and will also be automatically
emailed to you.

For Mail In payments, you will be emailed a form to send with your payment.*
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4.1.6. Changing a Registration

While online registration for a tournament is open, players
may log in to their PickleballBrackets.com account to change
their registration or withdraw from the tournament.

Log in to your account and click on the My Tournaments button which will bring
up a list of your tournaments. Click on the tournament name.

Select Details and Registration from the Menu

1. To Withdraw from the Tournament – Click on the Red button and confirm your withdrawal.

2. To Change your Registration – Select your new events and DESELECT ANY EVENTS you no
longer wish to play in. Click on the Next button to go through all of the following registration
steps to the end. If an additional fee is due, you will have to pay the fee to confirm the change.
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Changes are not confirmed until you see the Congratulations! message at the end. If the
tournament director has notifications turned on, you will receive an email confirmation of the

!
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change.
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4.2. How to Create and Manage a Tournament

This section of the manual will cover all of the step needed
to:

1. Set Up a Tournament
2. Set Up Events
3. Manage Registrations
4. Communicate with Players
5. Run the Tournament
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4.2.1. Creating a New Tournament
New tournaments can be:

1. Added by an authorized manager of an organization
2. Copied from a previous tournament by an authorized Primary Tournament Director

Create a new tournament by:

• Logging in to your account
• Clicking on your name in the upper right of the screen
• Selecting My Stuff
• Clicking on Tournaments
• Clicking on the Create a NEW Tourney button
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4.2.2. Linking Tournaments

Tournament Directors have the ability to create a linked list
of tournaments. The linked tournaments will display at the
bottom of the Tournament Detail page. Linked tournaments
are often annual events that are run by the same club or
organization every year.
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Click on the Link Tournament button. If no linked groups have been created or a
new one is needed, create a group.

If the linked group already exists, scroll down to it and click on the name of the
group to edit the list of tournaments.
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Select a tournament to add from the list on the left. It will be added in the to the
linked group in the last position on the right side of the screen. Use the arrows to
move tournaments up or down on your list. Save the list when done.

Tournaments must be created before they can be linked and the manager of the tournament
must be listed as a manager of all of the linked tournaments.*
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4.2.3. Navigation
Once a tournament is created, it will appear on the list of tournaments you
manage. These are the steps to access that list and start setting up the
tournament:

1. Log in to your Pickleballbrackets.com account.

1. On the top right of the screen, hover over your name and then click on My Stuff.

1. Click on Click for Details in the green tournament box.

1. Click on Managing at the top of the screen.

1. Scroll down to the tournament you would like to edit and select it to access the Management Menu.
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2. Select Edit Tourney from the slide in menu to manage the tournament..

If you are registered for the tournament or plan to register for the tournament, select
Tourney Details or any of the other registration options that show under the Orange Tourney
Details button to manage your own registration.
*
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4.2.4. Tournament Settings
Each tournament has multiple settings that control the registration options. These range from simply
listing a tournament on the PickleballBrackets.com website, to a complete online registration and
management process for large tournaments with multiple locations. The following steps outline the entire
tournament setup process:

• Tourney Info
• Registration Cost
• Checkout Options
• Logo & Files
• Discount Codes
• Sponsors
• Feature Plans
• Locations
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4.2.4.1. Tourney Info

1. The Main Menu – Click for all tournament setup and management options.
2. My Stuff – Links to all of your tournaments, leagues, clinics and organizations.
3. Current Tournament Name
4. Field Level Help Notice
5. Save Options – These options are in effect for the Basic Info section only. This same prompt will

appear at the top of every editing screen.
6. Editing Steps – The current step is highlighted in blue.
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4.2.4.2. Tourney Info Page 2
Pickleball Brackets PB Manual - 1_en

Page 177 of 707



Pickleball Brackets PB Manual - 1_en

Page 178 of 707



1. Tournament Link for Sharing – Click to copy the tournament link. You may use this in your browser
to view the current appearance of the listing as you are working with it, or to share with other
tournament workers and committee members.

2. Copy Tournament Button – Click to make a copy of the tournament. Copied tournaments can be
used as templates for creating a new tournament.

3. Tourney Code – Used by the Print Spooler to Identify your tournament.
4. Print Spooler Code – Used to activate the Print Spooler.
5. Country Played in – Enter the country where the tournament will take place. This may be different

than the physical location of the sponsoring club.
6. Club or Organization Name – This shows the name of the overall tournament organization or club.
7. Fee Plan – This shows fee plan in effect for this tournament.
8. Hide on Search – Turn this on to prevent the tournament from showing up on a search.
9. Block Withdrawals – Turn this on to prevent players from withdrawing from the tournament while

online registration is enabled.
10. Advertise Only? – Switch this button to Yes if you only wish to list the tournament on the

PickleballBrackets.com website for advertising purposes. The number of following setup options will
then be limited to only those needed for the listing. The current advertise only fee is $500.

11. Activate Player Text – Turn this on to authorize the extra fee for text messaging.
12. Text Notifications – Turn this on or off depending on whether or not you want players to receive the

text messages that you authorized.
13. Email Notifications – Notifications are normally sent to players, with copies to tournament

administrators, each time a registration is changed. This button will turn off or on all notification for
this tournament. A good time to turn off notification is during the merging process of events so emails
are not going out each time a player is moved.

14. Waiting List Service – This action impacts ALL events. This is an automated service that moves
players from and to the waiting list based on their registration and the settings for the specific event.
Select “On” to have the service automatically scan registrations and move them from and to the
waiting list. Select “Off” to turn this service off. NOTE: The waiting list service for individual events
may be turned off from the event setup screen.

15. Time Zone – Select the time zone of the tournament venue.
16. Localization – Formatting throughout the site where this tournament is displayed will show

information based on the local standards of the selected value.

For example:
- – - – - English – American will show Dates “Month Day Year”
- – - – - French will show Dates “Day Month Year”
NOTE: All text representing the tournament will be displayed as it’s typed. Selected Localization
DOES NOT change ANY text entered by the tournament.
- – - – - All PickleballBrackets.com text throughout the site will be translated to the language of the
viewer. (PickleballBrackets.com DOES NOT translate the text entered by the tournament.)

17. Currency to Collect – What type of currency are you collecting payment in.
PickleballBrackets.com will send PayPal or Stripe this currency code so all payments will be
exchanged properly.The formatting of currency throughout the site where this tournament is displayed
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will show based on your selection.

For example:
- – - – - US Dollar [USD] will show “$1,111.00”
- – - – - Euro [EUR] will show “1 111,00 €”

18. Show Public Date – This is the date this tournament starts to show to the public on the
PickleballBrackets.com website. NOTE: This is NOT the registration start date. This ONLY shows the
tournament. The registration start date is set further below on this page.
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4.2.4.3. Tourney Info Page 3

1. Title – Enter the title of your tournament here. If this is an annual event, consider incorporating the
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year in the title. Or a description such as First Annual.

2. Short URL – Allow people to remember the URL easily by creating a short URL. You may enter a
name of your own or click on the refresh button to generate a random name. Something like
PickleballBrackets.com?Demo5 is easier for people to remember than
PickleballBrackets.com?eid=4D8EBFD9-AF25-4199-B5BB-6C0DD09FF7AM

3. Website – If the organization or tournament has its own webpage it could be entered here. This is the
full URL (including http://).

4. Online Store URL – If the organization or tournament has its own Online Store it could be entered
here. This is the full URL (including http://).

5. Is Private Event? – Set this to Yes if you want only a specific club or group of people to play in this
tournament.
Enter or generate a code that players will enter prior to registration to access this tournament.

NOTE: A code is required for private tournaments to keep others from registering. You can enter a
simple code manually such as “pickleball” or create a complex one by clicking the refresh button next
to the textbox.

6. Caption – This will show on certain areas of our website when your tournament is listed.
7. Officiated Type – Select from the drop down menu. Choices are All, None, Medal Matches, Gold

Medal Matches and Unique per Event. Your choice will show on the general information page.
8. Referee App Code – If the tournament is using the Pickleball.com Referee App, enter the app code

here.
9. Max Reg. for Entire Tourney – This is the maximum number of players that can play in the entire

tournament. Even if there are spots open in the events to fill with players the system will NOT allow
NEW players to register after this number is reached.
Leave this blank if you don’t want to use this feature. Maximum settings can be set for each event on
the event record..

10. Num. Guaranteed Games – Select a number from the drop down menu. This is the minimum number
of games that a player can expect to play in each tournament event.

11. Activate Referee Signup – Turn this feature on to allow people the option to sign-up as a referee. A
button will show on the details screen of tournament.

12. Activate Volunteer Signup – Turn this feature on to allow people the option to sign-up as a
volunteer. A button will show on the details screen of tournament.
p(banner tip). Tournament directors must set up a referee and/or volunteer schedule in order to use

Annual and recurring tournaments may be linked, allowing players to easily find results from
the previous years. Link your tournaments on the main My Tourneys page.*
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this feature. Use the Main Menu to create those schedules.
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4.2.4.4. Tourney Info Page 4

1. Hide Registered Players – Set this to Yes if you wish to hide the list of registered players on the
public website.

2. Start Times Pulled From – During registration estimated start times will be pulled from each event
record.This switch allows you to specify if, once you are ready to post official start times, where to pull
those start times from.
Daily Planner – Is a scheduling tool that calculated the entire tournament and displays it in a planner
format where you can see how long a bracket may take. The times from this planner will be displayed
on a separate page for players to view.
Event Record – Pulls all start times directly from the event details page itself and displays them on a
page for people to view.

3. Overbook Start Times on Planner – This tells the Simulator and Daily Planner to allow overbooking
of start times beyond the number of available courts. Overbooking will force the Simulator to start an
event at a certain time even if it there are no extra courts available. This will extend the projected time
range for the event(s) being displaced. It will also cause the Wait Count and ToDo count to increase.
This feature is designed for events that are scheduled with Next Available Court Assignments.

4. Post Start Times Now –.This displays start times immediately if this value is set to ‘Yes’. Only set
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this to Yes if you are ready to display start times.
5. Show Event Draws – Use the drop down menu to select when you want the event draws to be shown

on the public website. Draws can only be show for events that have been verified.
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4.2.4.5. Tourney Info Page 5

1. Use Online Reg – If you wish to use the online registration process then select ‘Yes’ here.
2. Registration Dates – These are the dates you are accepting registrations for the tournament. If you

have chosen to display the tournament information on the website before registration opens,
registration will not be allowed until the start date is met.
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3. Age Limit Deadline – This is the date used to calculate ages for the tournament. Usually set as the
last day of the year the event takes place. ex: A player who turns 50 by 12/31/2019 can play in the
50-59 age bracket if the tournament takes place at any time during 2019.

4. Max Events per Reg – This is the limit on how many events a player can signup for over the length of
the entire tournament.

5. Emergency Contact Required – Set this to Yes to require every player to list an emergency contact
individual and phone number.

6. Disable Partner Manual Add – If this is set to No, players may manually enter the contact
information for their partner if the partner does not already have a Pickleball Brackets player account.
Set this to Yes to prevent that and require that a partner have an account in order to be selected.

7. Require Partner Phone on Manual Entry – If a player has to enter their partners information
manually during registration because their partner does not have a Pickleball Brackets player account,
does the tournament require the player enter the partners phone? If “No” is selected the partner
phone will not display as a field for the player if they manually enter their partners information. They
will only be required to enter the player name and email address.

8. Player Full Address Required – Set this to Yes to require every player to list their full mailing
address.

9. Max Event Registrations Per Day’ – You can use this to limit players to only 1 event per day of the
tournament.

10. Restrictions on Registering for Multiple Events – Use these options to control the number of
similar types of events you wish to allow players to sign up for.

• No Restrictions – Players may register for events without regard for the type of event or format. The
number of events they can select will be restricted to the tournament and daily sign up limits. For
Example: a player would be able to sign up for both Men’s Doubles 4.0 and Men’s Doubles 4.5, even
if they are both on the same day.

• Can ONLY Register in one event with the same ‘Player Group’ & ‘Format Combo’ regardless of the
day. For Example: a player would be not able to sign up for both Men’s Doubles 4.0 and Men’s
Doubles 4.5, even if they are on different days. However, since Singles and Skinny singles are
different formats, players could sign up for both.

• Can ONLY Register in one event with the same ‘Player Group’ & ‘Format Combo’ regardless of the
day. (Skinny Singles Counts as Singles) For Example: a player would be not able to sign up for both
Men’s Doubles 4.0 and Men’s Doubles 4.5, even if they are both on different days. They would also
not be able to sign up for both Singles and Skinny Singles.

• Can Register in one event with the same ‘Player Group’ & ‘Format Combo’ as long as its not on the
same day. For Example: a player would be able to sign up for both Men’s Doubles 4.0 and Men’s
Doubles 4.5, as long as they are on different days. However, since Singles and Skinny singles are
different formats, players could sign up for both on the same day. They would not be able to sign up
for more than one bracket of each on the same day.

• Can ONLY Register in one event with the same ‘Player Group’ & ‘Format Combo’ regardless of the
day. (Skinny Singles Counts as Singles) For Example: a player would be able to sign up for both
Men’s Doubles 4.0 and Men’s Doubles 4.5, as long as they are on different days. However, they
would not be able to sign up for both Singles and Skinny singles on the same day. They would be
able to sign up for two different brackets of Singles or Skinny singles on different days or Singles on
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one day plus Skinny singles on another day.

If you wish to override these restrictions for CERTAIN EVENTS ONLY you can specify that
on the event setup screen.*
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4.2.4.6. Tourney Info Page 6

Contact information is pulled directly from the Organization record. This information is NOT shown
anywhere on the tournament website. It is used by PickleballBrackets.com to contact the tournament
directors. There is a separate, editable field for billing emails that are sent to the tournament by
PickleballBrackets.com.

You can change either the Contact 1 or Contact 2 email address by clicking on that black
button and searching for a new contact.*
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4.2.4.7. Tourney Info Page 7
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PickleballBrackets.com generates emails from players who use the Contact Tourney link on the website.
Depending on their reason for initiating the contact, you may have the inquiries directed to different
email addresses.

Contact Form Display Info – Fill in this section only if you wish to have the information displayed on the
screen when the Contact Tourney link is selected.
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4.2.4.8. Tourney Info Page 8

Emails to players are automatically generated each time they make a change to their registration. On this
page, you may specify who will automatically receive a copy of the emails. It is a recommended practice
for tournament directors, or their designee, to receive a copy of each email sent to any player.
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4.2.4.9. Tourney Info Page 9

Registration and Revenue goals are optional fields. If values are entered here, the tournament dashboard
pictured below will show progress toward the goal on a percentage basis as registrations come in.
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A version of the dashboard, minus financial data, is displayed on the public website for
players to view.*
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4.2.4.10. Digital Score Card Format

All scores are recorded using the Digital Score Card.
Tournament Directors can show or hide fields on the Digital
Score Card depending on their format and management
needs. The default format is to show all fields and allow input
into all fields. For ease and speed of input, fields that are not
used by the tournament can be hidden.

1. Hide Court Assignment – Hide this if the tournament is using designated courts and not assigning
individual matches to specific court.

2. Hide Referee Assignment – Hide this if the tournament is not using referees or is not required to
record referee assignments.

3. Hide Next Up 1 Assignment – Hide this if the tournament does not need to assign “On Deck” teams
to a specific court.

4. Hide Next Up 2 Assignment – Hide this if the tournament does not need to assign “Double On Deck”
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teams to a specific court.

Sample Digital Score Card with All Fields.
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Sample Digital Score Card with Only Score Input Fields.
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4.2.4.11. Tracking Traffic to Your Site
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If you have enabled Google or Facebook tracking, you may enter that information here to receive detailed
statistics about traffic to your registration website. Refer to Google or Facebook for setup information for
either of those features.
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4.2.4.12. Tourney Info Page 10

Turn these options on or off depending on the rules of the facility.
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4.2.4.13. Tourney Info Page 11

This is where you describe your tournament. Whatever you type here will be displayed on the registration
website. You may include as many details as you like. The box will expand as you type to handle
descriptions of any length.

This is your main tournament description and will be displayed first and prominently on the
website.*
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4.2.4.14. Tourney Info Page 12

Use the Additional Information box for tournament details that you may need to separate from the
general registration information.

Use the Refund Policy box for a detailed description of how the tournament will handle refunds and
withdrawals.

PickleballBrackets.com recommends that every tournament publish a clear and explicit
refund policy.*
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4.2.4.15. Tourney Info Page 13

If your tournament offers prize money, turn this option ON and enter a prize money description. The
description will only show if the switch is ON.
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4.2.4.16. Lottery Information
If this tournament will use a lottery to select players, turn that option on and
describe your lottery process.

If the lottery is turned on here, all players, except those who are pre-registered, will automatically be
entered into the lottery.

Important Lottery Features:

1. Registration fees and user fees are NOT collected for lottery sign ups.
2. Once the lottery registration period ends, online sign ups will close and the TD must run the lottery.
3. If the lottery switch is set to NO without running the lottery, all lottery players will be moved to the

waiting list.
4. Players selected from the lottery will receive a notice of the events they were selected for including a

reminder to pay their registration fee.
5. Registration may then be re-opened for partners of selected players, any remaining spots in events

and for the waiting lists.

The next page outlines the specific details of how each algorithm selection will work with
your tournament events.

!
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Once the lottery sign up period ends, turn on the Run Lottery switch and save the page. The lottery will run
according to the selected algorithm, placing players in their chosen events. Any remaining players will be
moved to the waiting list for their chosen event.

You may choose to show players or not by selecting either Yes or No to the “Hide
Registered Players” option on this Edit Tournament Settings page.*
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4.2.4.16.1. Lottery Algorithm Selection
Options
You must select the algorithm to use for your lottery. Here is a complete
description of the options and how they will control the selection of players
moved into the tournament when the Run Lottery switch is turned on.

Lottery Algorithm Type

ALL types comply to the specs of the tournament and the events

• Totally Random
Grab random players and enter the events

• Each player gets in, then random
Get as many individual players registered (to maximize registration income) and then we randomize
all other remaining openings

• Strength by skill and age

If an event specifies the skill and specifies the age this is the order of selection.

1. Both players on the team with a rating in the specified skill and both have the correct age
2. Both players on the team have the rating in the specified skill and one has the correct age
3. One player on the team has the rating in the specified skill and that same player has the correct age,

the other player is correct age and has .5 less than the specified “From Skill” on the event
4. Everyone else.

• If an event specifies the skill and has any age this is the order of selection.

1. Both players on the team with a rating in the specified skill
2. One player on the team with a rating in the specified skill and the other has .5 less than the specified

“From Skill” on the event
3. Both players have .5 less than the specified “From Skill” on the event
4. Everyone else.

• If an event has any skill and specifies the age this is the order of selection.

1. Both players on the team within the specified age
2. One player on the team within the specified age and one player on the team within the next 5 year

age span after the “To Age” on the event
3. Both players on the team within the next 5 year age span after the “To Age” on the event
4. Everyone else.
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• If an event has any skill and has any age
Random selection
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4.2.4.17. Weather Alert
Use this feature to create a weather alert for the tournament. If a weather alert is
turned on, it will display as soon as the tournament is select on the main
tournament webpage.
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4.2.4.18. Health and Safety
Use this area to post any tournament specific health and/or safety information.
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4.2.4.19. Registration Cost

There are multiple options on this screen that can help set the cost parameters for your tournament.

1. Cost Timeline This is the entry fee for the tournament. You can enter up to 5 changes for the cost
and set them up based on date ranges. After a date has passed that cost will be locked and cannot be
changed.

2. Turn on the Out of State Cost to create a column for that fee. The In State Cost will be applied to
players who reside in the same state as the tournament venue. All others will be charged the Out of
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State Cost.

3. Turn on the Junior Discount to create a column for that. Junior Discounts are only applied to
players who register exclusively for Junior Amateur events.

4. Turn on the Senior Discount to create a column for that. Senior Discounts are only applied to
players who register exclusively for Senior Amateur events.

5. Turn on the Lottery Cost to create a column for that fee. and/or the Club Member Cost to create
columns for those fees. You can choose to count the Lottery Cost toward the registration fee or not.
(effective soon)

6. Turn on the Club Member Cost to create a column columns for that fee. Club member Costs will
be applied to current club members registered in you PickleballBrackets.com club. The next question
allows you to apply the club member cost to any player who becomes a club member after registering
for the tournament.

7. Events Included in Cost
Select the number of events that you wish to include with this tournament registration fee. If you will
be charging extra for additional events, that fee will be set when you configure your events.

Events can be designated as Junior Amateur or Senior Amateur in the event record.
Discounts do not apply to Pro events.*

Individual Event fees are set when you configure your events. Other fees, such as for t-
shirts or insurance, are set using user defined fields. None of those should be included
here.
*

Payment Processing Fees for online registrations through PayPal or Stripe are NOT
included.

!
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4.2.4.20. Checkout Options

Choose Checkout Options

The organization or club can set up Stripe or PayPal accounts to accept online registration fees and
payment for other tournament items. If they have done that, the tournament director or manager will be able
to specify that as one of the tournament Checkout Options. If more than one Checkout Option is specified,
players will be able to select their preferred payment method.

This page also allows the tournament director to create a custom receipt to be used in place of the standard
receipt. Specialized Pre-Registration and Lottery receipts may also be created here. Click the Custom
Receipt button for those options.

The online payment option, Stripe or PayPal, MUST be set up in the club account before it
can be used by any tournament being run by that club.

!
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4.2.4.20.1. Custom Receipt

Choose the Type of Custom Receipt Being Created

Create your template and save it. The body of the receipt allows full formatting options similar to a word
processing App.

Be sure to turn on the Activate Template switch to use the custom receipt.*
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4.2.4.20.2. Stripe

In this example, Stripe is an authorized online payment gateway and has been activated.

If the club has a connected Stripe account that is not active for this tournament, select the activate Stripe
button to connect the account.

Stripe accounts must be connected as a payment gateway in the Club record before they
can be used for a tournament.

!
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4.2.4.20.3. PayPal

PayPal has not been authorized as an online payment gateway by the organization and, therefore, cannot
be activated by the tournament director. If the Club has a connected PayPal account, you would be able
to activate it here.
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4.2.4.20.4. PickleballBrackets Collection
Service

The collection service is only available if no other online payment process has been
selected for the tournament. If PayPal or Stripe are added as the payment processor, the
collection service will be turned off.

!
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4.2.4.20.5. Pay on Site

This option allows players to pay on site at the tournament. A reminder will be sent the day before the
tournament starts.
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4.2.4.20.6. Pay Later
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4.2.4.20.7. Auto Redirect
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4.2.4.20.8. Custom
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Mail-in Payment

If a player selects the Mail-In Payment method, they will be emailed a bill at the completion of their checkout
process. Set the Print CC Input button to Yes to include space on the bill for credit card information.
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4.2.4.21. Logo & Files

On this page you may upload a tournament logo, add a flyer for download and
add a Release of Liability Waiver.
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4.2.4.21.1. Logo Upload

If the event has a logo you can upload it here.

File types accepted are: ‘png’, ‘jpg’, and ‘jpeg’.
The uploaded logo must meet the minimum size of:
Width: 600 pixels.
Height: 315 pixels.
The image MUST completely fill the specified area.
NOTE: This is NOT an editing software. This upload tool simply allows you to upload and resize your logo to
fit our constraints. You may need to use an image editing software prior to uploading to get your desired
results.

• Click on the Logo Upload box.
• Either double click on your image or click on your image and select open.

Your image should not be too much larger than the minimum size. You will be able to crop it
to fit but images that are too large may overlap the logo space even after cropping.*
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Once you upload your image you will see the cropping tool.

Buttons across the top allow you to:

• Zoom In
• Zoom Out
• Auto Resize
• Reset back to the Original Size
• Save the Image
• Cancel the Upload

The slide bar below the image may also be used to zoom in and out.

The following sections of the manual explain how to fit logos that are still too large or are
too small.*
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4.2.4.21.1.1. How to Add a Logo That is Too
Large

If your logo is still too large to fit and view correctly, even
after you crop it and shrink it, you will have to edit the image
before you upload it.
Use an image or photo editing software such a Photoshop or Microsoft Paint for this process. Any software
that allows you to shrink an image, by pixels, to a smaller size and specify a canvas size will work.

1. If your Image is both too wide and too tall.

• Load the image into the software and shrink it down to the specified upload size.
• For Tournament, Club and League Logos, the size is 600×315 pixels.
• For Sponsors, the size is 458×351 pixels.
• Save the new image as a JPG or PNG file.
• Upload the new image which will fit exactly into the logo space.

2. If your image is too tall.

• Load the image into the software.
• Set the width of the image to 600 pixels for Tournaments, Leagues and Clubs or 458 pixels for

Sponsor logos.
• Set the canvas size of the image to 600×315 pixels for Tournaments, Leagues and Clubs or 458×351

pixels for Sponsor logos.
• Center the image in the canvas.
• Save the new image as a JPG or PNG file.
• Upload the new image, which will fit exactly into the logo space.

3. If your image is too wide.

• Load the image into the software.
• Set the height of the image to 315 pixels for Tournaments, Leagues and Clubs or 458 pixels for

Sponsor logos.
• Set the canvas size of the image to 600×315 pixels for Tournaments, Leagues and Clubs or 458×351

pixels for Sponsor logos.
• Center the image in the canvas.
• Save the new image as a JPG or PNG file.
• Upload the new image which will fit exactly into the logo space.
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4.2.4.21.1.2. How to Add a Logo That is Too
Small

If your logo is too small to fit you will have to edit the image
before you upload it.
Use an image or photo editing software such a Photoshop or Microsoft Paint for this process. Any software
that allows you to shrink an image, by pixels, to a smaller size and specify a canvas size will work. There
are two methods for this.

1. Increase the image size to fit the space.

• Load the image into the software and increase it to the specified upload size.
• For Tournament, Club and League Logos, the size is 600×315 pixels.
• For Sponsors, the size is 458×351 pixels.
• Save the new image as a JPG or PNG file.
• Upload the new image which will fit exactly into the logo space.

2. This is the preferred process to assure the highest resolution and least image distortion.

• Load the image into the software.
• Set the canvas size of the image to 600×315 pixels for Tournaments, Leagues and Clubs or 458×351

pixels for Sponsor logos.
• Center the image in the canvas.
• Save the new image as a JPG or PNG file.
• Upload the new image, which will fit exactly into the logo space.

This process may distort the image since it can change the proportions and resolution.!
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4.2.4.21.2. Flyer and Waiver Upload

If the event has a flyer or waiver, you may upload them here. Files MUST be in pdf format.

• Flyers will be available on the main tournament page for players to view or download. Turn on the file
switch and then click on the box to upload the flyer.

• If you add a waiver, all players will be required to agree to the waiver in order to register. Turn on the
file switch and then click on the box to upload the waiver.

The small orange number in the top right corner of each upload box, shows the number of
times that players have viewed the document.*
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4.2.4.22. Discount Codes

Click on the Plus Sign to Add a Discount Code
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4.2.4.23. Manage Discount Codes

1. Title
Give the code a title. That title will appear on the list of discount codes.

2. Outside Code
Use this for outside organizations such as clubs. This field is for future use.
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3. Code
The system generates a random code that you can use. You may prefer to type in your own code that
might be easier to remember.

4. Discount Amount
The value of the discount as a positive number.

5. Number Issued
Use this to limit the number of discounts available. This feature can be used to promote a tournament
by offering discounts to only the first X number of players to register.

6. Date Active
Use this to limit the date range that the code will be valid.

Once you create a discount code, send it to your players. They can use it when they reach
the registration checkout screen.

!
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4.2.4.24. Sponsors
Sponsor information can be added here. Sponsor logos will appear at the bottom
of the main tournament page and in all emails sent to players. Click on the + sign
to add a sponsor.

If the sponsor has a logo you can upload it here.

File types accepted are: ‘png’, ‘jpg’, and ‘jpeg’.
The uploaded logo must meet the minimum size of:
Width: 458 pixels.
Height: 351 pixels.
The image MUST completely fill the specified area.
NOTE: This is NOT an editing software. This upload tool simply allows you to upload and resize your logo to
fit our constraints. You may need to use an image editing software prior to uploading to get your desired
results.

• Click on the Logo Upload box.
• Either double click on your image or click on your image and select open.

Your image should not be too much larger than the minimum size. You will be able to crop it
to fit but images that are too large may overlap the logo space even after cropping.*
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Once you upload your image you will see the cropping tool.

Buttons across the top allow you to:

• Zoom In
• Zoom Out
• Auto Resize
• Reset back to the Original Size
• Save the Image
• Cancel the Upload

The slide bar below the image may also be used to zoom in and out.

These sections of the manual explain how to use image editing software to change the size of a logo if it is
too large or too small to fit.

How to Add a Logo That is Too Large

How to Add a Logo That is Too Small

Make sure to save the image using the Save icon after you add the logo or make any
changes. Save the page when you are done.

!
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4.2.4.25. Sponsor Details
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1. Sponsor Level
Select a sponsor level from the drop down menu. Available choices are Title, Platinum, Gold, Silver,
Bronze, Tour, Platinum Paddle, Gold Paddle, Silver Paddle, Partner and No Level.

2. Logo upload
Upload the sponsor logo here. The process is the same at that used for the tournament logo.

3. Title
The name of the sponsor.

4. URL
If the sponsor has a website, include the address here and players who click on the sponsor logo will
be directed to their website.

5. Amount
This is optional. It does not display on the tournament website.

6. Tagline
If the sponsor has an advertising slogan, include it here and it will display below the sponsor name.
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4.2.4.26. Feature Plans
This is for future use.
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4.2.4.27. Venues
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Each physical location used by the tournament should be created here. These
locations will be used when creating events, courts, and when generating the
daily planner.

1. Print Spooler Info – Click here to download the print spooler and for complete instructions for use of
the print spooler to direct all printing to one central printer.

2. Venue Title – The venue should have a formal name that will display on the tournament website and
will help identify the venue for potential players. It can also have an informal or alternate name. Check
Yes if this is the primary location for the tournament. The primary location will be used on the details
screen and anytime the address is displayed on behalf of the tournament.

3. Copy – Click here to make a copy of this location. If you are adding additional locations, you will be
able to modify the copy.

4. Use Print Spooler – Score sheets and tournament reports may be printed using the print spooler to a
central printer or without using a print spooler to a printer that is directly connected to a local
computer. Turn this switch on to use the print spooler. See the next page of this manual for print
spooler installation and usage instructions.

5. Surface and Play Area – These options tell players what the playing conditions of the tournament
and facility are.

6. Ball – List the tournament ball here. You may also include a link for players to visit the official ball

If the tournament is not using the print spooler, this switch MUST be turned off.!
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website.
7. Parking Info- Select Yes or No for a parking fee and use the box for detailed descriptions of the

parking area and its location relative to the playing venues.
8. Add New – Use this button to add a new location. (you may also use the copy link above for the same

purpose.)
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4.2.4.27.1. Print Spooler Instructions

The Print Spooler Application has been implemented in the Pickleball Brackets software. If you have used
the application in PIckleball Tournaments, please be advised you will need to install the new version of the
application to be used in Pickleball Brackets. Click on the Download button to install the print spooler.
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4.2.4.27.2. Installing the Print Spooler
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Click the Install button to download the print spooler installation file. The
installation file, setup.exe, will be downloaded, usually to the download folder on
your computer. Navigate to that folder and double click on the name of the file.
Once the process begins, you will see the following screen. Click on Install to
continue.
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When installation is complete, the program will automatically open and the
following screen will appear.

Installation of the print spooler only has to be done once on the computer. For each
tournament, change the print spooler parameters using the directions on the following page.

!
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4.2.4.27.3. Print Spooler Menu Options
Print Spooler Menu Options.

1. Print the sample score sheet on the screen to test the spooler.
2. Modify the sample score sheet.
3. The print spooler settings. These must be modified for each tournament.
4. Start the spooler.
5. Stop the spooler
6. Hide the view of the score sheet.
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4.2.4.27.4. Configuring the Print Spooler
The Print Spooler must be configured to match the parameters of the tournament.
Click on the Settings menu option to configure the spooler.

Print spooler setup options.

1. The Tournament ID – this comes from the Venue on your Edit Tourney Menu
2. The Password – This is labeled as Print Spooler Code on the Venue.
3. Venue – The Venue Code
4. Batch Size – leave as 5
5. Polling Interval – The interval in seconds, that will be used to search for new score sheets. Default is

30. Recommended is 15.
6. Print Tie Breakers – leave on.
7. Printer – Select your printer that will be used to print score sheets. A USB connection from the

computer to the printer is recommended.
8. Ink Color
9. View Printer Information.
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10. Connection Source – Switch to PickleballBrackets.com if necessary.
11. Accept and Save configuration changes

The printer selection will be in effect as long as the spooler is open. If you close the spooler,
you will have to specify your printer again when you next run it.*
The default printer for each of the computers being used to enter scores, must match the
printer that is being used by the spooler. Set these on the computers before using the
spooler.

!
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4.2.4.27.5. Running the Print Spooler

Click on the Start Button (4) to start the spooler. Click on the Stop Button (5) to
stop the spooler.

While running, all next available score sheets, from any computer being used to manage the
tournament will be sent to the printer. The printer will also print a confirmation sheet for
every score that is input.
*
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4.2.4.28. Amenities
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Amenities include any special features associated with the tournament. Most
often, hotels are listed as amenities but amenities may also include local
supporting business or restaurants. Details of amenities will show at the bottom
of the main tournament listing page.
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4.2.4.29. Managers
Tournament Managers and their rights can be created here. The Primary Manager
will also be able to add managers from this screen by selecting the Add New
button.

If you add a manager and/or change privileges for that manager, you must click on the
“Save” button next to their name before saving the manager list.

!
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4.2.5. Event Settings
Each event has multiple settings that allow the tournament director to specify all
of the variables associated with the event. These include factors such as format,
age range, gender, dates, times and many others. This section will review all of
the steps needed to set up an event in PickleballBrackets.com

1. Log in to your Pickleballbrackets.com account.

2. On the top right of the screen, hover over your name and then click on My Stuff.

3. Click on Click for Details in the green tournament box.

4. Click on Managing at the top of the screen.

5. Scroll down to the tournament you would like to edit and click on it.
6. Select Events from the menu
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4.2.5.1. Event List

When a tournament is created, you will have to add at least one event. That event
can then be copied and modified to create all of the other tournament events. As
you change the first event on the list, pay special attention to factors that you will
repeat for other events. These include such things a dates, bracket formats,
waiting list options, time display format and costs. If you standardize these with
the first event, you will have fewer edits to make on the later copies.

Select the Add An Event button to add your first event to the tournament. The following pages of this manual
will describe how to configure all of the parameters for that event.

If events already exist for the tournament, you will see them listed here.

Events are copied or Edited from the Event List. The Pencil Icon is the edit button. The
Copy Icon appears below. An Email Icon will allow you to select players in the event to be
emailed individually.
*

Copy Event – Make an exact copy of this event. The event will be renamed with the
word “Copy” attached at the end.Copy Event For Merge – Make an exact copy of this
event for the purpose of using it to merge together two or more other events. Usually
done after registration closes to combine events with low registrations.

*
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Some features can be edited from the Main event screen.

These include:

1. The date and time of the event
2. Waiting list status, On or Off
3. Active or Inactive Status (can only be changed for events with no players,)
4. A switch for deleting an event (can only be used for events with no players.)
5. How to display the time on the main player and event screens.
6. The maximum number of teams in an event. (For events with Age Splits, this is managed on the Age

Splits screen.)
7. The maximum number of teams permitted on the waiting list. (For events with Age Splits, this is

managed on the Age Splits screen.)

8. Whether or not to print the next score sheet automatically while the event is running. This should be
turned off for round robin events where all of the score sheets are printed in advance.

9. The price for this event, if there is one.

These changes can be made to as many events as needed from this screen. Once all changes are made,
click on the Green save button that will appear on the upper left side of the screen to save all of your
changes.

On the Event screen, click the edit list button at the top to see the complete editable list of
events.

!

The process for setting up and managing Age Splits will be detailed in the following section
of this manual.*

The event list is shown on the public website with the parameters set here and in the
detailed event record. Parameters can be changed at any time by the tournament director.

!

The dates of the events determine what shows as the date range for the tournament.!

Pickleball Brackets PB Manual - 1_en

Page 256 of 707



4.2.5.2. Event Info Page 1

Basic Info Actions

• Copy Event – this will make a copy of the event that can be modified as needed to create a similar
event.

• Copy Event for Merge – this will make a copy of the event that can be used to merge multiple events
together. Click Here for information about the merge process.

• Update All Ratings – this will update the ratings of every player registered for this event with their
current rating in this event ONLY. The update will use the default rating specified by the tournament.
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e.g. PickleballBrackets, UTPR, WPR, etc. THIS CANNOT BE REVERSED.
• Cancel Event – Use this to cancel an event with registered players.

1. Active – Active events will show on the public website and will be eligible for registration. Disabled
events do not show.

2. Lock Public Registrations – To manually prevent more registrations you can select ‘Yes’ and the
system will not let new players register for this event.
This setting DOES NOT prevent managers from registering players for this event. They will have the
ability to do so no matter what this setting is.

3. Event Code – Used to direct score sheets for this event to the print spooler.
4. Additional Medals for Age – This will automatically assign addition medals by five or ten year

breakdown to this event.
5. National Senior Games Event – Turn this on for any National Senior Games qualifying event. Click

the Help link below this button for details about National Senior Games Qualifying Tournaments.
6. Count Games Toward Ratings – Approximately one week after the tournament, new ratings for

participants are calculated based on the results of their matches. To prevent matches from this
tournament from being including in player ratings, select ‘No’.

7. Waiting List Service – This action is ONLY for this event. This is an automated service that moves
players from and to the waiting list based on their registration and the settings for the event. Select
“On” to have the service automatically scan registrations and move them from and to the waiting list.
Select “Off” to turn this service off.

8. Is Wheelchair Event? – On or off. This will work with the Simulator to schedule this event only on
courts that are wheelchair accessible and playable.

9. Bracket Level – Select the appropriate category for this bracket. If Junior or Senior Discounts have
been set, eligibility for those discounts are determined by the Bracket Level set here. Be aware that
the software use fee for Pro events is higher than for amateur events.

10. Bracket Format –

• Single Elim. Bracket – The winner of each match advances to the next round in that bracket, and the
loser is eliminated. Seeding can be done randomly or manually.

• Double Elim. Bracket – The winner of each match advances to the next round in that bracket, and
the loser moves to the losers bracket. Losing a match in the losers bracket eliminates a team from the
competition. Seeding can be done randomly or manually. Selecting Double Elimination brings up the
following screen:

All players in a cancelled event will be removed. The ability to cancel an event allows
Tournament Directors to easily delete an event that may no longer be planned for the
tournament. Use this feature with caution for situations such as weather problems where the
event will not be re-scheduled.

!
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Select Prevent if you want to stop the losers bracket from playing back up into the winners bracket. If
selection is Prevent, the losers bracket players can ONLY win bronze at best. If selection is Prevent,
the players in the gold/silver medal match in the winners bracket do NOT get a second gold/silver
round. The loser of this round gets the silver. This selection reduces the event by 3 matches

• Round-Robin – Round robin brackets list matches played by round and are formats in which each
competitor plays against everyone in their division. Seeding can be done randomly or better skilled
competitors can be match up against the weaker ones in the first round. The deciding factors for
determining the winner can be number of matches won, head to head, total points earned, or point
differential. Some events give a bonus to the winning team of each match won. In the event a tie
occurs, various methods can be configured to calculate tie breakers. (see Event Info Page 5 for
information about how to configure the priority of your factors)
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4.2.5.3. Event Info Page 2

1. Player Group –

Mens – Men Only
Womens -Women Only
Mixed – One Male Only & One Female Only
Coed – Any Combination of Gender Can Play. NOTE: Players will enter into this bracket with their
Doubles Rank NOT their Mix Doubles Rank.

2. Format – Choices are Doubles, Singles and Doubles Blind Draw

3. Skill – Use the drop down options to select the skill level for this event. You can specify any level, a
single level or a range including less than and more than.

4. Skill Rule – If you specify a skill level, do you want lower skilled players to be able to register for this

For a blind draw event, the system creates the matchups when the event is verified. If it is a
Men’s, Women’s or Coed event, you must have an even number of players or one will be
left out of the matchups. On the first verification screen, you will see the matchups that were
created. You can select the Randomize button to create new matchups or move individual
players to match them up with others on the list. For a mixed double blind draw, you must
have an even number of men and women.

!
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event? If so, check this box.
5. Only One Partner May be Lower Than Skill – You will see this if you allow lower skilled players to

sign up. If you would like only one of the two partners to be lower than the selected skill then choose
‘Yes’. Example: If you create a 4.0 Mens Doubles 50 and Under bracket but want to allow lower
skilled players to sign up, you can specify that only 1 of those players can be lower than 4.0 by
selecting ‘Yes’.

6. Age – Use the drop down options to select the age for this event. You can specify any age, a single
age or a range including less than and more than.

7. Age Rule – If you specify an age or age range, do you want older players to be able to register for
this event? If so, check this box..

8. Only One Partner May be Older Than – You will see this if you allow older players to sign up. If you
would like only one of the two partners to be over the selected age then choose ‘Yes’. Example: If you
create a 3.0 Mens Doubles 50 and Under bracket but want to allow for older players to sign up. You
can specify that only 1 of those players can be over 50. The other one has to be 50 or under.
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4.2.5.3.1. Single Elimination Special Options

Selecting a single elimination format allows the TD to specify other options for
the event.

1. The event can exclude a Bronze medal match completely.
2. A custom seeding configuration can be set to give automatic bye’s to the top 8 or 16 teams.

• Top 8 teams get a bye to the Round of 16 – this benefits the top seeds by delaying their entry into the
bracket and also benefits the lower seeded players by not having them face the top seeds in the first
round.

• For large brackets, you can also give a bye to seeds 9 through 16, delaying their entry until the Round
of 32 where they will be matched up against either each other or surviving teams from the earlier
rounds, before facing the top seeds in the Round of 16.
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4.2.5.4. Event Info Page 3

1. Type a Custom Title – The system can auto generate a title for this event. (Note that the title shown
here is different from the title on the page heading because the age range of the bracket was changed
while editing. The new title will be saved when your edits are confirmed.) If you would rather type your
own custom title you can select ‘Yes’ for this option.

If you type in your own title but leave this as No, your title will not be saved.!
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2. Title – Type your title here or leave the generated title in place
3. Subtitle – Use this to add additional information about the event. Subtitles are displayed on the public

event and player lists.
4. Third Party Code – Use this field if you need to give your event a specific code. This value is not

used in PickleballBrackets.com although may help relate to another system.

5. Import Code – Not used by the system.
6. Is Private Event? – You can designate any event within a tournament as a private event. That will

restrict registration to players who have the private code.
7. Venue – This is the physical location where this event will be played. In most cased this is the same

location as the primary tournament location although bigger tournaments may have multiple locations.
Use the drop down menu to change the location of this event.

8. Link to Parent Activity – If the roster of players for this event will be determined by the results of a
previous event, select the previous event here. An example of this would be the need to create more
than one single elimination playoff where the players come from a previous round robin event. The
previous round robin event is the Parent Event.

9. Allow ‘Need a Partner – Select this option if you allow player to register with a status of “Need a
Partner”. Players who need a partner will be shown on the main Player by Event listing with a Contact
button next to their name so that other players without partners may get in touch with them.

10. Register Same ‘Player Group’ & ‘Format’ Combo Override – It will apply only to this event. For
example: If this event is Men’s Skinny Singles and you want players to also be able to register for
Men’s Singles, switch this to Yes.

National Senior Games State Qualifying Tournaments use this field to create the Senior
Games Qualifying Report. See the section of this manual explaining how to set up a
National Senior Games Qualifying event.
*

This overrides the tournament setting of: Can a Player Register for Multiple Events with the
Same ‘Player Group’ & ‘Format’ Combo in One Registration.*
Be sure to consider this when scheduling your events. PickleballBrackets.com cannot
prevent players from registering for two different types of events at the same time!

!
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4.2.5.5. Event Info Page 4

1. Max Teams – This is the maximum able to register for this event. If this is a doubles event this would
be the Max Teams. If this is a singles event this would be the Max Players. Players attempting to
register after the event is full will be given the option to sign up on the waiting list. Waiting list
registration does not incur a fee. Registration fees are imposed when a player gets into the event from
the waiting list. If you select Unlimited from the drop down menu, there will be no restriction on the
number of teams allowed to register for this event and the Waiting List Automated Service will not run
unless you set a time limit for partner registration.

2. Max Waiting List Teams – This is the maximum number able to register directly to the waiting list OR
be moved to the waiting list from the Waiting List Automated Service. If this is a doubles event this
would be the Max Teams. If this is a singles event this would be the Max Players. If you have the
Waiting List Service turned on, the service will continue to move players to the waiting list until the
maximum is reached. Select Unlimited on the drop down menu if you don’t need to control the size of
this list.

When Max Waiting List is set to ‘0’ the waiting list service will not run on this event and
Limit Teammate Must Register Within cannot be used because there is no waiting list to
put the players on.
*
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If the tournament is set up to use a lottery, there will be an extra field to specify the maximum number of
lottery registrations permitted for the event.

3. Limit Teammate Must Register Within – If this is a doubles format you can choose to force the
second teammate to register within a specific timeframe of the first player. If a teammate does not
register within the specified time limit then the first player will be placed on a waiting list automatically.
Emails will go out to both players when this happens. Once the second teammate registers they will
be moved off the waiting list ONLY if there is still room in the event.

4. Date of Event – This is the date and start time for this event. The date is used to calculate the date
range for the tournament and is shown on the event detail screen and Player by Event listing.

5. Display Time Type – There are multiple choices here. You can choose to show the selected time,
show the generic time of day, or not show either. If you select “None” then only the date will show on
PickleballBrackets.com.

6. Prioritize Date/Time of this Event on Planner – Turn this on to force the simulator and planner to
prioritize this event over any others scheduled at the same date/time.

The next section of this manual will explain how to set age group splits within an event. If
splits are set, both Max Teams and Max Waiting list Teams are configured within the age
split.

!

For teams to be moved from the waiting list into an event when an opening occurs, Both
Players on the team must be signed up. If a player on the waiting list does not have a
partner, or if they have named a partner who is not signed up, they will not be moved into
the event. For doubles and mixed doubles, position on the list is based on the sign up date
of the First partner to register.

!
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4.2.5.6. Event Info Page 5

Medal Round Robin with Elimination Bracket – Single or double elimination playoffs may be added to
any round robin event.

• No – Choose this award medals based on the final standings of Round Robin play.
• Yes – Play Single elimination medal round.
• Yes – Play Double elimination medal round. – Double elimination playoffs have options that can

shorten the medal round playoffs.

Prevent losers bracket from going back up to winners bracket – Select this option if you want to stop
the losers bracket from playing back up into the winners bracket.If selected the losers bracket players can
ONLY win bronze at best.If selected the players in the gold/silver medal match in the winners bracket does
NOT get a second gold/silver round. The loser of this round gets the silver. This selection reduces the event
by 3 matches

Bronze from losers of semi-finals in winner bracket – Select this option if you want the bronze match to
be created from the losers of the semi-finals in the winners bracket. This selection reduces the event by 4
matches
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RR Head to Head Tie Breaker Logic – Description of the IFP Round Robin Tie Breaker Logic

Head to Head ties are broken by using the tie breaker logic specified above before moving
on to the next step.*
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4.2.5.7. Event Info Page 6 – Round Robin
Score Format

1. Round Robin – If this is a straight Round Robin event or if it has multiple Round Robin pools that
lead to a playoff, select the score format to be used, the estimated time per match and the number of
time outs allowed per match. The score format and time outs will be printed on the score sheets. The
format will govern how scores are entered and how rankings are calculated and the time per match
will be used to generate the daily schedule.

2. Pre-Medal Matches – If you have a medal round scheduled after the main Round Robin event, these
are playoff matches that will lead up to the medal matches. If you have more than four teams in a
playoff round, there will be pre-medal matches.

3. Bronze – The Bronze medal (consolation) match.
4. Gold/Silver – The Gold/Silver medal match.
5. Show Seed on Round Robin – Select Yes if you want the players to see how they were seeded for

the Round Robin matches.
6. Show Seed on Bracket – Select Yes if you want the players to see how they were seeded for the

playoff round.
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4.2.5.8. Event Info Page 6 – Single Elimination
Score Format

1. Winners- These are matches that will lead up to the medal matches.
2. Bronze – The Bronze medal match.
3. Gold/Silver – The Gold/Silver medal match.
4. Show Seed on Bracket – Select Yes if you want the players to see how they were seeded.
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4.2.5.9. Event Info Page 6 – Double
Elimination Score Format

1. Winners- These are all matches in the Winners (upper) bracket.
2. Losers- These are all matches in the Losers (lower) bracket.
3. Bronze – The Bronze medal match.
4. Gold/Silver – The Gold/Silver medal match.
5. Gold/Silver – Second Match if Winners First Loss – This only applies if you selected “Allow losers

to play back into the winners bracket” when you set up your Double Elimination format.
6. Show Seed on Bracket – Select Yes if you want the players to see how they were seeded.
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4.2.5.10. Event Info Page 7

Custom Match Dates
For single and double elimination events and for Round Robin events with a single or double elimination
playoff, there is an ability to schedule the final four rounds of play on a different day from the preliminary
games..Enter your choice of date and time here.

These dates will be carried over to both the simulator and daily planner.*
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4.2.5.11. Event Info Page 8

1. Print Next Available Matches Automatically – This feature will automatically print the next available
matches for an event after match scores are entered. This should be turned on if you did not print all
of the score sheets for this event in advance or for double or single elimination events where you are
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assigning games to the next available court.
2. Print Next Available Round by Round – This feature controls the order of score sheet printout for

round robin events. If it is set to “Yes”, score sheets will print out in round order. If it is set to “No”,
score sheets will print out depending on the availability of players.

3. Court Assignment Type – Select “Designated” to tell the simulator that you want to restrict events to
a certain number of courts. Use “Next Available” to all the computer to create a schedule based on
court availability.

4. Auto Move Next Up When Score is Entered – If the tournament is using the “Next Up” feature for
the waiting queue and court assignments, turn this on to automatically move the Next Up team onto
the court once the previous match score is entered.

5. Text Message for Court Assignment- Use this drop down menu to select the default location for text
message instructions for players.
Choices are:

• Based On Ref Asn: Based on the match being assigned to a referee or a not.
• To Court Always: Every court assignment text will send them to the assigned court.
• To Score Table Always: Every court assignment text will send them to the score table.

6. Text Message for Next Up Court Assignment- Use this drop down menu to select the default
location for text message instructions for players.
Choices are:

• Basic Information: This is a text just informing them they will be next up on a specific court with no
action needed.

• To Court Always: Text telling them they are the next match on a court and to GO TO the court NOW.
• To Score Table Always: Text telling them they are the next match on a court and to GO TO the score

table NOW.

7. Show this Event on Tourney Registration – This feature might be set to ‘No’ if this is an extra
event after the tournament or it’s a private event at the tournament.
An example would be having players pay an additional $5 at the tournament to participate in a 50/50
skins bracket after all other brackets were played on that day.

8. Include in Reg. Cost – If you set up your tournament so that a specific number of events are
included in the tournament registration cost, is this event one of them?

9. Event Cost – If a player registers for more events than what are included in the tournament
registration cost, what is the additional cost for this event? – OR –
If this event is not included in the events covered by the tournament registration cost, what is the
additional cost for this event?

10. Is Money Event – Check Yes if this event will pay out money to the players.
11. Is Required – If this event is required, then during player registration they will automatically be

entered into this event without the need to select it. You should select this option if your tournament
only has one event.

12. Medals Awarded – This feature is usually set after the event is already been played. Display
numbers for 1st, 2nd, and 3rd rather than Gold, Silver, and Bronze.
You may use this feature if you don’t finish an event and wish to manually award medals.
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13. Hide Players? – This feature will hide all the players in this event from the public. NOTE: This does
NOT hide the totals for the bracket registration. It ONLY hides the player list.
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4.2.5.12. Settings for Events that Require
Qualifying
Single elimination events can be set up as qualifiers for a Main Draw, Consolation
or both. If it is a single elimination event, the Main Draw can be set up as a
qualifier for a Bonus event for losers from the early rounds of the Main Draw.
Main Draw, Consolation and Bonus events that are not qualifiers can be round
robin, single or double elimination. These related events have special setup
options. The following sections of this manual will explain how to set them up.
Preparing and running those events will be covered Here in the section of the
manual that explains how to prepare and run the tournament.
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4.2.5.12.1. Qualifying Scenarios
There are two main qualifying scenarios that will determine how to set up your
events.

1. Scenario 1: (The Standard PPA and APP Pro Format) The Tournament Director has decided on
a core of players or teams that will play in the Main Draw. There are additional spots in that
event that will be filled by players from a qualifying event.

• For Example: The Main Draw has 24 Pro Teams who have guaranteed spots in the event. There are
eight more spots available. All teams will register for the Main Draw. When registration closes, the
tournament director will leave the guaranteed teams in the event and move all remaining teams to the
Qualifying Event. The Qualifying Event is played until there are eight teams remaining. They advance
to the Main Draw that already has 24 teams. Optionally, the remaining teams may be moved to a
Consolation event.

2. Scenario 2: All teams must qualify for the Main Draw by playing in the qualifying event. This
Scenario is Not Yet Implemented

• For Example: The Main Draw has 32 slots. The Qualifying Event has 64 slots. All teams register for
the Qualifying Event. That event is played until there are 32 teams remaining. Those teams advance
to the Main Draw. Optionally, the remaining teams may be moved to a Consolation event.

Reminder: All events that qualify for another event must be set up as Single Elimination.*

Pickleball Brackets PB Manual - 1_en

Page 277 of 707



4.2.5.12.2. Event Setup for Scenario 1
The Main Draw is the event that players register for. A designated number of
players will be moved from this event to the qualifying event after registration
closes.

Set up the Main Draw event as follows:

1. Set it up the way you want them to play out, Round Robin, Single or Double Elimination, can loser
bracket play back to winners bracket and so on.

2. If the Main Draw will be a qualifying event for a Bonus event, it must be set up as Single Elimination.
3. Link to Parent Event – None
4. Include in Registration Cost – Yes or No, up to the Tournament Director
5. Event Cost – Set this to whatever you want to charge for this event.
6. Lock Public Registrations – NO

The Qualifier is the event that some players from the Main Draw will be moved to
after registration closes. A designated number of players from this event will
qualify for the Main Draw. Optionally, a designated number of non-qualifying
players may also move to another event (Consolation or Points Draw).

Set up the Qualifier event as follows:

1. Set it up as a Single Elimination
2. Link to Parent Event – Main Draw
3. Include in Registration Cost – NO
4. Event Cost – $0
5. Lock Public Registrations – YES

Set up the Consolation event as follows:

1. Set it up the way you want them to play out, Round Robin, Single or Double Elimination, can loser
bracket play back to winners bracket and so on.

2. Link to Parent Event – Main Draw
3. Include in Registration Cost – No
4. Event Cost – $0
5. Lock Public Registrations – YES

After the Main Draw and Consolation events are set up, Edit the Qualifier event.

1. Set Is Qualifier to Yes
2. From the Winner to drop down menu, select the event the winners go to (usually the Main Draw) and
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the criteria for teams that will move.
3. From the Loser to drop down menu, select the event the losers go to (usually the Consolation) and

the criteria for teams that will move.

If there is a Bonus Draw event for a specified number of losers from the Main Draw, set it up as
follows:

1. Set it up the way you want them to play out, Round Robin, Single or Double Elimination, can loser
bracket play back to winners bracket and so on.

2. Link to Parent Event – Main Draw
3. Include in Registration Cost – No
4. Event Cost – $0
5. Lock Public Registrations – YES

1. Set Is Qualifier to Yes
2. From the Loser to drop down menu, select the event the losers go (usually the bonus draw) and the

criteria for teams that will move.

After the Qualifier, Consolation and Bonus events are set up, Edit the Main Draw event if
you have a Bonus event for the losers*
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4.2.6. Managing Age Group Splits

Once a skill level event has been created, it can easily be split into age groups
using the Manage Splits option on the event sidebar menu. This is a powerful
feature that allows Tournament Directors to create and modify age brackets
before, during and after the registration period. When age splits are created either
before or during the registration period, players will register into those age
groups. Age splits are also used by the Planner Snapshot to create a potential
schedule based on the expected number of players in each age group.

1. Before Registration Opens – Age group splits can be created so that players can register by age
within a specific skill level.

2. During Registration – Age groups can be expanded or shrunk to modify the size of the bracket.
Players will automatically be moved to the appropriate age group.

3. After Registration Closes – Age groups can be created from any skill level event in order to split one
event into multiple skill level/age group events or combine or combine age groups into one event.

If age splits are created after players have registered, either turn the waiting list service off
for the tournament or set maximums for each age split if you want to keep players on the
waiting list in the new age group. If maximums are not set and the waiting list service is
on, eligible waiting list teams will be moved in as soon as you save the settings.

!

Pickleball Brackets PB Manual - 1_en

Page 280 of 707



4. Before Registration Opens – Using the Age group split functionality, Tournament Directors can
create separate skill level/age group events. Once created, these events cannot be modified using
the manage splits function.
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4.2.6.1. Adding the First Age Splits
Selecting the Manage Splits option will bring you to this screen. Click on Add
New Split.
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The system will add two splits to the event. The first will be a one year split
starting with the minimum age for the event and the second will be all ages above
that. From that point on, age ranges may be modified and more splits can be
added.

If the tournament is set up to use a lottery, there will be an extra column allowing the TD to set a maximum
number of lottery registrations for each age split.
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Save the created split using the Green “Save Splits” button. Do Not click on the Red
“Generate Events” button until you are ready to create permanent events from the splits.

!

Pickleball Brackets PB Manual - 1_en

Page 284 of 707



4.2.6.2. Adding Additional Splits
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Changing the maximum age for the first split will automatically adjust the age
range for the next one. Changing “And above” for the second split to an actual
age, will automatically add a third split. From there, “And above” may be adjusted
to an actual age to add as many splits as are needed for the event. Changing the
age range for any split after that will automatically adjust the ages of the splits
above and below that one. If you expand the age range of any split to encompass
the entire previous or following split, the unneeded split will be automatically
deleted.

Save the created splits using the Green “Save Splits” button.Do Not click on the Red
“Generate Events” button until you are ready to create permanent events from the splits.

!
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4.2.6.3. Configuring Splits
The general configuration of splits will conform to the parameters that were set
for the event. However, the tournament director may add other limitations to each
of the age groups to control the registration process.

1. Max TMS – the maximum number of teams allowed in that age group.
2. Max Wait – the maximum number of teams allowed on the waiting list.
3. Allow Older – Check this to allow older players to play down into the age group.
4. At least 1 must be in age split – Check this to require that at least one of the partners fit into the age

range. If it is not checked, teams of any age will be permitted to register as long as the Allow Older
option is checked.
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Save the created splits and the configuration using the Green “Save Splits” button. Do Not
click on the Red “Generate Events” button until you are ready to create permanent events
from the splits.

!
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4.2.6.4. Creating Splits When Teams are
Already Registered
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If an event was set up as a skill level event with no age group splits, the
Tournament Director may use the manage splits function at any time, either
during or after the registration period, to split the event into age groups. If this is
done during registration, all future players/teams will register for their age group
within the event.

Select Manage Splits from the event and add one split. The first one year age
group will be created and players will be placed into the remaining age group.
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4.2.6.4.1. Adding Splits with Players
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Add and configure the additional age splits and players will be automatically
placed correctly.

Pickleball Brackets PB Manual - 1_en

Page 293 of 707



Pickleball Brackets PB Manual - 1_en

Page 294 of 707



Save the created splits and the configuration using the Green “Save Splits” button. Do Not
click on the Red “Generate Events” button until you are ready to create permanent events
from the splits.

!
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4.2.6.4.2. Manually Moving a Player or Team
to a Different Age Split
In some cases, Tournament Directors might want to move a team or player up or
down to a different age split. To do that from the splits menu, click on the “Move
Player To” menu next to the team name and select the age group to move to.
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The team will be moved to the new age group.

Save the created splits and the configuration using the Green “Save Splits” button. Do Not
click on the Red “Generate Events” button until you are ready to create permanent events
from the splits.

!
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4.2.6.5. Finalizing Split Settings
Split settings must be saved but are not permanent and can be modified by the
Tournament Director at any time. Once the Tournament Director is satisfied with
the split settings, the actual tournament events can be generated. This is usually
done at either of the following times:

1. When the events are set up for the tournament. This allows the Tournament Director to quickly create
empty Skill Level/Age Group events. Once events are generated, the age groups cannot be
modified using the manage splits function.

2. When registration closes and the Tournament Director wants to finalize the age splits. This must be
done prior to verifying the tournament brackets.

Click on the Red Generate Events button to finalize the age splits.*
Run the simulator schedule after generating age splits.!
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4.2.7. Special Tournament Formats

Certain Organizations have regulations about how the
tournament should be structured and how results should be
reported. These include national sanctioning bodies and
other national or regional organizations. This section of the
manual will cover the procedures for setting up tournaments
that conform to their specifications.
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4.2.7.1. National Senior Games State
Qualifying Tournaments

The National Senior Games are held every other year in
summer or fall of the odd numbered years. State qualifying
takes place in the previous even numbered year. States are
permitted to format their tournaments as they wish and state
qualifiers can be single or double elimination or round robin
events. However, the National Senior Games requires states
to report results in a specific format and to limit qualifying
from their tournaments in certain ways. The following pages
will cover the best methods for setting up state qualifying
tournaments that conform to the National standards.
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4.2.7.1.1. National Senior Games Regulations

A full listing of the National Senior Games Regulations
governing Pickleball can be found on their website here:
National Senior Games

These are the specific parts of the regulations that govern
the setup of a qualifying tournament.

1. Age Groups – Qualifying is by five year age groups starting at age 50. Age is calculated based on the
last day of the qualifying year.

2. Skill Levels – Skill levels for the National Tournament are Division I, 4.5 and above, Division II, 4.0,
Division III, 3.5 and Division IV, 3.0 and below. Directors of state qualifying tournaments are free to
configure the divisions as they wish to conform to the needs of their player population. However, at
the national tournament, all qualifiers will play in the National Tournament division that covers their
skill level at the time of the tournament.

3. Players must play at the skill level of the higher rated player and the age of the younger player. A
team of two older players may not play down into a younger age bracket.

4. The top four teams in each skill level/5 year age group in every event will qualify for the National
Senior Games.

5. There are four qualifying spots reserved for home state teams if they do not finish in the top four
spots.
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4.2.7.1.2. Tournament Setup

When you set up the tournament, make sure that the Require
Full Address switch is turned on:

At the conclusion of the tournament, PickleballBrackets.com will create a results report that
can be sent to the National Senior Games Association. They require the full mailing address
of every player.
*
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4.2.7.1.3. Event Set Up

National Senior Games qualifying events should be set up as
Skill Level events. Age groups will be set within the skill
level.

1. Create an event as a skill level event with an age range of 50 and above. It can be any event in the
tournament such as Men’s, Women’s or Mixed Doubles or Singles.

2. Complete all of the setup information that you need to describe the event, it’s format, dates, scoring,
officiated status, partner registration deadline, etc.

3. Do not enter Max teams or Max waiting list teams. Those will be entered separately for each
age split.

4. Enter the skill level and age information as shown here:

• Skill Level is required.
• The Title will be generated automatically.
• The Subtitle is not required but helps to further describe the event for registering players.
• The Third Party Code is required and must be in the format shown. The word “Division” followed by a

space the Roman Numerals I, II, III or IV. This should correspond to the skill level of the event.

The Tournament Director can limit registration to only the designated skill level if they like
rather than the skill level and “under”. That is a local decision and is not mandated by the
National Senior Games Association.
*
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At the top of the Event setup screen, make sure that the USA
Senior Games buttons is turned on. Turn the Additional
Medals buttons off.

Save the event when you are done.!
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4.2.7.1.4. Adding Age Splits to the Event

Age splits are added within the event after it is set up. Select
Manage Splits on the left side of the screen.

Click on Add New Split

The first split should be Age 50-54.
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Change “And above” for the second split to 55-59 to automatically add a third
split. From there, “And above” may be adjusted to to add as many 5 year age
splits as are needed for the event. Age splits for the National Senior Games
qualify range from 50 to 100.
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Save the created splits using the Green “Save Splits” button.Do Not click on the Red
“Generate Events” button.

!
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4.2.7.1.5. Formatting Age Splits

Once the splits are created, you can limit the size of the
bracket, the eligibility and the waiting list.

1. Select the Maximum Number of Teams for the Age Bracket.
2. Select the Maximum Number of Teams for the Age Bracket Waiting List
3. Click on the “Allow Older” box to turn it on.
4. Click on the “At least 1 must be in age split” box to turn it on.
5. Click on “Save Splits” again.

The National Senior Games does not allow a team to play down in age unless one of the
players is in that age group.

!

Do NOT click on the Red Generate Events button.!
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4.2.7.1.6. Creating the Remaining Events

After creating one event, with all of the age splits already
listed as part of that event, copy that event to create your
remaining events.
When you copy an event, remember to change these settings:

1. Change the type from disabled to active.
2. Change the skill level.
3. Change the player group.
4. Change the format.
5. Change the date.
6. Change the title of the event.
7. Change the Division.

Save the changes.

Do NOT click on the Red Generate Events button.!
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4.2.7.1.7. Generating Events

Once all age splits are set, the next step is to generate your
events. The events may be generated before registration
opens or after registration closes.
Either option will allow players to sign up in the correct age/
skill event for the tournament.

For each event:
1. Edit the event.
2. Select Manage Splits from the menu on the left.
3. Click on the Red Generate Events button.
4. Generate events for all age splits.

You may not manipulate split settings once events are generated. When registration closes,
you will be able to combine age groups and skill level groups to create playing brackets.

!
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4.2.7.1.8. Merging Skill Levels

For small brackets, you may need to take the next step of
merging skill levels together. This will create a merged
bracket for playing purposes. Senior Games qualifying and
medals will still be awarded based on the original Division/
Age group that the player signed up for.

Merging Events – Merging events will combine all players from two or more events into a new one. The old
events will no longer display on the public site.

To Merge Events:

• Scroll down to one of the events to be merged and click on the copy icon.

• Select *Copy Event for Merge*

Do NOT move players from one event to another. Merge the brackets to combine players.!

Merging events should take place after registration closes. If a player or team registers for a
merged event, and you later unmerge that event for any reason, they will be left in the
merged event and will have to be moved manually. The merging process keeps track of the
original event to facilitate the awarding of multiple sets of medals.

!
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This will create a new event with the same configuration as the copied event with some extra options
on the sidebar menu.
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• Edit the parameters of the new event to reflect those needed for the merged group of players.
• Select Save and Proceed Next

This will bring up a screen with a list of potential events to merge based on your parameters.

• Click on the Don’t Merge checkbox of the events you want to combine. That will change them to
Merge. Click on the green Merge button.
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• The new event will show on your list of events with a Green link symbol. The original events will be
hidden from the event list and will be automatically switched to inactive status.

Turn on the Hiding switch at the top of the event list to view the hidden events.*
Events may be unmerged by editing the newly merged event and selecting the Unmerge
Events option on the left side menu bar.*
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4.2.7.1.9. Adding Players or Teams After All of
the Previous Steps are Completed

There may be situations where you need to add players after
you have finalized all of your events. These are the steps to
complete that process.

1. If the event is a merged event, edit the event and unmerge it using the unmerge option on the left side
of the screen.

2. Add the new player to the correct event by editing their registration on the attendee screen.
3. Merge the events again.
4. If the event is not a merged event, add the new player to the correct event by editing their registration

on the attendee screen.

Do NOT move players into events using the move players in option on the menu.!
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4.2.7.1.10. Final Results

Medals – When completed, medals for each event will
automatically be calculated. If the event is a single 5 year
skill/age group, no further steps are needed. If the event was
a merged event, created by merging either different age
groups or skill levels, medals can be awarded for each of the
original brackets using the procedure for Assigning
Additional Medals. Click Here for complete instructions.

NSGA Senior Games Report – When the tournament is
locked, a report of qualifiers may be printed from the reports
menu for doubles, mixed doubles and singles. The report is
an Excel spreadsheet in the format required by the National
Senior Games. Download the reports to send to the National
Senior Games office.

Review each report before forwarding. There may be players listed without a Division if they
were manually entered after events were generated and merged. The tournament director
may edit the spreadsheet to add any missing data.

!
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4.2.8. Pre-Registrations
Tournament directors can allow selected individuals to pre-register for the
tournament before general registration opens.

Players who you might want to grant a pre-registration privilege could include;

1. Members of your club
2. Tournament volunteers
3. Special invited guests such as pros, clinic presenters or vendors
4. Medal winners from a prior tournament

Select Pre-Registrations from the Main Menu to invite players to pre-register.

Pre-registered players will not show up on the tournament player list until general
registration opens.*
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4.2.8.1. Inviting Players to Pre-Register

1. Select your Pre-Registration Access Date and press Save – This is the date that you want your pre-
registered players to be able to register.

2. Select Add New to add players to your list.

That will bring up the player search screen.
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• Enter the name of the player your are searching for and press the Search button.

• Check the players you wish to invite.
• You can Check All or Uncheck All.
• Click Add All Checked and the players will be added to your list.
• You will then see a screen with the names of the players you have selected for pre-registration. You

may delete any if necessary.

• When you are ready to sent your invitations, select Send Pre-Reg Email. Players will receive an
email with a link to pre-register.

Players who you wish to invite, must have an account on Pickleballbrackets.com to show up
on the list.*
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If you wish to allow a discounted or free registration for any of the invited players, you
should email a discount code to them separately.*
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4.2.9. User Defined Fields
Tournament Directors have the ability to create a variety of different types of user
defined fields. These fields can be used for tasks such as:

1. Collecting T-shirt sizes
2. Collecting payments for extra items associated with the tournament such as lunches.
3. Allowing players to enter any information required by the tournament that is not on the registration

form
4. Collecting donations
5. Adding items or services such as clinics that both players and non-players may register for.

The following pages show a complete rundown of User Defined Field options and setup procedures.

User Defined Fields are a powerful way to add your own required or optional items to each
registration, thus making the process an all-inclusive one that can completely manage all
tournament details and finances.
*
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4.2.9.1. Adding Questions

This screen will appear when you select User Defined. If you have already created
User Defined questions they will appear on the list and you can click on the
question to make changes. From here, you have the following options:

1. Add and Save new questions.
2. Export the current responses to either a spreadsheet or a summary pdf file.
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3. Change the default text message on a purchase button for guest purchases.
4. Change the order of questions and/or how they are grouped on reports..

These exports can also be generated from the main Reports Menu for the tournament.*
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4.2.9.2. Question

1. Active – Do you want this question to appear on the registration? Switch to Inactive to turn it off.
2. Question to Ask – This is where you type your question details. It can be as simple as T-shirt size or

as complicated as a full description of a dinner menu that players can select when registering.
Whatever you type here will show on the registration screen and on player receipts.

3. Question Shorthand – Shortened version of the description to be used as a column heading for
reports.

4. Additional Required Fee – Use this for any MANDATORY fee that every player has to pay in
addition to any registration fees. This might include such items as a referee fee or parking fee.

If this item or questions is optional and has a fee attached, or if the fee depends on the
configuration of the item selected, such as t-shirt size or menu selection, DO NOT SELECT
THIS. Those fees are configured during the question and answer setup process for the item.

!
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5. Date Question Hides on Registration – This is the date when you no longer will allow players to
answer the question. You can use this for items that must be ordered in advance such as t-shirts or
meals. Players registering after that date would not have the ability to select that item.
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4.2.9.3. Question Details

1. Available to Players – Do you want the players to answer this question?
2. Available to Guests – Do you want guests to answer this question?

3. Is the user required to answer this question? – Can the user leave this question unanswered or is
it required.

4. Show this item on the check-in screen – Sometimes you give certain items to the registered person
during check-in. If this question represents one of those items then select “Yes” here. You can also
select Yes if you just want to confirm selection of a particular item, such as a lunch order, with the
player when they check in.

5. Show this item on the receipt – Answers that can be selected (not typed into a text field) can be
shown on the receipt if you desire. ALL answers with a monetary value associated to them will show
on the receipt.

Anything that you make available to guests will generate a “Purchase Items” button on the
main tournament page that can be used by non-players to select User Defined items or
options.
*
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6. Is there a fee associated with the question – Will you be charging a fee for the selected answer?
7. Can the answer be changed after registration is completed? – After a person completes the form

AND completes checkout, can they come back at a later time and change their answer to this
question?

8. Date the answer can not longer be changed – If you allow answers to be changed on this question
you can specify a date they can no longer change the answer.

9. If the player withdraws from the tournament, what happens? – If a player withdraws from the
tournament do you want to leave all the related answers to this question or remove it.This is important
because some questions have fees associated to them and ordering merchandise may be impacted.
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4.2.9.4. How Players will Answer

IMPORTANT: The more you allow questions to be answered with free form text entered by
the user the more chance for error.
If you want a specific answer then make sure you pick a response type that requires them to
select an answer and not type one in.

*
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Images

You may upload images of the item here if you’d like. This is often used for T-shirt images.
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4.2.9.5. Configuring Answers

For Checklist Boxes, Multiple Choice and Drop Down response types, you must specify the possible
answers to the question. In that case you will see this screen with a blue Answers button. Click on it to
enter your list of acceptable responses to the question.

For some user defined fields, you should be sure to include a “None” or 0 selection if you
are requiring a response. For example, you might want to require a response to the T-shirt
size question but allow players to select “None” if they do not want a t-shirt.
*
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4.2.9.5.1. Checkbox List Answers

1. Fee – Will you be charging a fee for the selected answer? Select Yes or No.
2. Add New – Click here to add an answer.

You will then see these options:

• Display Text – What is the text that displays for this answer
• Fee – If there is a fee then specify it here. This fee WILL be added to their registration during

checkout
• Max Per. Reg. – If this questions allow the user to select a number of items then you can specify the

max amount they can select. For example: People can buy a hat during checkout. You can limit them
to 5 hats during this checkout. No option to select a quantity will be displayed if 1 is set for ‘Max Per
Reg.’

• Count Available – What is the total number of items available for this question? For example: If you
only have 100 hats available to sell then you would select 100 here. Then the system will no longer
show this question after all 100 have been selected.

• Deselect All – Select ‘Yes’ if you are using a checkbox list AND this options indicates the registrant
desires no other item in the list. This will deselect ALL other options for this question except this item.

• Active – This will hide or unhide the answer from registered users.

Pickleball Brackets PB Manual - 1_en

Page 335 of 707



Once you have added all of your answers, your list will look similar to this. You may change the order of the
answers by using the blue Up and Down Arrows. Click the green Save button at the top to save your set of
answers.
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4.2.9.5.2. Multiple Choice Answers

Create
your list of possible answers and any fee associated with them. All will be shown but the user will be able to
select only one.
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4.2.9.5.3. Drop Down Answers

Drop
Down Menu Answers are configured the same way as Multiple Choice Answers.

In this case, there is no fee associated with the question.
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4.2.9.6. Sanctioned, Approved and Ratings
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Select this option to request sanctioning, specify the priority
for rating choices and to limit registrations to club members
only.
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Each Sanctioning Organization has it’s own requirements and application
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process. Select the organization and Save the page. Once the page is saved, click
on the Pending button to request sanctioned. Once the organization approved
your application, the pending designation will change to Approved.

You may also select the priority order you wish to use to check player ratings. If none of the selected
options produce a rating, then the self rating will be used. If the primary selection is the
PickleballBrackets.com tournament rating, an additional option will show allowing you to choose if you’d like
to use the Senior Rating for players 50 and over instead of the overall rating.

The Senior Rating will only be used for bracket placement if the following criteria are met:

1. The player is 50 years of age or over
2. The bracket they are playing in is designated as Senior Amateur or Senior Pro.

Some organizations will automatically attach the appropriate pending or approved logo to
your tournament listing.*

For USA Pickleball Sanctioned tournaments, the UTPR is automatically selected as the first
rating option.

!
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4.2.10. Volunteers

Tournament Directors can add volunteers directly and can also add a volunteer
button to the main screen to solicit help for all types of tasks. Click the Volunteer
selection on the tournament management menu to get to this screen. The
tournament director may create either or both an area of volunteer need and a
time slot for sign up.

The volunteer list can be sorted by date and time or by area/task. If no time slots or areas are created,
volunteers will be able to sign up on a general list.

There are two volunteer reports available to the Tournament Director from the reports menu. Both are
created in spreadsheet format and can be edited and sorted as needed.

1. Volunteer Stats – Shows the number of volunteers for each area/task.
2. Volunteer Signups – Lists the Names, times, areas and contact information for every volunteer.

Potential volunteers must have a PickleballBrackets.com player account. If you manually
add a volunteer who does not have an account, the system will create an account for that*
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person.
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4.2.10.1. Volunteer Areas
Click Areas to view this screen. It shows all preset areas included with the
PickleballBrackets.com template. You may add your own or delete any as needed.

Areas must be specified before time slots can be created..*
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4.2.10.2. Add Volunteer Time Slots

Select a date and time range and press the Add button. This will created a new
time slot. Once the time slot is created, scroll down to it to specify the number of
volunteers needed in each category. Click on the Update button when done.

If the tournament is being held in more than one location, you will have to select the location
first.*
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4.2.10.3. Volunteer Time Slots
A complete list of Volunteer Timeslots will look similar to this. It shows the day
first, each time slot within the day and each area within the time slot.
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4.2.10.4. Add a Volunteer

Tournament Directors may use the Add a Volunteer button to add someone to the
schedule.

Individuals may add themselves from the main tournament screen if the Activate Volunteer
button is turned on in Tournament Settings.*
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4.2.10.5. Search for a Name
Enter the name, email address or phone number of the potential volunteer and
press the search button.

If the person is found, you may select him/her from the list of players. If not, use
the Add a Volunteer button to add them.
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4.2.10.6. Add the Time and Area
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Once a volunteer is added, use the edit button next to their name to assign dates
and tasks to that person. Be sure to save changes when done.
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4.2.11. Referees

Tournament Directors can add referees directly and can also add a referee button
to the main screens. Click the Referee selection on the tournament management
menu to get to this screen. The tournament director can create a referee time
slots for sign up. If no time slots are created, referees can sign up on a general
list.

The referee list can be sorted by date and time or by area/task.

There are two referee reports available to the Tournament Director from the reports menu. Both are created
in spreadsheet format and can be edited and sorted as needed.

1. Referee Stats – Shows the number of referees, line judges and backup referee for each time slot.
2. Referee Signups – Lists the Names, times, areas and contact information for every referee, backup

referee and line judge.
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4.2.11.1. Add Referee Time Slots

Select a date and time range and press the Add button. This will created a new
time slot. Once the time slot is created, scroll down to it to specify the number of
referees, and line judges needed. Click on the Update button when done.

If the tournament is being held in more than one location, you will have to select the location
first.*
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4.2.11.2. Add a Referee
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Tournament Directors may use the Add a Referee button to add someone to the
schedule. Referees may be designated as primary or backup.

Individuals may add themselves from the main tournament screen if the Activate Referee
button is turned on in Tournament Settings.*
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4.2.11.3. Print All Ref Sheets

Each referee that is added to the tournament will have a unique QR code that can
be printed. The QR code allows the referee coordinator to use a scanner to
quickly assign referees to each match.
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4.2.12. Managing Registrations

Managing Your Tournament Registrations
Once your tournament registration period has opened, you will have to manage the registrations. The
amount of registration management required will depend upon the registration options you selected.

1. No Online Registration – With this option, all registrations and payments are through the mail or
some other physical method. The tournament director will have to enter all information for every
player and all payments.

2. Online Registration Without Online Payment Processing – With this option, players are able to
register online but either send their payment or bring it on the day of the tournament. The tournament
director will have to enter payments as they are received.

3. Online Registration and Payments Without Automatic Waiting List Management – With this
option, players are able to register and pay online. The tournament director will have to manually
move players and teams to and from the waiting list based on event openings.

4. Online Registrations and Payments With Automatic Waiting List Management – With this option,
the program manages all registrations and waiting lists.

For all Registration Options, Tournament Directors have complete control and can add, edit
or delete any player registration or guest payment.*
If you have allowed multiple payment options for your tournament, you will have to maintain
payments that are not made online.

!
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4.2.12.1. Attendee Menus
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Select Attendees from the slide in menu.
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4.2.12.2. Attendee Screen

From this page, tournament directors may view, add and edit attendee records. This top portion of the
screen includes options for locating and adding new players. A complete list of registered and withdrawn
players follows.

1. Filtering Options – Use these options to narrow down your list to certain events, registration and
payment categories. You may search for a specific player by entering the player name in the search
box.

2. Search – Click here to initiate the search.
3. Reset – Click here to reset the search parameters.
4. Export the List – Click here to export the current list to an Excel file.
5. Add a New Attendee – Click here to add a new player.
6. Update All Player Event Ratings – Click here to update all current player ratings for all events to

their current rating. This option will use the rating priority set by the tournament director under the
Sanctioned, Approved and Ratings menu option.

7. Quick Search – Click on a letter to narrow your search to players whose last name starts with that
letter.

8. Remove – Click here to remove the current last name letter.

USE WITH CAUTION – This option cannot be reversed and may result in players registered
in events that they no longer qualify for. It does not move players in or out of events.
Depending on the total enrollment numbers, and the sanctioning level of the tournament,
this process may take up to a half hour.

!
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4.2.12.3. Maintaining the Attendee List –
Adding a Player

These are the situations where Tournament Directors would have to add players.

1. There is no online registration. All players would then have to be added by the Tournament Director
from mail in or externally submitted registration forms.

2. If online registration is enabled, there are often player who do not have the ability or the access
necessary to register on their own. Tournament Directors can add those players and their credit card
information.

3. Before registration opens or after it closes online, Tournament Directors have the ability to add
players.

Click the green Add New Attendee button to add a player to the tournament.

Be sure to have all personal information for a player handy before attempting to add them to
your tournament.*
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4.2.12.3.1. Add a Player Who Already Has An
Account

Many players have already created accounts with PickleballBrackets.com. The first step for entering a new
player into your tournament is to search for an existing account. You may search by Last Name, Email
Address or Phone Number. A last name or phone number search may return a list of players. An email
search will only return the name of one player.
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If the player you are trying to enter into the tournament is already registered, their registration will be
highlighted in green and you will be able to edit their registration if necessary.

Non registered players will not be highlighted. Click on the Register This Person button to sign them up.

If you are sure that a player has a PickleballBrackets.com account but can’t find them with
your initial search, try all three search methods. If they are still not found, click on the red,
Add a New Attendee button to create an account for them and add them to the tournament.
*
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4.2.12.3.2. Creating a Player Account and
Adding a Player

1. Email Address – A unique email address is required for every player.
2. First Name – Enter the player first name.
3. Last Name – Enter the player last name.
4. Cell Phone – Enter the player’s cell phone number.
5. Gender – Select the player’s gender.
6. Date of Birth – Select the player’s date of birth.
7. Country – Select the player’s country of residence.

8. State/Province/Region – Select the player’s State, Province or Region. The drop down menu will
only show valid choices for the selected country.

9. Skill Levels – It is important to enter accurate skill levels for each category. The initial skill level will

If your tournament requires a full address, you will have to enter that information here.*
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be used for event placement validation and as a starting point for future rating calculations.
10. Association Memberships – If a player is a member of any of these organizations, enter their

member number here.

If the tournament will be sending results to the USAPA for the update of UTPR ratings, an
accurate USAPA member number is required.

!
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4.2.12.3.3. Adding the Player Events

Event selection is the next step in the process of adding a player to the tournament.

The screen displays the basic information about the player, including skill levels and playing age, at the top.

The registration date is automatically generated when attendees register themselves. When a tournament
director enters a registration they can select a registration date. By default the current date is selected. This
feature is available for times when a paper registration is submitted and entered afterward and you wish to
record the actual date that the registration was sent.

Only the events that this player is eligible for will display on the screen. Select events by using the drop
down menu to switch from No to Yes for the events the player is entering. If an event is full, that fact will be
shown and the Tournament Director will be able to put the player on the waiting list.

Tournament Directors may override the maximum limits for an event and place the player
directly in to a full event.*
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If a player has been selected as a partner by someone else, the partner name will show and the default on
the selection menu for that event will be Yes instead of No.

Choose the events for this player and hit the green Next button to continue.
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4.2.12.3.4. Searching for a Partner

If a partner is needed for any event, this screen will come up after you choose the player events.

In this case, a partner is needed for two of the events. For Women’s Doubles, a partner was pre-selected,
so her information is shown and a partner search is not required. Click the blue Edit button to change that
partner.

For other events that require a partner, check I HAVE if the player has named a partner or I NEED if the
player is registering without a named partner. Click the green button to find the named partner. Why search
first? If the person already exists in our system, the player selection process is faster if you look for them
first. If the player is not already in the system, you will be able to enter them manually.

This box will appear to allow you to search for the partner.

Notice that it lists the gender, skill level and age qualifications needed for a match. Type the partner last
name and click the blue search icon.

A contact button will displayed on the tournament event player list next to the name of
anyone who needs a partner.*
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The search results will then be shown.
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Any individual with the same last name as the search name will be shown. Players who are not eligible to be
partnered up will show with an “Unavailable” notice above their name and the reason why they are
unavailable below their name. Players who are eligible will have a “Select” button above their name.

If the player you are searching for does not show, check your spelling and try entering only
the first few letters of the players last name. You can search with as few as two letters.*
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4.2.12.3.5. Adding a Partner Manually
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If the partner is not found, you can add the partner manually.

Click the blue Enter Partner Manually button to get this screen. Type the player’s first name, last name and
email address. If the tournament requires it, you will also have to include the player’s phone number.

This does not enter the partner into the tournament or add them to the
PickleballBrackets.com database of players. It only names a partner. The partner’s email
address will be used to contact them and let them know that they have been selected.
Whether a partner is matched up as part of a search or entered manually, they still have to
register on their own for the tournament.

!
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4.2.12.3.6. Other Items
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If this tournament has other items that players may select, you will see them here. Some items may be
optional and some may be required. Select the items for this player and click the Next button.

When adding or editing a player registration, you must hit the next button on each page to
advance. Changes are not saved until the registration options are confirmed and the receipt
is printed.

!

Pickleball Brackets PB Manual - 1_en

Page 382 of 707



4.2.12.3.7. Checkout Screen
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This is a summary of events, other items and payments for this registration.

1. Cancel or Back – Allows you to make changes or cancel this registration completely.
2. Your Cart – Shows a detailed description of all of the items and their associated costs. This

tournament had a $30 entry fee that included one event. Additional events were $10 each. The cart
shows that information.

3. Discount Code – If this player is eligible for a discount, enter the code here and click Apply
Discount. That will re-calculate the subtotal and add a line for any remaining balance.

4. Waiver(s) – The waiver box must be checked to proceed. If the tournament has its own waiver, there
will be a box for that. Each waiver has a Click to View link.

Click the Go to Checkout button to proceed to the Payment Page.
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4.2.12.3.8. Payments

The image on the left shows the general payment options available. It includes a drop down box of special
options available only to Tournament Directors as well as the payment options available to players who
register on their own.

1. Event Manager Entry – These include all of the options on the drop down menu on the right.
2. Credit/Debit Card – Select this if you have all of the credit card information or are registering

someone over the phone.
3. Onsite Payment – This will allow the player to pay at the event. The amount owed will show on the

screen when they check in for the tournament.
4. Mail In Payment – Not active for this tournament. This would print a bill to be returned with a check to

the tournament director.

Select the payment option and click the Complete to Payment button.
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4.2.12.3.9. Receipts
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When you are done, the receipt will print.

This receipt shows a balance due because the Pay Later option was chosen.

A copy of the receipt is automatically sent to the player. If partners were chosen, they will receive notice that
the player has registered and selected them.
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4.2.12.4. Maintaining the Attendee List –
Changing a Registration

1. Attendee Menu – This is a scroll down
menu that shows all of the options for
maintaining player registrations. (shown
as two images) Use the blue vertical
scroll bar to move up and down the
menu.

Edit a player registration to add or change their events or partners. To change an event,
select the new event and delete the old event if necessary. To change a partner, click on
the “Edit” button when you get to the partner selection page.
*
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Attendee Menu Options:

• Edit Registration – Change any part of the registration record for this player.

• Payment History – View the payment history for this player.
• Record Payment/Refund/Discount – Will show any of these options depending on the payment

status of the player.
• Messages – Show a list of all message that have been sent to the player.
• *Send Email*- Send an individual email to this player.
• Send Text – Send an individual text message to this player. (only available if text messaging is turned

on for the tournament.
• Give Refund (Stripe Only Option)
• View Receipt – View the most current receipt for this player.
• Update All Ratings – Will update all of the ratings for this player for all of the events that the player is

currently registered for. The rating used is based on the tournament setup option.
• Emergency Contact – View the emergency contact information for this player.

2. Withdraw – Click here to withdraw a player from the tournament.
3. Ratings – This shows the current ratings for this player. Self, WPR (World Pickleball Rating) and PBR

(PickleballBrackets Rating) are always shown. Ratings of other sanctioning bodies are shown based
on the tournament sanction status and settings. The current selected default rating selection is
highlighted in green.

4. Player Event Menu – The menu shows the options for updating this event for this player.

• Withdraw From Event – Will withdraw the player from this event only. If this is the
only event the player is registered for, they will also be withdrawn from the
tournament.

• Move to/from Waiting – Will move the player onto or off of the waiting list for this
event.

• Update Event Rating – Will update all of the ratings for this player for this event
only. The rating used is based on the tournament setup option.

If you Edit a Registration, be sure to continue to the end of the process to save your
changes. Changes are not made until the printed receipt shows on the screen.*

If registration fees were collected through PayPal, the refund is issued through the PayPal
account and will be automatically recorded here. If registration fees were collected through
Stripe, refunds are issued here using the “Give Refund” option. Selecting “Record Refund”,
allows you to record a refund that was issued outside of the program. This does not actually
issue a refund to the player.

!
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• Withdrawn Player Menu – This menu shows
the event options for a withdrawn player.

• Add Events
• Emergency Contact

5. The Rating for this Player in This Event
6. The Name of the Event
7. The Partner and their Rating in This Event
8. The Date that the Player Registered for this Event – If the player is currently on a waiting list, the

waiting list date will also show.
9. Withdrawn Info – This shows the date and time that the player withdrew and the name of the person

who withdrew them (either one of the tournament directors or the player themself) If the player has
user defined selections that were not deleted upon withdrawal, the word “Nonregistered” will appear
with a gray background.

10. Current Payment Status – PD – Amount Paid, DC – Discount, RR – Refund, Owe – Amount Owed
(Shown in red if a payment is due. Will be shown as a negative number if a refund is due.)

Refunds are shown for all players who withdraw from the tournament or from an event that
has a fee. The decision to issue a refund is always based on the individual tournament
policies.

!
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4.2.12.5. Using the Simulator
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The Simulator allows tournament directors to plan the daily schedule and to
estimate maximum capacity for each event based on court availability. It can be
run at any time during registration and will give an accurate visual display of
court utilization for both the actual number of registered players and teams as
well as future projections.
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4.2.12.5.1. Simulator Options – Round Robin

Simulator Options and How they Work – Round Robin

1. Save this Day – This button is used to save your changes.
2. View Schedule – View the generated planner with this button. To open the planner in a new window,

hold the Ctrl key down while clicking the button.
3. Start Time Settings – Actual start times calculated by the Simulator may differ from the times shown

on this screen due to time and court number restrictions. Click here to update the Simulator and Event
listing with the calculated times. (the next section of the manual explains the update process)

4. Print Start Times – Print a copy of the start times as shown on the simulator schedule.
5. Copy Settings to Live Events – Click here to save your planner settings to the event record. This will

save the time, maximum number of players, court type and number and playoff format (if any).
Settings will only be saved for events that have been saved with the Update Live Event switch
turned on. (No. 21 below)

6. Event Date – If your tournament runs on multiple days, select the date for the snapshot planner here.
Each day must be planned separately.

7. Location – If your tournament is being held in multiple locations, select the location for the snapshot
planner here. Each location must be planned separately.

8. Court Assignment Type – The program can assign the next available court as the event progresses
or the tournament director can assign blocks of courts to specific events. Your choice here will
determine how the program will calculate the schedule.

Simulator settings, including all start times, are used to verify events and to create the final
Daily Planner schedule. Do not skip this step unless you are sure that your calculated
schedule matches your planned Simulator schedule.

!
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9. Bracket Format – You can specify Round Robin, Single Elimination or Double Elimination. Some of
the options shown will change for different formats. This screen shows Round Robin options. Single
Elimination and Double Elimination will be shown on the following pages.

10. Start Time – What time do you anticipate starting this event? You can leave the same morning start
time for all events and the planner will schedule them starting with the largest event. Or you can
designate a start time and the planner will start the event at that time or at the next available open
time.

11. Estimated Time for Each Match – This is critical for successful planning. Use a reasonable estimate
based on the scoring format, size of the facility (players may need more time to get on court in a large
facility), and whether or not matches have referees. Don’t forget to build in time for warm up and time
outs.

12. Include? – Select Yes to include the event when you run the planner. Select No to exclude that
event.

13. Registered Teams – This shows the actual number of teams currently registered for the event. Both
– in a doubles or mixed doubles event, the number of teams where both players are fully registered.
Only One – the number of teams with only one registered player. WL Both – Waiting list teams with
both players registered. WL Only One – Waiting list teams with only one registered player.

14. Teams to Test – You can use the actual number of teams listed above or increase or decrease the
number to test the scheduling impact of the number of teams combined with the format you have
chosen. This is a powerful tool for estimating event capacity based on the number of courts and
maximum time available for the tournament.

15. Number of Courts Needed – For a round robin event, this is the number of courts needed for each
round of play. Ideally you would want enough courts for no more than one bye per round. You can
specify fewer courts here and the planner will use only that number to schedule the event. For Next
Available scheduling, this number will default to 1 since the Simulator controls how courts are
assigned.

16. Rounds – For smaller brackets, you may want the teams to play each other more than once. Select
the number of rounds here.

17. Number of Playing Pools – Large round robin events can be split into playing pools.
18. Teams to Medal Round – If you want the top teams to advance to a playoff round following round

robin play, you can specify the number of teams to advance here. A minimum of three teams is
required. If there is more than one pool, this number is the total number of players to advance from all
pools.

19. Medal Elimination Bracket Type – Your elimination bracket can be configured as either single or
double elimination.

20. Custom Medal Round Option – Choices will depend on the number of teams advancing from each
pool and the type of medal round being played.

21. Update Live Event – Set this to Yes to automatically update the event parameters for this event
based on these saved planner settings when you click on the Copy Settings to Live Events button
(No. 3 Above)

The Simulator can be run at any time. It’s results are not visible to the public.*
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4.2.12.5.2. Simulator Updates

This page allows the Tournament director to automatically update either the Event record or the
Simulator or both with the actual times that were calculated by the simulator.

1. This column shows the start time that the Simulator calculated for each event.
2. This column shows the start time that is currently listed on the event record. Click on the copy icon

here to transfer the all of the calculated times to the event records.
3. This column shows the start times from the Simulator. Click on the copy icon here to transfer all of the

calculated times to the Simulator. This will allow the TD to update the event record later with all of the
correct parameters from the Simulator, including the calculated start times.

Simulator calculated times may not match the times that were used to plan the schedule.
This can happen if there are not enough courts or time slots available to start events at the
planned time. In those cases, the simulator will move the start time to a later time.

!

The event record is used to verify events, create draws and produce the final daily planner.
To speed up this process and assure accuracy, event records should always be updated
from the calculated Simulator schedule as the final step in the scheduling process. (See
numbers 3 and 20 on the previous page).

!
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Be sure to save this page when done.
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4.2.12.5.3. Simulator Options – Single
Elimination

Single Elimination events have fewer options than round robin events. You can specify different time
estimates for regular games (Winner) and medal matches, if you are planning a different game format for
the medal matches. Ideally, you should plan for enough courts to play all of the first round games at the
same time.
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4.2.12.5.4. Simulator Options – Double
Elimination

Double Elimination adds a choice of formats. If you do not allow losers to play back into the winners
bracket, the event will be shortened by three matches and the best the winner of the losers bracket can
get is a Bronze medal. Another option is to award the Bronze medal from the winners bracket, shortening
the bracket by 4 matches.
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4.2.12.5.5. Viewing the Simulator

When you click on the View Schedule button after you save all of your options, this is what you will see.
It is a graphic representation of the day showing each of the matches that are scheduled. Notice that, in
this case, court 1 is blocked out since it was specified as “not available” from 8:00 AM to 10:00 AM.

When you are satisfied with your schedule, you may choose to update that day’s event records to reflect the
actual start times and format parameters shown by the planner.

If you are testing multiple scheduling scenarios, you can have one browser window open for
setting up your schedule parameters and a second window open for view them. If you do
that, you do not need to click on the View Schedule button each time you save the day.
Simply switch from the planning window to the viewing window and reload the page to see
the latest version of the schedule.

*

Pickleball Brackets PB Manual - 1_en

Page 401 of 707



4.2.13. Preparing the Tournament to Run
After Registration Closes

Once registration closes, there are usually multiple steps needed to prepare the tournament to run. The next
section of this manual outlines those steps.
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4.2.13.1. Moving Players and Teams
Moving Players and Teams

There are often events that have to be either combined or split in order to create appropriately sized playing
brackets. There are two methods for combining brackets.

• Moving Players
• Merging Events

Moving Players – To move players, first create the event you want to move them to if it does not already
exist. Once the event is created, you may use the Move Players In option on the Event Setup Screen to
select the players to move. Click Here for directions.

If an event has age group split settings, those settings should be used to manage the size
of playing brackets as long as the events have not been generated. DO NOT MOVE
PLAYERS OR MERGE TEAMS for events that have age group split settings.

!

If you plan to award medals based on the event that the players originally registered for, you
should Merge Brackets. If medals will be awarded based on the results of the newly
combined event, you may use either method.

!

If you choose to move players, be sure to turn off notifications for the tournament before any
moves if you don’t want players to be immediately notified about changes.*
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Once all players have been moved, be sure to turn notifications back on. Click Here for
directions.*
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4.2.13.2. Merging Events to Create Playing
Brackets
Merging Events – Merging events will move all players from two or more events into a new one. The old
events will be hidden on your event list and will no longer display on the public site. This option can be used
to merge any event with any other similar event (mixed doubles, men’s or women’ singles or doubles) Use
this to merge different skill levels into one playing bracket.

To Merge Events:

• Scroll down to one of the events to be merged and click on the copy icon.

• Select *Copy Event for Merge*

Merging events should take place after registration closes. If an event was set up with age
splits for registration, the events must be generated from the age spits before they can be
merged.

!

If you add a team to a merged event, the system will not be able to identify any original
event for that team. If you later unmerge that event for any reason, they will be left in the
merged event and will have to be moved manually. The merging process keeps track of the
original event to facilitate the awarding of multiple sets of medals. Additional medals cannot
be awarded for any team that was added to a merged event.

!
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This will create a new event with the same configuration as the copied event with some extra options
on the sidebar menu.
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• Edit the parameters of the new event to reflect those needed for the merged group of players.
• Select Save and Proceed Next

This will bring up a screen with a list of potential events to merge based on your parameters.

• Click on the Don’t Merge checkbox of the events you want to combine. That will change them to
Merge. Click on the green Merge button.
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• The new event will show on your list of events with a Green link symbol. The original events will be
hidden from the event list and will be automatically switched to inactive status.

Medals may be assigned separately for events in a merged bracket OR separate playoffs
may be created for each of the merged events. Click HERE for a description of how each
option works.

!

Turn on the Hiding switch at the top of the event list to view the hidden events.*
Events may be unmerged by editing the newly merged event and selecting the Unmerge
Events option on the left side menu bar.*
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4.2.13.3. Setting up and Managing Courts
In order to use the Simulator to or the Court Day Planner, you must first configure
your courts. There are three court configuration steps.

1. Managing the Location Courts – Used to create the courts for each tournament location. Each court
is assigned a unique QR code. Use the Print All Courts button to print those codes which may be
used during the tournament to automatically assign matches.

2. Managing Event Court Counts and Start Times – Used to assign the number of courts needed for
an event and the start time.

3. Assigning Events to a Location and Courts – Used to place events on specific courts.
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4.2.13.3.1. Managing Venue Courts

Select this option to manage your courts..
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4.2.13.3.1.1. Venue Courts

Use this page to add the correct number of courts for each of
your venues and to manage all parameters associated with
those courts.

1. Print Page – Prints a PDF image of the entire page.
2. Generate Planner – Used to create the final schedule AFTER ALL EVENTS HAVE BEEN VERIFIED.
3. Save – Save the current court listing
4. Print All Courts – Prints QR codes for each court that can be used to assign matches to courts using

a QR scanner
5. Venue – The name of the current venue that courts are being added to. Each venue used by the

tournament will have it’s own list of courts.
6. Add Courts – Add a specified number of courts to this venu.
7. Court Title – Give each court a custom title if necessary.
8. TV Id – Is this court designated for TV coverage? If so, what is the TV ID
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9. Display Order – Change the default display order of the courts
10. Is Wheelchair? – Is this court wheelchair accessible.
11. Unavailable Times – Unavailable days and times for the court. Click on the UT button for each court

to manage unavailable times. See the next page in this manual for details of that process.

Use the Trash Can Icon to delete any court from the list.*
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4.2.13.3.1.2. Unavailable Court Times

To designate unavailable times, click on the blue UT button next to the court name. That will bring up the
following screen.
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You will see the option to update or delete an existing time or add a new time. To add a new time, use the
drop down menus to select the date, start time and end time and then click on the green Add button. When
you are finished adding new times, click on the X in the top left corner of the screen to close the window.

When you return to the previous screen, you will see that the additional time is now reflected in the UT box
for that court.
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Be sure to update the Unavailable times for every court before running the Simulator or Day
Planner.*
Use the Trash Can icon to delete any court from the Unavailable Time list.*
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4.2.13.3.2. Managing Event Court Counts and
Start Times

This option allows you to specify the number of courts you need for each event and the start time and to
exclude certain courts if necessary.
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4.2.13.3.2.1. Managing Screen

This screen includes multiple options for managing your courts.

1. The Tournament Menu – Use this to move between different tournament management functions.
2. Your Management Menu – This allows you to switch between managing tournaments, leagues,

clinics and organizations.
3. Print Page – Click here to print the current page..
4. Generate Planner – Use this to generate a complete schedule for each day of your tournament after

you verify each event.
5. Save – Save all changes.
6. Send Start Time Emails – Click here to send start time emails and text to all players once the final

schedule is created.
7. Events to Show – Select to show all events or only those events with registrations.
8. Location Title – Location titles are set up on the main tournament setup screen. If there is more than

one location for this tournament, use the drop down menu to switch.
9. Registrations – The number of players registered for the event.
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10. Teams – The number of full and partial teams registered for the event.
11. Pools – For Round Robin events, the number of pools that have been created for the event.
12. Matches – The total number of matches. This is calculated when events are verified.
13. Needed Courts -Use this drop down menu to select the number of courts you wish to allocate to this

event.
14. Excluded Courts – The default is to specify all courts for each event. Use this button to exclude

certain courts from this event.

15. Start Time – This is the specified start time for the event taken from the event record. You may
change it here.
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4.2.13.3.2.2. Run the Simulator

The simulator should be run prior to posting start times and
sending start time emails. Be sure to update all events and
copy all parameters from the Simulator to the event record.
Click Here for Simulator directions.
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4.2.13.3.3. Special Procedures for Preparing
Qualifying Events
The next pages of this manual will explain how to prepare the Main Draw,
Qualifying event, Consolation event and Bonus Draw to run. There are two sets of
directions, one for Scenario 1 and a second for Scenario 2.

Click Here for a description of the two scenarios.
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4.2.13.3.3.1. Preparing Scenario 1 Qualifying
Events
Select Live Console from the Tournament Management Menu.

1. Click One Step Verify
2. Select the Qualifier Event
3. Two events should show, the Qualifier event on the left, with no teams, and the Main Draw on the

right.

4. Move all needed teams from the Main Draw to the Qualifier side by clicking the arrows. (this is
required for the process to work)

5. Click the green Save Team Lists button at the top.

NOTE: Events without teams will not show on the live console although they will show in the
One Step Verify page (the next step in this process). So when you start the process there
are no teams in the Qualifier, Consolation, or Bonus Draw events. That means they don’t
show in the live console. But when you go to the One Step Verify page they will show in the
select box at the top.

*

Pickleball Brackets PB Manual - 1_en

Page 421 of 707



6. When the page loads, above the main draw list, click the TBD select box and add the number of TBDs
you need to the Main Draw. TBD teams are placeholders. Adding them here allows the TD to verify
the event and generate a planner with the correct number of teams for the bracket.

7. Sort the 2 lists the way you want the teams to be seeded.

8. Click the green Save Team Lists button. The two events now have the correct number of teams and
are ready to be verified.

NOTE: Teams will automatically be sorted by their team rating (unless this tournament is
being run by an association that has a point system and that point system is integrated into
our platform by Pickleball Inc)
*
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9. Verify the events using the normal verifying process or by clicking the Auto Verify button to initiate the
One Step Verify process.

10. Although not required, you can select the Consolation (Points Draw) from the select box at the top
and add the number of TBDs you’ll use for this bracket. You can do the same for the Bonus Draw.
This will allow you to run the daily planner. Events must be verified to be included in the daily
planner.

Click Here for Directions for Running Qualifying Events.

TBDs are not required for Main Draw, Consolation (Points Draw), or Bonus Draw
events. Pickleball Brackets will automatically place the correct teams into these events
based on the settings and automatically verify the events.TBDs are usually created for
these events only so the correct bracket sizes can be used for the Daily Planner and so the
public can see the brackets with TBDs in them.

!
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4.2.13.4. Sending Custom Messages
PickleballBrackets.com has a built in, fully customizable, messaging system that
allows Tournament Directors to create messages that can be sent to players
based on their registration status and/or their event selection.

Click Here for complete Messaging System directions.
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4.2.13.5. Finalizing Start Times
Finalizing Start Times

Most large tournaments and many small tournaments do not finalize the start times for events until all
registrations are in and final event rosters are complete. PickleballBrackets.com provides multiple methods
for communicating the final schedule to players. These include:

• Posting actual start times to the online tournament event listing.
• Posting the start times on the main tournament page
• Sending automated start time emails and texts to all players
• Sending custom messages, including any tournament information you wish to communicate to all

players.

The next few sections of this manual will detail each of these processes.
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4.2.13.5.1. Posting Start Times to the Event
Listing

Click on the black Edit List button
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To show the start time on the Player by Event Listing on the tournament web site,
you need to edit these two items in the event record.

1. The Time of the Event – Make sure that it shows the actual time you plan to start.
2. The Display Time Type – Use the drop down menu to change this to Show Time.

The event header will now show the actual start time:

As you change each event, a Cancel Change button will appear and the Green Save Button
will update with the number of events you have edited. Click on the Green button when
done to save all of your changes.
*
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4.2.13.5.2. Posting Start Times on the Main
Tournament Page

Once all of the times are changed, edit the Tournament Settings page to be sure
that start times are being pulled from the Event Record, turn on the Post Start
Times Now button and then save your changes.

To post start times on the main tournament page, you need to edit the time of the event in
the event record. See the previous page in this document for directions.

!

Start times may also be pulled from the Daily Planner. Complete directions for generating
the Daily Planner will be covered later in this manual.*
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Start times may now be viewed by selecting the Start Times Icon on the main
tournament page.
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4.2.13.5.3. Sending Automated Start Time
Emails and Texts

Once the start times for events are finalized, you can have the system send global
emails and text notifications to players. All players will receive an email. Players
who opted in to text messages when setting up their profile will also receive a
text. This is done from the Manage Event Court Counts and Start Times Screen.
Click on the Send Start Time emails button. That will bring up the following
screen:

This tournament is set to pull start times from the event record. Click OK to confirm that source and send
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the notifications.

Start times may also be pulled from the Daily Planner if all events have been verified.
Complete directions for generating the Daily Planner will be covered later in this manual.*
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4.2.13.5.4. Start Times in a Custom Message
The Messaging System can be used to alert players about event start times if
desired.

Click Here for complete Messaging System directions.
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4.2.13.6. Verifying Events
Once registration is finalized, all events need to be verified before the tournament
can be run. Event verification will complete the following tasks:

1. Finalize the teams in each event.
2. Seed the teams.
3. Establish the playing format for the event including all of its parameters.
4. Publish the complete playing bracket matchups online for public viewing. Brackets can be viewed by

clicking the Draws and Results option on the
tournament details menu.

Players must be logged in to their PickleballBrackets.com account in order to view results.!
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Access the Verify Events option from the tournament slide in menu by selecting
Live Console.
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4.2.13.6.1. Event Verification

1. Verify – All events that have not been verified are located in the Verify Queue. When you select the
Live Console Option from the menu, it defaults to the Verify Queue.

2. Waiting – This Queue shows all events that have been verified but not yet started. Click on Waiting to
go to the Waiting Queue

3. Running – This Queue shows all events that are currently running. Click on Running to go to the
Running Queue

4. Completed – This Queue shows all completed events. Click on Completed to go to the Completed
Queue.

5. QR Reader – Opens a separate window to use for using the QR reader to scan score sheets to
assign courts and refs and input scores.

6. Court Desk – This opens the Court Desk which provides a single location for managing courts and
score input.

7. One Step Verify – This is a short cut method for verifying single and double elimination events ONLY.
8. Blank Score Sheets – Click here to print blank score sheets in any format.
9. Assign Refs After Play – This option allows a tournament director to assign refs to matches that

have already been completed.

All Live Console options that are shown on this page will be fully explained under the
Running the Tournament section of this manual.*
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4.2.13.6.1.1. One Step Verify
One Step Verify is an option for single and double elimination events ONLY.

Parameters for One Step Verify are based on the Event settings. Assure they are accurate
before proceeding!!
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4.2.13.6.1.1.1. One Step Verify Select Event

One Step Verify Event Selection

On the Live Console Screen, Click on the One Step Verify Button and select the event to be verified from
the drop down menu.

Reminder: Only Single and Double Elimination events are eligible for One Step Verification.*
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4.2.13.6.1.1.2. One Step Verify Initiation
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One Step Verify Initiation Step – These are listed in order of execution. They do
not appear physically on the screen in this order.

1. Team Overview Statistics.
2. Team Removal – Click on the Trash Can icon to remove a team from the event.
3. Move a Team – Click on the arrow to manually change the seeding order for this event.
4. Sort by Rating – Use this button to reset the seeding order back to the default team ratings.
5. Save Team LIst – Use this button to save all changes.
6. Auto Verify – Use this button to initiate Auto Verification.
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4.2.13.6.1.1.3. One Step Verify Completion

One Step Verify Completion

Options on this page allow changes to the previous One Step Verification procedures.

Events that are verified using this process will appear in the waiting queue on the live
console.*
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4.2.13.6.1.2. Options for Events in the Verify
Queue

1. From the Options menu on the left you may:

• Swap a Player – the player to be swapped in must have a pickleballbrackets.com account.
• Remove a Team – This can be done here or during the first step of the verification process. Removed

teams will be removed from the event on the attendee list. If players on the team are only registered
for that one event, they will be withdrawn from the tournament.

• Text Players – If texting is turned on for the tournament, select this option to send texts to players in
the event.
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2. From the Documents icon, you may print a list of all of the players by team.
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4.2.13.6.1.2.1. Texting Players
If Texting is turned on, tournament directors have the ability to text players from
the Live Console. Selecting the “Text Players” option on the menu will bring up
the following screen.

1. Click in this box to select all players. Or click the box next to the player’s name to select individual
players.

2. A large red X indicates that the player has opted out of text messages.
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3. A red face icon indicates that the player has not yet checked in.
4. A green face icon indicates that the player has checked in.
5. Type your message in this box and click on the Send Text button.

Take note of the content warnings listed at the top of the screen.!
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4.2.13.6.1.3. Verify Teams
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Click the blue Verify Event button on the right to start the Verification process.

This page allows the tournament director to verify the teams that will play in the
event. It also includes information about the event that would be helpful in
deciding which teams to verify.

1. This displays the name of the event and the default format that was selected during event setup. The
format may be changed during a when verifying the event settings during step three of this process.

2. This shows the registration fees, if any, that are still due for this event.
3. This shows the number of complete teams that are currently registered.
4. This shows the number of incomplete teams that are currently registered. Incomplete teams will not

be included in the event.
5. This shows the team member names. Incomplete teams, if any, show only one name and are

highlighted in red. The trash can icon next to the team name allows the tournament director to delete
a team from this page without returning to their original registration record.
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6. This shows any registration fee due to the tournament by a particular player

Click the Save button to confirm all changes and the following screen will appear.

The screen will appear after each step in the verification process, allowing the tournament
director to cancel changes and start over if necessary.*
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4.2.13.6.1.4. Verify Pool Options

No matter how the event was originally configured, the Tournament Director can
use this page to make any desired changes.
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4.2.13.6.1.5. Verify Settings
The next four pages will show details of the possible settings for the chosen
event.
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4.2.13.6.1.5.1. Round Robin
Pickleball Brackets PB Manual - 1_en

Page 451 of 707



Pickleball Brackets PB Manual - 1_en

Page 452 of 707



A straight round robin event is configured so that every player or team will play
every other player.

1. Number of Rounds – The default for this is 1. For small groups, you may want to set up the event so
that each player or team plays the others more than once. You can change that here.

2. Medal Round Robin with Elimination Bracket – Select NO to play a straight round robin event with
no elimination bracket.

3. Score Sheet Printing a Court Assignment Type

• Print Next Available Matches Automatically – Select YES to force the computer to print the score
sheets automatically as they become available. Select NO if you will be printing all of the score sheets
in advance.

• Print Next Available Matches Round by Round – If you are printing score sheets automatically, do you
want them printer in order, round by round? Or do you want to allow printing of any available match in
any round?

• Court Assignment Type – This setting controls how the daily planner assigns courts for this event
once verification is completed. Designated courts will use the settings from your settings under
Manage Event Court Counts and Start Times on the tournament management menu. Next
Available will allow the Daily Planner to create the court schedule.

4. Round Robin Score Sheet Type – A simple score sheet will print the names of the teams will spaces
to enter final scores and player initials. Games with referees should use an official score sheet which
conforms to the IFP format.

5. Round Robin Game Parameters – Use this section to specify the playing format for your matches.

Court Assignment Type settings should be the same as your simulator settings in order to
duplicate that schedule.*
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4.2.13.6.1.5.2. Round Robin with Pools and a
Single or Double Elimination Playoff
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A round robin event with pools is configured by splitting the players or teams into
two or more pools or playing groups. Every player or team will play every other
one in their pool. A designated number of the top players or teams in each pool
will move on to a playoff event. In this case, the playoff is configured as single
elimination.

1. Number of Rounds – The default for this is 1. For small groups, you may want to set up the event so
that each player or team plays the others more than once. You can change that here.

2. Medal Round Robin with Elimination Bracket

• Single Elimination – Select Yes, play single elimination bracket medal rounds to automatically
advance the top players or teams in each pool to a playoff. You must advance at least three to a
playoff round

• Custom Medal Round Options – If you choose a single elimination playoff option, there are four
choices available.

◦ Normal – First place vs. fourth place and second place vs. third place in the first round. Winners
play for gold and silver, losers play for bronze. Two rounds of two matches.

◦ Third seed automatically gets bronze and first and second play for gold/silver. One round of one
match

◦ First and second play for gold/silver and third and forth play for bronze. One round of two
matches.

◦ No Bronze Medal match.

3. Double Elimination

• No Custom Settings – The winner of the losers bracket will play the winner of the winners
bracket for Gold.

• Prevent – The winner of the losers bracket will automatically receive a bronze medal.
• Bronze from Loser of Semi-Finals in the Winners Bracket

4. Medal Round Options – Use the drop down menus here to specify the scoring rules for the single
elimination medal round. The scoring rules control the verification of all scores entered during the
event and the format of the printed score sheets. Select Official or Simple score sheets for the medal
round here.

5. Options for Printing Score Sheet.

Option two is possible if you advance only three teams to the playoff round. This would only
be feasible with three pools and would mean that the first place winner in one of the pools
would automatically be assigned to third place overall based strictly on pool play results.
*
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• Print Next Available Matches Automatically – Select YES to force the computer to print the
score sheets automatically as they become available. Select NO if you will be printing all of the
score sheets in advance.

• Print Next Available Matches Round by Round – If you are printing score sheets
automatically, do you want them printer in order, round by round? Or do you want to allow
printing of any available match in any round?

• Print Medal Bracket Next Available Matches Automatically – will print medal match score
sheets automatically starting with the second round. First round medal match score sheets
must be printed manually.

6. Court Assignment Type – This setting controls how the daily planner assigns courts for this event
once verification is completed. Designated courts will use the settings from your settings under
Manage Event Court Counts and Start Times on the tournament management menu. Next
Available will allow the Daily Planner to create the court schedule.

7. Event Scoring Rules – Use these options to set the score sheet type and scoring rules for pool play
and the number of players or teams from each pool that will advance to the playoff round. The scoring
rules control the verification of all scores entered during the event and the format of the printed score
sheets. The estimated minutes per match will be used to generate the daily time schedule.

It is possible to have different configurations for pools of different sizes. This is helpful when
one pool is smaller than another and you wish to allow longer matches for that group.*
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4.2.13.6.1.5.3. Single Elimination

Event Settings – Use these options to set the scoring rules for the event. The
scoring rules control the verification of all scores entered during the event and
the format of the printed score sheets.

1. Winners – The parameters for all matches played in the winners bracket.
2. Bronze – The parameters for the Bronze medal match.
3. Gold/Silver – The parameters for the Gold/Silver match.

Pickleball Brackets PB Manual - 1_en

Page 458 of 707



4.2.13.6.1.5.4. Double Elimination

Event Settings – Use these options to set the scoring rules for the event. The
scoring rules control the verification of all scores entered during the event and
the format of the printed score sheets.

1. Custom Bracket Settings

• No Custom Settings.
• Prevent Losers from going back into the winners bracket. The best that a losers bracket team can do

is 3rd place.
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• Bronze from loser of the semi-finals in the winners bracket.

2. Winners – The parameters for all matches played in the winners bracket.
3. Losers – The parameters for all matches played in the losers bracket.
4. Bronze – The parameters for the Bronze medal match.
5. Gold/Silver – The parameters for the Gold/Silver match.
6. Gold/Silver second match if Winners first loss – The parameters for that match. This can only

occur if the winner of the losers bracket can go back up to play for silver or gold.
7. Print Next Available Matches Automatically – Do you want the computer to print score sheets

automatically based on which teams are available to play?
8. Not Applicable to Double Elimination
9. Court Assignment Type -This setting controls how the daily planner assigns courts for this event

once verification is completed. Designated courts will use the settings from your settings under
Manage Event Court Counts and Start Times on the tournament management menu. Next
Available will allow the Daily Planner to create the court schedule.
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4.2.13.6.1.6. Verify Seedings
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The next step in the verification process is to confirm seedings.
PickleballBrackets.com automatically creates seeding based on the combined
team or, for singles and skinny singles, the individual player rating. When setting
up the event, Tournament Directors choose the priority of which rating to use..
Players have doubles, mixed doubles, singles and skinny singles ratings.
Seedings are based on the rating that corresponds with the event.

1. The PickleballBrackets.com rating – This is a calculated rating derived from the results of all
tournament matches listed on PickleballBrackets.com that a player has participated in.

2. World Pickleball rating – This is a calculated rating based on tournaments listed on
PickleballTournaments.com

3. Self-Rating – All seedings will be based on the player’s self rating. Tournament ratings are ignored.

If the tournament is sanctioned by any organization, the rating priority will always use that
sanctioning body’s rating as the primary rating on the priority list. For example, USA
Pickleball sanctioned events will use the UTPR before looking at a self rating.
*

Tournament Directors have complete control over changes to event seedings.!
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4.2.13.6.1.6.1. Change Seedings
To change seedings, click on the Sort Item button. It will change color and read
Sorting Item. Use the Blue Up and Down Arrow Buttons on the right to move the
team.
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Click on the Sorting Item button again when the team is correctly placed.
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The team will be in their new position but the original seed, shown by the red
arrow, will still show. Press the green Save button to save your changes. The
team will then be locked in the new position and the new seed number will show.

You can also drag and drop the team into the new position on the seeding list.

Click the Save button to confirm any changes before skipping to the next step.!
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4.2.13.6.1.7. Verify First Round Matchups

The next step in the verification process is to confirm first round matchups.
PickleballBrackets.com automatically creates first round matchups based on the
seedings confirmed in the previous step. All successive matchups flow from the
first round. There may be times when a Tournament Director might want to
modify the first round matchups. For example, in a large tournament, you many
wish to separate players from the same club in the first round. The first round
matchup screen shows the player club name to assist with that adjustment. To
change first round matchups, you need to change the seed for the team. Click the
seed number for the team you would like to change.
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4.2.13.6.1.7.1. Change First Round Matchups
To change first round matchups, click on the seed number for one of the teams
you would like to change. From the drop down menu, select the seed number of
the team in the position to which you would like to move them.
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The borders around both teams will briefly flash in red and the switch will be
made.
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For round robin events with multiple pools, this process can be used to swap teams
between pools.*
Press the green Save button to save your changes.!
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4.2.13.6.1.8. Confirmation of Format
The final step in the verification process is to confirm your selections. The next
few screens show how the selections are presented depending on how you
formatted your event.
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4.2.13.6.1.8.1. Confirm a Single Elimination
Bracket

Until you complete the verification process, the original format you chose when you set up
the event will be shown on the header (indicated by the red arrow).*
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4.2.13.6.1.8.2. Confirm a Double Elimination
Bracket
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4.2.13.6.1.8.3. Confirm a Single Pool Round
Robin Bracket
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4.2.13.6.1.8.4. Confirm a Single Pool Round
Robin Event with a Playoff
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4.2.13.6.1.8.5. Confirm a Multi-Pool Round
Robin Bracket
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4.2.13.7. Final Event Preparation

Once verification of an event is completed, it will be moved from the verify queue
to the waiting queue. Click on Waiting at the top of the Live Console screen to
move to the Waiting queue.

1. The Event Queues for the Tournament – Click to select the Waiting Queue
2. The Menu for Waiting Queue events – Click to show all of the options available before starting events.

These options will be fully explained on the next page.
3. Print Score Sheets – This option allows the tournament director to print score sheets for the entire

event. For round robin events, team names will appear on all of the score sheets. For double or single
elimination events, the names will appear on the first round matches only.

4. Print Roll Call – Prints a list of all players in the event by team.
5. Not Checked In – The number of players who have not yet checked in for the event.
6. Teams – The number of teams in the event.
7. Crt # – Number of courts allocated to this event if using designated/assigned courts.
8. Matches – The total number of matches in this event.
9. Matches Played- The total number of matches that have been played.

10. Matches Remaining – The total number of matches remaining..

Single or double elimination events can be configured to automatically print score sheets for
the next available court once play begins.*
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4.2.13.7.1. Waiting Queue Options

Before starting an event, the following options are available.

• Start Matches w/o Text Notice- Moves the event from the Waiting Queue to the Running Queue
without sending a text message to players.

• Start Matches and Send Text Notice- Moves the event from the Waiting Queue to the Running Queue
and notify players via text message..

• Text Players – Brings up a screen to send a custom text notice to all or selected players in the event.
• Mark as Not Printed – If score sheets have been printed for this event, and you wish to change to

Next Available as your printing method, you must mark all score sheets as not printed.
• Review Verification – Allows the Tournament Director to view the final verification parameters and

either confirm them or start over.
• Swap Player – Brings up the Swap Player screen allowing the tournament director to swap any player

for any other player in the Pickleballbrackets.com database.
• Remove Team – Allows the Tournament Director to remove a team from the event. This restarts the

Pickleball Brackets PB Manual - 1_en

Page 477 of 707



verification process.
• Change Score Formats and Settings – Allows the Tournament Director to change settings for this

event without re-verifying.
• Start Over/Unverify – Restart the verification process.
• One Step Verify – Re-verify the event in one step using all existing parameters. (Only available for

single and double elimination events.)
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4.2.13.8. Generating the Planner

Once events are verified you can generate a detailed planner for the tournament.
It uses the parameters of each verified event as well as any court usage
restrictions that may have been specified. The planner is similar to the snapshot
planner used to create your schedule with two important differences.

1. It will list the matches in every event, including team names, rather than just match numbers. For
round robin events, it will show all team names. For single or double elimination, it will show first
round team names.

2. It has an on-time tracking function that gives a visual display of how well the tournament is
progressing compared to the projected schedule.

3. A visual display of on deck teams and all teams that are available to play is only available if the
planner has been generated.

Click the Generate Planner button at the top of the screen shown above to start
the process.
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1. The Date – The planner list will show each date of the tournament on a separate line.
2. Not Verified – The count of events on that day that have not yet been verified.
3. Verified – The count of events on that day that have been verified.
4. Events in Planner – The count of events that have already been added to the planner.

Click on the Generate button next to your selected date.

The planner can be viewed and regenerated at any time by selecting Daily Planner from the management
menu.

The planner can be generated at any time and will include all verified events. Newly verified
events will be added to the planner each time it is generated. Events that are already
running and have scores recorded will not be changed.
*

Unless specific courts have been reserved for specific events, the planner assigns matches
to any available court. Actual court assignments for the tournament are made at the time
matches are played by the Tournament Director. Court assignment procedures are covered
in the Running the Tournament section of this guide.

!
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4.2.14. Running the Tournament
This section of the user guide details every step to be taken on the day of the
tournament to insure a successful event.
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4.2.14.1. Kiosk Pages
Kiosk Pages are tournament information pages and utilities that can be set up to
be displayed independent of the tournament director login.

1. Scores and Standings – A public display of event details. Set this up on a monitor or tablet that
players may use to search all events.

2. Check in Desk – Used by tournament staff to check players in for each event.
3. Self Check In – Can be set up to allow players to check themselves in. This is helpful for tournaments

with no formal check in desk or for players who are being checked in for a second tournament event.
4. Court Assignments – Show current court assignments.

5. Court Assignments (On Deck) – This will show the teams who are on deck. Again, round robin
matches are excluded from this list if they are assigned to a specific group of couts.

Only matches with a specific court assignment will show. Round robin matches that have
been assigned to a group of courts for their entire event will not show here.*
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4.2.14.1.1. Scores and Standings
This page displays results of all events for this tournament. Click HERE to view
sample display formats for different types of events. Events are updated with live
scores and the screen is refreshed every 10 seconds.
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4.2.14.2. Player Check In
There are two options for player check in for a tournament.

• Welcome Desk Check In – Use this for tournament staff members to check players in. This option is
important when attendance for every player needs to be verified and/or items such as t-shirts or meal
tickets have to be distributed.

• Self Check in – Use this for players to check themselves in for an event.
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4.2.14.2.1. Welcome Desk Check In
Click on Welcome Desk Check In, and then the Check In button, to bring up this
screen.

Type the player’s first or last name, email address or phone number and click the
Search Registration button to bring up this screen.
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• If there is more than one player with the same last name, you will see all of them.
• The screen shows the number of events, indicated by the first arrow, that the player is registered for.
• It also shows if there is a balance due for the registration fee.

Click on the menu button for the player to show the check in options.
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From here you may:

1. Continue to Check the Player In.
2. Record a Payment – This can be used for an onsite cash or credit card payment.
3. Make a CC Payment – This will bring up the credit card payment screen to allow the check in staff to

collect credit card information.
4. Discount – This will allow the check in staff to apply a discount to the registration. Discount codes

must have been previously created by the Tournament Director.
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Click Check in to bring up this screen.

From Here You May:

1. Verify or enter a Cell Phone number.
2. Verify or Enter the Cell Phone carrier.
3. Confirm if the player would like to receive in game text messages of results and/or announcements.
4. Check in for an event.

Players may be checked in for all tournament events or only the current event.*
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5. If there are any check in items such as t-shirts or meal tickets to be distributed, this screen will display
a verification option for pickup.

Be sure to click on the green Save Check In button to complete the player check in.!
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4.2.14.2.2. Self Check In
Click on Self Check In, and then the Check In button, to bring up this screen.

Once the player types in their name and clicks on the Search Registration button,
they will see one of the two following screens.

1. If they owe any money for registration, they will be directed to the Tournament desk.

Self Check In checks a player in for all of their events and cannot be used in combination
with the regular check in desk. If a player is already checked in for some events through the
check in desk, they will not be able to check in for additional events using the Self Check In.

!
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2. If their payments are up to date, they will see this screen.
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3. Click the Check Me In button to confirm.
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4.2.14.3. Court Assignments

This screen, which can be projected on a large monitor, shows the matches that
are currently assigned to courts and are in progress. The screen will refresh
every 35 seconds. Note the following:

• Match courts must have been assigned either manually or automatically via a QR code.
• Round Robin matches that have been manually assigned to a group of courts for the duration of the

event, will not show on this screen.
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4.2.14.4. Court Assignments (On Deck)

This screen, which can be projected on a large monitor, shows the matches that
are ready to be played but are waiting for a court assignment. The screen will
refresh every 35 seconds. Note the following:

• Round Robin matches that have been manually assigned to a group of courts for the duration of the
event, will not show on this screen.

• On Deck matches are only displayed for score sheets have been printed.
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4.2.14.5. Starting Events
Start matches by clicking on the Waiting button on the Live Console and then
selecting Start Matches (either with or without a text message) from the event
menu.

The planner schedule can be used as a guide for deciding when to start an event. It does
NOT automatically start any events. Tournament Directors must do that themselves.

!
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Select the Running button on the Live Console to view all running events.

1. QR Reader – Will activate the QR reader for score input and court and referee assignment.
2. Court Desk -
3. One Step Verify – Not applicable for running events but may be activated here for events in the

Waiting Queue.
4. Assign Refs After Play – Allows the assignment of refs to matches that have already been played.
5. Blank Score Sheets – Will print blank score sheets in any scoring configuration.
6. Running Event Menu Options -
7. Print Score Sheets – Use this to reprint score sheets for the entire event. Individual score sheets for

specific games may be printed by clicking on the Event Name and Link option 9 below.
8. Print Roll Call – Print a list of teams in the event.
9. Event Name and Link – Click here to enter scores, print score sheets or view the detailed progress

of the event.
10. Start – The time that the event started.
11. Printed No Court – The number of score sheets that have been printer but are not assigned to a

court.
12. To Do – The number of matches remaining in the event that have not been played.
13. On Court – The number of pending matches that already have a court assignment.
14. Comp. – The number of completed matches.
15. Total – All matches for this event.
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4.2.14.5.1. Special Procedures for Running
Qualifying Events
When you complete a qualifying event, teams may be moved to another event
based on the event settings for that event.

The process is the same for both Qualifying Scenario One and Qualifying Scenario Two.

1. When the qualifier is over, click the big red button and the Main Draw and Consolation Events (Points
Draw) will be populated. These will be in the Waiting Queue on the Live Console.

2. Start and run these events.
3. When you finish the matches in the Main Draw that are needed for the Bonus draw (if you have set

one up) the system will automatically populate the Bonus Draw and it will be in the waiting queue.

4. The system will automatically enter the correct number of team to the Points or Bonus Draw brackets.
You do not have to go back and change the default or planned number of teams for these brackets.

Deleting Teams and Swapping Players from events using Qualifier setup

1. If you’ve already created the brackets, or the Consolation (Points), Main, or Bonus draws were
already populated and you wanted to remove a team you can do so by going to the live console,
clicking One Step Verify, select the bracket from the select box, click the trashcan next to the team.
This WILL auto re-verify the bracket.

2. If you need to swap a player you can do so anytime. Before, during, or after the bracket has started.

NOTE: there is no big red button for the process of populating the Bonus Draw. It is
automatic.*
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4.2.14.5.2. Printing Score Sheets
Match score sheets may be printed by three different methods:

1. Individually by Match
2. By event for all Matches
3. Automatically for the Next Available Match
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4.2.14.5.2.1. Individual Match Sheets
To Print Individual Match Sheets

1. Select the Event from the Live Console running queue by clicking on the name of the event.

2. Single or Double Elimination

Each match on this screen is selectable. Click on the match to get to the score sheet print option
and choose the type of score sheet to print.
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3. Round Robin

Scroll down to the match you wish to print and click on either the Official or Simple button to print
the score sheet.

This process is also used for manual score input for Single or Double Elimination events.*

Matches that have already had score sheets printed will display with a clear background.
They may still be re-printed.*
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4.2.14.5.2.2. Printing Multiple Score Sheets
Prior to an event, you may print all of the score sheets or score sheets for the
start of events designated as “Next Available”. From the waiting queue, click on

Print Score Sheets icon.

Available choices for score sheet printing are:

1. Print first round matches ONLY – choose this for round robin events that are being assigned using
the “Next Available” printing option.

2. Print ALL unplayed matches that have both teams – For a round robin event, this will print all
score sheets except those for any playoff rounds. For a single or double elimination event, this will
print score sheets for all matches that have named teams.

3. Print ALL unplayed matches (including matches without teams). – For round robin events, playoff
matches will be printed without names. For double or single elimination events, names will only be
printed for already assigned matches.

4. Print Sheet Size – The half sheet option will print one score sheet per page. The full sheet option will
print two score sheets on a page.

Use this for all single and double elimination events.*
If you print the these score sheets from the waiting queue for any event that is designated to
print “Next Available”, be sure to mark them as printed to prevent them from being reprinted
when the event starts.

!

The type of score sheet, either official or simple, is specified when the event is verified.*
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4.2.14.5.2.3. Next Available Match Score
Sheets
Events can be configured to print score sheets for the next available match
automatically. In that case, when scores are entered, a pop up will appear for
printing a score sheet if a match is available to be played. If the tournament is
using the print spooler, the score sheets will be sent directly to the printer.

Available choices for score sheet printing are:

1. Print first round matches ONLY – choose this to print the initial score sheets for round robin events
that are being assigned using the “Next Available” printing option.

2. Print ALL unplayed matches that have both teams – choose this to print the initial score sheets for
a single or double elimination event. This will print score sheets for all matches that have named
teams.

.

The option to Print Next Available Matches Automatically is set during the verification
process.*
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4.2.14.5.2.4. Mark as Printed
If you choose to print only some of the score sheets, you have the option of
marking them as printed. Choose “Yes” to assure that any you print here are not
reprinted when the system takes over printing using the “Next Available” option.
Choosing this option will place the matches in the match waiting for a court
queue.

If you are using the print spooler, the system will print the next available score sheets
automatically once the event starts. If the initial score sheets have already been printed and
marked as printed, they will not be reprinted. The system will take over printing after the first
scores are entered. If the initial scores sheets have not been printed, they will immediately
be sent to the print spooler when the event is started.

*
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4.2.14.6. Starting Matches and Entering
Scores
There are three different methods for locating a match to enter scores.

1. Manual Search & Entry
2. QR Code Search & Entry
3. Court Desk Search & Entry

Each uses this score entry screen.

1. Match number for this event.
2. Cancel Match – Use this to cancel a match completely. Cancelled matches are not included in the

final standings.
3. Court Assignment – Allows the user to assign this match to any court.
4. Nxt. 1 Crt. – Allows the user to assign and match in the Game Waiting as the next up (on deck) for

any court. Select the court here.
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5. Assn. Nxt 1. – Select the game here.
6. Nxt. 2 Crt. – Allows the user to assign and match in the Game Waiting as the second next up (double

on deck) for any court. Select the court here.
7. Assn. Nxt 2. – Select the game here.

8. Referee – Allows the user to assign a referee to the match.
9. Assign and Start – Click this to confirm all assignments and start the match. Starting a match allows

it to be displayed on the Court Assignments kiosk display.

10. Score Format – Controls the acceptable entry of scores for this match.

11. Team or Player Score – G1 refers to the first game. If the match is configured for more than one
game, there will be spaces to enter all scores, ie. G1, G2, G3

12. Forfeit – Click here if the team has forfeited. Score will automatically be entered for forfeited
matches.

13. Winning Team – The system will automatically select the winning team based on the scores that
have been entered. Change that, if necessary, by clicking on the X under the name of the winning
team.

14. Click the green Save the Scores button.

The score sheet can be formatted to either display or not display the court assignment
options. Those settings can be found under “Edit Tourney” on the Management Menu.*

If a court is assigned, players will receive a text message letting them know which court to
go to. If a referee is assigned, the referee will also receive a text.*

Matches saved with scores that do not conform to the designated score format, display in
yellow on the event results screen but will still count. This allows the TD to adjust formats
for a match in progress without reconfiguring the entire event.

!

Matches saved without designating the winning team are shown in red on the event results
screen and are not recorded. Edit the match record to record the winning team.

!
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4.2.14.6.1. Manual Search & Entry
Scores may be entered for any event from the live console running screen.

Click on the name of the event.

• Round Robin Events:

• Single or Double Elimination Events:
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Scroll down and click on the match to enter scores.
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4.2.14.6.2. Using a QR Code Reader
A QR Code is a recommended device for the management of large tournaments. It
enables the following capabilities.

1. A quick search for matches for score entry.
2. An automated method for assigning the next available court and an available referee.

Click on the QR Reader button on the Live Console Screen.
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4.2.14.6.2.1. QR Code Reader Score Entry
With the QR Code reader screen displayed, scan the QR code on the completed
match score sheet. The score entry form for that match will appear. Enter the
score and save it.

If the referee was not listed when the court was assigned, you can assign the referee when
the score is entered.*
If the score is not saved, you will have to click on the blue QR Reader button before
scanning the next score sheet.

!

You may also manually enter the game Score ID number on this screen if you don’t have a
QR Reader

!
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4.2.14.6.2.2. QR Reader Court and Referee
Assignment
The QR code reader may be used to assign courts and referees for tournaments
using the “Next Available Court” method for assigning courts.

• With the QR Code reader screen displayed, scan the QR code on the blank score sheet for the next
match. The score entry form for that match will appear.

• Scan the QR Code for the court you to which you want to assign the match. That court number will
show at the top of the score input screen. Number 4 on the image below.

• Scan the QR Code for the referee you want to use. The referee name will show at the top of the score
input screen. Number 5 on the image below.

• Click the Assign and Start button. Number 6 on the image below.

Referees may be assigned to a match after it completes. When the score is entered, assign
the referee at the same time.*
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4.2.14.6.3. Court Desk
The Court Desk may be used to manage running events that have score sheets
printed and matches in the Game Queue.

1. Refresh – Click to show the most recent court desk matches.
2. Venue – Select the venue.
3. Score ID – May be used to manually retrieve a score card for any match.
4. Filter List – For large tournament, use this to narrow down the list of event names that are shown on

the screen
5. Court Assignment Key

• Greyed out – More than 10 minutes on the court
• Yellow – On the court past the estimated match time.
• To Do – Number of matches remaining in the running queue
• On Court – Number of matches assigned to courts.
• Completed – Number of matches in the completed queue.
• Total – Total number of matches for the events in the running queue.
• In Queue – Matches in the Game Queue

6. Match on Court – Details include the time on court. (Greyed out to indicate more than 10 minutes.
7. Match on Court – Less than 10 minutes.
8. Refresh – Click to refresh the Game Queue
9. Select – Drop Down menu for selecting matches to assign to courts. Matches are listed in order of the

time they entered the Game Queue
10. Manually – Used to assign a game to a court that is not currently in the Game Queue
11. Court Numbers – Select the Court Number after selecting the match in order to assign it to a court.

Once a game is assigned to a court, click on the game to enter a score. After the
score is entered, the game will automatically be removed from the court and new
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score sheets may print.

To remove a match from a court and put it back into the Game Queue, click on the game
and use the Court drop down menu to select “Move Back to Queue” then click on the blue
“Assign and Start” button.
*
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4.2.14.7. Finalizing Scores and Completing an
Event
No matter which method is used for score input, when all of the matches are
complete, scores and standings must be finalized to complete an event. The main
event screen will appear with a red button at the top to complete the event.

If this event has additional playoff rounds, the TD will be prompted to complete
the preliminary round and generate score sheets for the the next round.

If this event is done, the TD will be prompted to complete and lock the event.
Completed and locked events will display on the results screen of the main
tournament page.

Completed events will be moved to the Completed queue. Click on the Completed
tab to view those events.

One week after the event ends, it will be permanently locked by PickleballBrackets.com and
player ratings will be recalculated. TD’s MUST make any score and/or medal updates
before then.

!
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Options for Completed Events – The completed events options menu has the
following choices.

1. Unlock all Scores – This option will move the event back into the running queue and allow the
Tournament Director to edit scores.

2. Start Over – This option will move the event back to the verify queue.
3. Zero All Scores – This option will move the event back into the running queue with all scores zeroed

out.
4. No Medals Awarded – This option will delete the assignment of any medals for this event.
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4.2.14.7.1. Medal Assignments
There are three options available for medal assignments depending upon how
events are configured.

1. Automatic
2. No Medals
3. Designated Medals for Merged Events

Pickleball Brackets PB Manual - 1_en

Page 518 of 707



4.2.14.7.1.1. Automatic Medal Assignments
Gold, Silver and Bronze Medals are automatically assigned for completed events
and show on the results page for the tournament. To print a list of the medals,

click the Print Medals button on the completed event. If the 5 year or 10
year medal switch is turned on for the event, the system will also automatically
award additional medals for age group winners within the event. Those winners
will be listed at the bottom of the report.

A medal report similar to this will display for printing.
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4.2.14.7.1.2. No Medals
Select this option to display only 1st, 2nd and 3rd place on the results page for
the tournament.
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4.2.14.7.1.3. Designated Medals for Merged
Events
For merged events you have the ability to assign medals based on the original
events in addition to the medals that are automatically assigned for the overall
event. This is useful in situations where you had to merge different age or skill
level events in order to create a playing bracket but still need to award medals
according to the original age or skill level breakdown.

1. From the LIve Console completed queue, click on the event and then the Final Standing button
at the top. Click on Manually Assign Additional Medal under the player or team name to bring
up the medal selection menu. The top portion of the screen shows the original event for the team. In
the lower portion, select the original event from the drop down menu and then select the medal to be
awarded and click the Assign Medal button.
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2. The event display with all medals assigned. There is now a colored medal next to the team name
representing their finish within the original event.

3. Both the Medal Report and the Results screen on the tournament page will show the overall
medals and all assigned medals.
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4.2.14.7.1.4. Creating Separate Medal Playoff
Rounds for Combined Events

Instead of awarding medals separately within a combined
event, separate playoff events can be created to be played
after the combined event is completed. Here are the steps for
that.

1. When registration closes, merge the events and set the combined event to not award medals.
2. When that is done, create a separate medal event for each of the age/skill groups that were combined

in that event. The medal event can be round robin, single or double elimination.
3. Turn on the Active button at the top.
4. Turn on the Custom title and name it as the medal round for that group.
5. Turn on the Register Same Player Group Override button.
6. Verify that the event cost is set to $0.
7. Select the Combined event from the event list under Link to Parent Event.

8. Turn off notifications and add all of the players from that skill age group to the medal round event.

This step is important to link the events with each other and to prevent the player from being
charged an additional user fee for the playoff.

!
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9. Turn off the Active button at the top for each of the playoff events so they do not show to the public.

Once the combined event is played, activate and verify the new medal events for each group making sure to
delete any teams that may not have qualified for the medal round. Seed the players according to their finish
in the combined event.

Run the medal events and award medals upon completion.

Be sure to add the players individually to the new medal round event from the attendee
screen. DO NOT MOVE THEM IN.

!

Instead of creating a new event for each medal round, you can copy the original event. If
you do that, BE SURE TO CHECK ALL OF THE ABOVE SETTINGS.*
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4.2.14.7.2. Printing a Medal Report
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4.2.14.7.3. Final Standings – Overall
Description

Final Standings

Double Elimination

1. Rank teams Gold, Silver, Bronze, 4th
2. Who got to the further round in the winner and loser brackets

• If a team got a first round bye AND lost the first match we do not count them as getting to “round 2”
because we don’t want to show them as getting to round 2 from game play.

3. Number of match wins in the winner’s bracket
4. Number of match wins in the losers bracket
5. Match point differential percentage
6. All remaining ties will be marked as a tie for that standing

Single Elimination

1. Rank teams Gold, Silver, Bronze, 4th
2. Who got to the further round

• If a team got a first round bye AND lost the first match we do not count them as earning “round 2”

3. Number of match wins
4. Match point differential percentage
5. All remaining ties will be marked as a tie for that standing

Round Robin

1. If there is a playoff medal round AFTER the round robin play then rank all teams that made it to the
playoff medal round first and then the teams that did not make the playoff medal round. See Double
and Single Elimination above.

2. Match win percentage

• We use percentage because this could be a multi pool round robin. If pools are uneven then using a
win percentage evens comparison and calculates correctly for even or uneven pools.

3. If there is only 1 pool for round robin play the next factor would be head to head record of the involved
teams.

• If there are multiple pools then we do not calculate head to head on final standings because 3 teams
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could be tied, 2 teams were in the same pool and one of the teams would get a head to head win but
the 3rd team would not have any head to head wins or losses because their team was not in the pool
the other 2 played in.

4. Point differential percentage

• We use percentage because this could be a multi pool round robin. If pools are uneven then using a
point differential percentage evens the comparison and calculates correctly for even or uneven pools.

5. All remaining ties will be marked as a tie for that standing

Additional Medals

This is calculated based on the ORIGINAL age bracket a team signed for. If a team has 2 players aged
60-64 and purposely sign up for a bracket with age 50-54 they will not get listed for additional medals in
60-64.

Furthermore this is also calculated based on the ORIGINAL skill bracket a team signed for. If a team has 2
players with a skill of 3.5 and purposely sign up for a 4.0 bracket they will not get listed for additional medals
in 3.5.

Stats are calculated the same as the above descriptions except they are based on 5 or 10 year age splits
(depending on the tournament setting for this event)

Manual Medal Assignments

For Merged Events, Tournament Directors have the option of assigning medals manually upon completion of
the event instead of using the automatic five and ten year assignments. In that case, turn off the five and ten
year assignment of medals in the event record and use the procedure outlined in the user manual to
Manually Assign additional medals.

A complete description of the ranking logic for Round Robin events with multiple pools and
a playoff is on the next page.*
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4.2.14.7.4. Final Rankings for Round Robin
Events with Pools and Playoffs

Final Rankings for Round Robin Events With Pools and a
Playoff
h2. Round Robin to Medal Round

Each pool is ranking based on the following

1. Wins
2. Head to Head
3. Point Differential within entire bracket
4. Point DIfferential within just the head to head
5. Point DIfferential against the next highest team

Multiple Pools

1. After the internal pool ranking is completed we then take teams and rank them for the playoff medal
round

2. Example:

• If there are 3 pools of 5 and the top 3 teams from each pool are moving to the playoff medal
round the teams would be ranked accordingly

1. All the #1s will be ranked 1,2,3
2. All the #2s will be ranked 4,5,6
3. All the #3s will be ranked 7,8,9
4. All the #4s will be ranked 10,11,12
5. All the #5s will be ranked 13,14,15

• Then to rank all the #1s, #2s and so on.

1. Win %
We use percentage because this could be a multi pool round robin. If pools are uneven then using a
win percentage evens comparison and calculates correctly for even or uneven pools.

2. Point Differential %
We use percentage because this could be a multi pool round robin. If pools are uneven then using a
point differential percentage evens the comparison and calculates correctly for even or uneven pools.
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4.2.14.7.5. Making Changes to a Completed
Tournament

Making Changes to a Completed Tournament

Tournaments are automatically locked 5 days after the final event is completed or two
weeks after the date of any event that was not completed. Up until that date, scores,
brackets, awards and formats may be adjusted from the Live Console.

!
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4.2.14.8. On Time Visualization
A useful tool for tournament directors is the ability to visualize, in real time, the
progress of the tournament, compared to the planned schedule. This requires
that the planner be generated for the tournament. The initial planner for each
tournament day and location will show all matches planned for the day.
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As scores are entered and the tournament progresses, the planner will mute the
completed matches. This gives a visual representation of the tournament
progress and enables a comparison between the planned schedule and the actual
time of day.

To efficiently use this tool, open a separate window for viewing the planner. Switch to that
window and refresh the screen each time you wish to view the tournament progress.*
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4.2.15. Copying a Previous Tournament
Quickly Set Up a New Tournament by Copying a Completed Tournament

1. Log In to your PickleballBrackets.com account.
2. Select My Tournaments
3. Click on the Managing Button
4. Find the tournament you wish to copy and select it.
5. From the Dashboard, select the black menu button near the top of the screen.
6. On the menu, select View Tourney.

7. Near the top of the screen, next to the Basic Info heading, click on the Copy Tourney link.
8. Rename and save the copy.

Dates for the tournament and all events will be advanced by one year. Edit the new tournament to change
all the details and add, delete or modify events.

Once an event is copied, you have 5 days to pay the setup fee for the new tournament
before it is deleted from the system.

!
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4.2.16. The Messaging System
PickleballBrackets.com has a built in, fully customizable, messaging system that
allows Tournament Directors to create messages that can be sent to players
based on their registration status and/or their event selection.

1. Log in to your Pickleballbrackets.com account.

2. On the top right of the screen, hover over your name and then click on My Stuff.

3. Click on Click for Details in the green tournament box.

4. Click on Managing at the top of the screen.

5. Scroll down to the tournament you would like to edit and click on it.

6. Select Messages from the menu
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4.2.16.1. Message Page 1

Main Message Screen

Global messages are referred to as Campaigns since they can be utilized for marketing as well as
information purposes. From this page you may:

• Add a new Campaign
• Edit a Campaign that you are currently developing.
• Archive an old Campaign.
• Copy a completed Campaign to serve as a template for a new one.

To view a completed campaign, you must copy it first.*
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4.2.16.2. Add a Campaign

Add a Campaign

Two options are available if you choose to add a brand new Campaign.

• You may add a blank campaign and create all of the campaign parameters and format from scratch.
• You may select a campaign from the drop down menu. This will generate a campaign template

featuring two items:
◦ A default selection criteria that will direct the message to a specified category of players.
◦ A sample message that may be modified as needed.

Whether you choose to start with a template or start blank, you may still change your
selection criteria later.*
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4.2.16.3. Message Filters
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Message Filters

1. Get Recipient Count – Click this button to see the number of players who will receive this message
based on the current, active filter.

2. URL -Click to copy the tournament URL. Paste this into your browser to view the tournament on
PickleballBrackets.com. This allows you to view all tournament information even if it is not currently
active.

3. Send Test – Type an email address here and click the yellow button to send a test copy of the
campaign message to anyone.

4. Ready to Send as Schedule – Switch this to Yes when you are ready to send your campaign
message.

5. Filters/Email Templates – Use these buttons to select what to work on.

Filters – This is the filter page. Filters control who will receive the message.

Email Template – The format and message. Working with the email template will be covered in the
next section of this manual.

6. Campaign Title – Give this campaign a title that has meaning for you. For example, a message about
available lodging might be titled “Hotel Partners.”

7. Reply to Email – This is the email address that players may respond to.
8. From Name – The responsible person sending the email or authorizing it to be sent.
9. Type – There are a number of built in filters that can be selected here. Use the drop down menu to

limit the Campaign to a selected group of players.
10. Date and Time to Send – Messages scheduled to send less than an hour from the current time, will

be queued immediately.
11. Registration Date – Use a date range to limit the campaign to only those who registered before, after

or between specific dates.
12. Gender – Use this if you wish to send the message only to Men or Women. The default is to send to

all players.
13. Select Events – Check your event choices below if you wish to send your message only to players in

specific events. If no events are check, the message will be sent to players in every event.

Messages are prepared and queued one hour prior to the scheduled send time. You may
edit the campaign up until that time. If your send time is within one hour of the time you
save the message, queueing begins immediately. You cannot change messages that are
already in the queue.

*
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Don’t forget to Save your changes!!
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4.2.16.4. Message Templates
Message Filters
Your choice of Message Filter when you add your campaign will determine the
template that the system will create for you to start with.

1. Start Blank – This choice creates a blank document that you will be able to format in a manner
similar to any word processor.
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2. Any Other Choice – This will start you off with a sample document that you can modify as needed.
Each choice creates it’s own sample. The sample shown here was generated by choosing “All Non-
Withdrawn Registrations”.
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4.2.16.4.1. The Template Header
The Template Header is similar to what you would find with most word
processors. It consists of a series of buttons that perform a variety of formatting
tasks. Hover over any button for a description of its function.

This button, indicated by the arrows above, allows you to add “snippets”,
or specific information from your tournament and/or player records, in order to
customize your message.

Available snippets that can be included as part of the subject of the email are:

• Tournament Title
• Attendee Last Name
• Attendee First Name

Available snippets that can be included in the body of the email are:

• Tournament Title
• URL
• Logo
• Date Registration Open
• Date Registration Close
• Date First Event
• Date Last Event
• Date Age Based On
• Description
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• Additional Info
• Refund Policy
• Location List
• Medal Results
• Sponsors
• All Start Times
• All Active Events
• Attendee FirstName
• Attendee LastName
• Attendee Non Waiting List Events
• Attendee Waiting List Events
• Attendee Start Times
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4.2.16.4.2. Working With a System Generated
Template
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This is the default system template that is generated when you select “All non-
Withdrawn players” as your filter. Other filters generate different templates but
they can all be easily edited.
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4.2.16.4.3. Editing the Template
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Template Features

1. Subject – The default subject for this template is the Account Title, which is the name of the
tournament. You may remove that or add to it as you’d like. Click on the snippet selector to add any of
the pre-defined subject snippets or type directly into the subject box to create your own subject.

2. Column Format – The body of the message is contained within a large column or box whose outline
is defined by the dotted line borders. Click on the top corner of the box to move it or change its size.
Columns are part of tables, in this case, a table with only one column. Clicking on the table button,

,will bring up the table wizard, allowing you complete editing ability for the table including all
cells, rows and columns.

3. Images – Click here for complete directions for adding or replacing and image.
4. Snippets – Snippets are enclosed by brackets and can be added to any part of the message. Use the

snippet selector button to add a snippet. Snippets can be formatted the same way as any
other texts.

5. Hyperlinks – Click here for complete directions for adding or replacing hyperlinks.
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4.2.16.4.3.1. Images

Images may be placed anywhere in a blank document or within a defined cell. The
default message format contains a cell for an image. To place your tournament
logo in the cell, click on the cell and then click on the image editing button.

The easiest way to control the placement of an image in a blank document is to create a cell
to contain the image.*
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4.2.16.4.3.1.1. Image Upload

If you have previously uploaded any images for use in messages, they will appear
in the middle column of this screen. To use one of those images, click on it and it
will appear in the far right hand image editing column.

To upload a new image, click on the upload button: which will bring up
this window:

Pickleball Brackets PB Manual - 1_en

Page 557 of 707



Click the Select Button to choose an image file from your computer to upload.

Uploaded images are limited to 95.37 MB*
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4.2.16.4.3.1.2. Image Editing
A preview of the image will appear.

Click the Insert button to place the image in your message.

Once the image is placed in the message, you may stretch or shrink it to any size.*
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4.2.16.4.3.2. Hyperlinks

Click on this button to Add, Edit or Delete a Hyperlink:

This screen will appear.

Hyperlink

1. URL – Type or copy and paste the address of the destination webpage here. Note the document

manager button: Click on it to create a hyperlink to an uploaded document instead of a webpage.

2. Link Text – Type the specific text you wish to associate with the hyperlink.
3. ID
4. Target – Use the drop down menu to select a target. Typically a link will open in the same browser

Click here for Document Manager directions.*
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window or a new browser window.
5. Existing Anchor
6. Tooltip
7. CSS Class

Anchor

Email
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4.2.16.4.3.3. Documents
To add a document to your message, click on the Document button:

If you have previously uploaded any documents for use in messages, they will
appear in the middle column of this screen. To use one of those documents, click
on it and a link menu will appear in the far right hand column.

• In the Link Text field, type the description of the document that you wish to appear in your message.
• Use the drop down menu to change the Target to New Window.

To upload a new document, click on the upload button: which will bring
up this window:
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Click the Select Button to choose a document from your computer to upload.

Uploaded documents are limited to 95.37 MB*
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5. Leagues
Selecting the Leagues link on the home page will show a list of all Pickleball
Brackets.com Leagues. Start here to join or create a League.

All Tournaments and Leagues operate under the auspices of a Club but many do not
require Club membership to participate.*
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5.1. How to Sign Up With a League
This is the main PickleballBrackets.com League screen. You will see it when you
click on the Leagues link at the top of the home screen. All league searches and
signups are initiated from this screen. Leagues are listed alphabetically. Find a
League by scrolling down, or using the search box to locate a League by name or
location.

Each League will have a Button that shows its registration status:

– The View button indicates that a league is active but not currently accepting registrations.

– The Price button indicates that a league is open for registration. The price may
reflect a full session price or a daily price depending upon how the League is
configured.

– The Register button indicates that there is no fee for this league but players must be a club
member to join.

– The Completed button indicates that the league is over but the results are still visible
to the public.

Pickleball Brackets PB Manual - 1_en

Page 565 of 707



Click on the League name to join.

Many Club Leagues do not allow online registration and require members to register
through the club. Those leagues will show a “No Online Registration” message when they
are selected.

!
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5.2. Opt In
The Opt in process is used by players or the league manager to manage
attendance for a specific game day.
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5.2.1. Regular Ladder League
When a regular ladder league session is set up, the league manager specifies the
opt in date and time range for each game day.

About Opt Ins

1. League managers set the maximum number of players who can opt in for a game day. They can also
enable the waiting list. If opt ins are full for the day, players can go on the waiting list and will be
automatically opted in if an opening comes up.

2. The opt in time period is established by a date range. League managers may allow players to opt in
for all game days as soon as they sign up for a session or limit the opt in date range to just the week
or only a few days prior to the game day.

3. League managers can also opt in players for the game day themselves, depending on who actually
attends.

4. Players must be opted in to be included in a game day playing group.

Players can opt themselves in or out from their phones or their computer by logging in to their
pickleballbrackets.com account, selecting Leagues, My League Schedule, the name of the league and the
Game Day button.
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1. Indicates a past game day that the player already participated in.
2. Indicates that opt in is locked and the player is in. Only a league manager can opt a player out after

the game day opt in is locked.
3. Indicates that the game day is full and the player is out.
4. Indicates that the player is not in but the opt in period has not yet started.
5. Indicates that the player is out but may still opt in for the game day.

Click to Opt in and the display will turn green.
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5.2.2. Flex League
When players join a flex league, they are automatically opted in to all game
sessions. They can opt out by using the same opt out procedure as for a regular
ladder league until the opt in deadline for the next game day.

Flex League Match Play – Once the groups are set, players can opt themselves out for the week from any
group of 5 or more players if they are unable to attend. The other players in the group may opt them out if
they do not show up. This will re-configure the group and allow the matches to take place. Flex leagues also
have the ability to add a generic sub in cases where there is a group of 4 and one of the players does not
show up.

To remove a player from a group of 5 or 6:

i. Log in to your PickleballBrackets.com account.
ii. Select Leagues at the top of the screen on a computer or from the Menu Button on a phone and click on
the My League Schedule button.
iii. Click on the starting date of the week and select Groups.
iv. Find the person who is not playing and opt him or her out.
v. This will delete the player and create a new playing group.

To Sub in a player to a group of 4 if one or more players does not show up:

i. Subs can be anyone. They don’t have to be a player who is registered for the league.
ii. You must get your own sub. The league director cannot provide names of subs.
iii. Log in to your PickleballBrackets.com account.
iv. Select Leagues at the top of the screen on a computer or from the Menu Button on a phone and click on
the My League Schedule button.
v. Click on the Go To Matches button.
vi. Click the Sub Player button for each game that you would like to sub a player. It will allow you to choose
the player you are taking out of the game.
vii. Scores for subs do not count toward ladder standings.
viii. If a sub is not available and the group is unable to play, the matches will automatically be cancelled at

Flex league players receive automatic email reminders of the opt in/out status the week
before their game session.*

This opt out process for flex leagues is designed to manage last minute changes within a
playing group. It cannot re-configure the entire game day. If a player opts out of the
current game day, they cannot opt back in.

!
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the end of the week.
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5.3. How to Create and Manage a League
This is the main PickleballBrackets.com League screen. You will see it when you
click on the Leagues link at the top of the home screen. All league searches and
signups are initiated from this screen. Leagues are listed alphabetically.

This section of the manual will cover all of the step needed
to:

1. Create a League
2. Manage Registrations
3. Communicate with Players
4. Run the League
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5.3.1. Creating a New League
New leagues can be:

1. Added by an authorized manager of an organization
2. Copied from a previous league by an authorized Primary League Director

Create a new league by:

• Logging in to your account
• Clicking on your name in the upper right of the screen
• Selecting My Stuff
• Clicking on League
• Clicking on the Create a NEW League button

If you do not have an established organization in PickleballBrackets.com, you can use the
Contact Link at the top of the PickleballBrackets.com main page to request that an
organization be set up for your.

!
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5.3.2. League Structure
League Structure

Before creating a league it is important to understand the ongoing structure of the league system. Although
a seasonal league can be set up as a one time event running for a fixed number of game days, most
leagues are ongoing. They will often consist of continuing sessions such as fall, winter, spring, etc. Each
season would be set up as a new session of the existing league and in the following fall, a new league
would not be created but a new session of the existing league would be added.

The advantages of this league structure are:

1. Player standings can be easily preserved during the transition from one session to another
2. Using the online registration system, existing players can be given a special pre-registration time

period for the new session.
3. If the league director is managing all registrations, existing players can be quickly added to the new

session while maintaining their league ranking.

Using this structure, the league name should reflect the eligibility of players to join rather than the season of
the league.

For example:

• A league that is open to all players in a club could be named The District One Coed All Levels
League

• A similar men’s league could be named The District One Men’s All Levels League
• Restricting the league by skill level would require a name such as The District One Men’s 3.0-3.5

League

Each limitation on registration requires that a new league be created but easily allows the
addition of new sessions to maintain the ongoing nature of the league.

!
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5.3.3. Setting Up the League
Follow these steps to create a new league.

1. Log in to your PickleballBrackets.com account.
2. Click on the Leagues link at the top of the page.
3. Click on the Create New League button.

4. Select your club from the drop down menu and click on the Next button.

The directions on the following pages will guide you through the League setup
process.

You must be listed as a manager for your organization in order to create a league.*

If your league already exists, you may manage it by selecting My Stuff from the drop down
menu under your name.

!
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5.3.3.1. Basic Info Page 1
The Basic Information section of the League Setup screen is where you create the
overall structure of your league. Once the structure is created, you will be able to
add each of the sessions. Each session can be customized to meet changing
conditions and seasons.
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1. Status: The initial status of a new league should be active. Once league play is completed, you can
change the status to closed.
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2. League Title: Give your league a title. Remember that this is the overall league title, not a title that
describes one session of the league.

3. Website URL: If your organization has a website, insert the URL here and a button will be created on
the League page with a link to the site.

4. Online Store URL: If your organization has an online store, insert the URL here and a button will be
created on the League page with a link to the site.

5. Type: Select the type of League you wish to run.

Ladder leagues rank players by their results and change the playing groups each week. In a
Traditional league, the teams (or players if it is a singles league) will play each of the other
teams in the league once over a number of weeks. The number of matches played will
depend on the number of teams signed up for the league.

*
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5.3.3.2. Basic Info Page 2

1. Scramble: Select this if you wish players to sign up individually. Groups and partners will be created
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each game day based on the ladder positions of the players who opt in..
2. Partner: The operation of a partner league is similar to the scramble ladder league except that it is a

team of two players that moves up and down the ladder together rather than individual players. They
will always play together as a team and be ranked on the ladder as a team.

3. Team: This feature is in development.
4. Player Group: This is where you can limit the signup by gender group.

Mixed only refers to Partner leagues. There is no current ability to create a mixed doubles
scramble league.

!
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5.3.3.3. Basic Info Page 3

Additional league parameters.

1. Choose your player group here. The mixed option is only available for Team Leagues and Partner
Leagues. If a doubles scramble league is open to both men and women, choose Coed.

2. Choose your league format here.
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3. Players will be able to enter their own match scores if you select Yes here.

Allowing players to enter their own scores can save time for the league manager. Players
can do that from their phone and only one person from the playing group needs to enter the
scores for each match.
*
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5.3.3.4. Basic Info Page 4
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1. Click here to add your league logo. This can be the same as your club logo.

File types accepted are: ‘png’, ‘jpg’, and ‘jpeg’.
The uploaded logo must meet the minimum size of:
Width: 600 pixels.
Height: 315 pixels.
The image MUST completely fill the specified area.
NOTE: This is NOT an editing software. This upload tool simply allows you to upload and resize your
logo to fit our constraints. You may need to use an image editing software prior to uploading to get your
desired results. These sections of the manual explain how to use image editing software to change the
size of a logo:

How to Add a Logo That is Too Large

How to Add a Logo That is Too Small

• Click on the Logo Upload box.
• Either double click on your image or click on your image and select open.

Once you upload your image you will see the cropping tool.

Buttons across the top allow you to:

Your image should not be too much larger than the minimum size. You will be able to crop it
to fit but images that are too large may overlap the logo space even after cropping.*
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• Zoom In
• Zoom Out
• Auto Resize
• Reset back to the Original Size
• Save the Image
• Cancel the Upload

The slide bar below the image may also be used to zoom in and out.

1. Click on the primary contact button and search for a primary contact. That person must have a player
account. The same process can be used to add a second league contact person.
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5.3.3.5. Basic Info Page 5
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This section of the setup allows you to specify communication preferences.

1. These options will default to the Primary Contact email address unless you enter something different.
For example, if another club official handles all finances, you might want that person to receive all
refund requests.

2. These options allow you to receive copies of any emails that are automatically generated and sent to
players. Unless you fill in each with an email address you will not receive and copies.
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5.3.3.6. Basic Info Page 6
Use these text boxes to describe your league in detail. This information will be
displayed on the main league page. Click on the green Save button to continue
the setup process.
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5.3.3.7. League Checkout Options
Choose Checkout Options

The organization or club can set up Stripe or PayPal accounts to accept online registration fees. If they have
done that, the league director or manager will be able to specify that as one of the tournament Checkout
Options. They also have the option of collecting mail in or onsite payments. If more than one Checkout
Option is specified, players will be able to select their preferred payment method.
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5.3.3.8. League Discount Codes
League Managers may create discount codes to distribute. Each code is unique
and can be limited in scope and duration. Click on the plus sign to add a discount
code.
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Complete this form to generate a code.

1. Title
Give the code a title. That title will appear on the list of discount codes.

2. Outside Code
Use this for outside organizations such as clubs. This field is for future use.

3. Code
The system generates a random code that you can use. You may prefer to type in your own code that
might be easier to remember.
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4. Discount Amount
The value of the discount as a positive number.

5. Number Issued
Use this to limit the number of discounts available. This feature can be used to promote a tournament
by offering discounts to only the first X number of players to register.

6. Date Active
Use this to limit the date range that the code will be valid.

Pickleball Brackets PB Manual - 1_en

Page 596 of 707



5.3.3.9. League Sponsors
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If a league has sponsors, the league director can add the sponsor information
and logo here. It will display at the bottom of the league webpage and will be
included in all emails that are sent to players. If a URL is included, the logo will be
clickable.
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Upload a logo and complete the sponsor information.
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1. Sponsor Level
Select a sponsor level from the drop down menu. Available choices are Platinum, Gold, Silver, Bronze
and Partner. Platinum sponsor logos are fixed at the bottom of the tournament page. All others rotate.

2. Logo upload
Upload the sponsor logo here. The process is the same at that used for the league logo.

3. Title
The name of the sponsor.

4. URL
If the sponsor has a website, include the address here and players who click on the sponsor logo will
be directed to their website.

5. Amount
This is optional. It does not display on the tournament website.

6. Tagline
If the sponsor has an advertising slogan, include it here and it will display below the sponsor name.
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5.3.3.10. League Managers
A league can have multiple managers but only one of them can be the primary
manager. Only primary managers can add new managers.

If you add a manager and/or change privileges for that manager, you must click on the
“Save” button next to their name before saving the manager list.

!
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5.3.3.11. The League Menu
Once your league is set up, you have a number of menu options to help maintain
the league and communicate with players.

1. Session Players – A list of all the players registered in the current session as they are ranked on the
ladder.

2. All Sessions – This will list all of the league sessions and allow the league manager to edit those
sessions.

3. All Session Game Days – This will list the game days for the current league session and allow the
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league manager opt players in or out, enter scores and manage play on the game day.
4. Edit League – This allows the league manager to view and edit the league setup parameters.
5. League Players – This shows a listing of all the current league players with their current payment

history.
6. Dashboard – (coming soon)
7. Edit Current Session – Allows the league manager to modify details for the current league session.
8. Edit Current Schedule – Allows the league manager to edit the game day schedule for the current

session.
9. Add a Session – Select this menu option to add a new session to the current league.

10. Messages – Select this option to send messages to the current session players.
11. Blank Score Sheets – Select this option to print blank score sheets in any scoring format.
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5.3.4. League Sessions
Each League is made up of Sessions. Sessions are groups of game days that can
run multiple weeks. Some sessions are only six to eight weeks long. Others run a
year or more. The league manager determines the length of the session, often
based on a billing period for the league or seasons of the year (fall, winter, spring
and summer). Most of the specific parameters of a league are set up within the
session. This includes such items as:

1. Age/Skill Limitation
2. Maximum Number of Teams/Players for the session
3. Maximum Number of Teams/Players for the game day
4. Count Games Toward Club Ratings
5. Use Flex Play
6. Signup / Payment Type
7. Allow non-club members to play OR restrict play to only club member.
8. New Player Starting Point
9. Registration Details

10. Registration Dates
11. Date for age calculation
12. Online registration ability: Y/N
13. Registration Fees
14. Ranking Type

Some parameters must be set at the beginning of the session. Others can be changed
during the session according to the needs of the league.*
The most significant benefit of a league with continuous sessions is the ability to maintain
player rankings when moving from one session to the next.

!
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5.3.4.1. Adding New League Sessions
To add sessions to any league, log in to your pickleballbrackets.com account,
click on My Leagues and select the league you are managing. The league menu
will show on the right side of the screen. Select Add a Session.

League sessions are consecutive. Session 2 follows Session 1, etc. Do not create a new
session for a different group of players. For that, you need to create a completely different
League.

!

Follow the step by step process after that to set up all of your session parameters.*
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5.3.4.1.1. Session Page 1
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League Session setup will take you through a series of steps to configure the
session.

1. Fee Plan – This is the current fee for a league in US Dollars.
2. Visible Status – Do you want this league to be shown on the public website? This works together

with the “Show Public Date” that specifies when it will be shown.
3. Current Status – The league is not live until the league director turns this on. That should be done

only when the setup is complete and registrations may start.
4. Complete and Lock – Turn this on to end the session.
5. Count Games Toward Club Ratings – If turned on, games played during this league will count

toward club ratings for games where all players in a particular game are club members. If a league is
using club ratings to rank players on a ladder, this must be turned on, otherwise it is optional.

There is an additional fee to calculate club ratings. Check the Pricing tab at the top of the
PickleballBrackets.com homepage for the current fee.*
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5.3.4.1.2. Session Page 2

1. Activate Player Text – If text messages are active for a league, players will receive a message after
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each game that shows the score that has been entered. League managers will also be able to send a
general text message to all of the opted in players on a particular game day.

2. Default Location – Select the playing location for this session. Locations are listed in the Club
record.

3. Session Number – Select the session number for this league. If this is not the first session of the
league, the league director will be given an opportunity later in the setup process to import all of the
players from the previous session.

4. Skill Level – This will restrict registration for the session to a particular skill level. Skill levels will be
evaluated based on the rating choices specified in option 6, below.

5. Age – This will restrict registration for the session to a particular age group.
6. Rating Choice – This specifies the order of selection of the rating to be used for determining the

eligibility for session sign up. The choices are PickleballBrackets.com Tournament Rating, Club
Rating and Self Rating. These will be evaluated in order of selection. If a player does not have a
Pickleballbrackets.com rating or a Club Rating, and either of those are selected as the first or second
priority, the system will default to using their self rating.
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5.3.4.1.3. Session Page 3

1. Use Flex Play – With a Flex League, players will receive and email at the beginning of their current
playing week that lists the members of their group. It is their responsibility to arrange play at any time
or place of their choosing during that week. All scores must be entered, either by the players
themselves, or by the league manager, prior to the deadline set for that week. Any matches with no
scores will be automatically canceled.

2. Sign Up / Payment Type – Do players have to sign up for the entire session or can they pay for each
game day individually? Flex Leagues require a Session sign up.

3. Max Players for this Session – This can be unlimited or restricted to only a certain number of
players based on the number of courts available. Flex Leagues can usually be unlimited in size. The
blue number shows the current count of registered players.

A suggested max for a traditional league would be five or six times the number of courts
available. If every session player opted in for a particular game day, there would then only
be one or two byes for each game that day. Typically, not every player will opt in for every
game day.

*
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5.3.4.1.4. Session Page 4
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The settings on this page set all of the parameters for the online registration
process.

1. Allow Non-Member Sign-up – Turn this off to restrict entry to only those players listed as members
of your PickleballBrackets.com Club

2. Cost – Enter the session cost here. You can specify different costs for club members and non-
members.

3. New Players Start – If you are adding new players to a session that already has players from a
previous session or that has started but is still accepting registrations, where do you want them to be
placed on the ladder?

4. Show to Public – When do you want this session to be shown on the public website? The session
must be set to visible for it to show.

5. Use Waiting List – Each session has a maximum number of registered players and a maximum
number of players who can opt in for a particular game day. If the maximum number for the game day
is met some session players were not able to get in, do you want to establish a waiting list that will
automatically opt players in if there is a dropout for that day?

6. Use Online Registration – Set this to Yes if you want players to register themselves. If the League
manager will be registering players, and collecting registration fees outside of PickleballBrackets.com,
set this to No.

7. Current Players Early Signup Date – Allows players from an earlier session to sign up before the
general public. This only applies to online registration.

8. New Players Open Spot Signup – What is the date that new players will be able to start registering.
This only applies to online registration.

9. Age Limit Deadline – If this session is only open to a certain age range, what date will be used to
calculate the player’s age?

If the League Manager is entering players into the session, the age limit deadline will apply
if the session is limited to a certain age range. League managers are not restricted to any
registration deadlines.
*
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5.3.4.1.5. Session Page 5

The following pages list the parameters that control the operation of the session
including how players are matched up each game day, how they move up and
down the ladder, the points played based on the number of players and the
columns that are show on the main player page.

1. Serve and End – The system can designate the player who chooses serve and end for each game,
giving it to the highest seed. Turn this off to allow players to choose.

2. Scramble Seeding Within Group For Matches – This instructs the system to use different seedings
each week to vary the player matchups within a group. This will prevent the same players from being
matched up together every week if they are in the same group. This only applies to groups of 5 or
more. If this is selected, the League Manager will not be able to manually move players from one
group to another.

3. Ranking Type – This determines how players can move up or down on the ladder. The following
pages include detailed explanations of each choice.
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5.3.4.1.5.1. Traditional Leagues
Traditional Leagues are those that take place over a set period of time. The format
is round robin and each team or person, if it is a singles league, will play each
other once over the time period. Setup options for a traditional league are
restricted to those necessary for round robin events involving two teams or
players.

The Ranking Type follows current IFP guidelines and score formats are limited to only those that apply to
two teams (or players for a singles league).

Things to Know:

1. Since a traditional league is scheduled as a round robin, the league director should allow enough
game days in the schedule for all registered teams to play each other once for a single round robin
format. If there are not enough game days in the schedule, some teams will not be scheduled to play
each other.

2. More than one game day can be scheduled for a week in order to assure that there are enough game
days in the schedule for all teams to play each other.

3. Scores may be entered in any order and games do not have to be played on the actual date listed.
This allows games to be played and scores entered at any time. Entered scores may be edited up to
24 hours after they are initially entered.
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4. There is no opt in period for game days. All teams are scheduled to play. However, subs may be
designated for missing players.

5. Traditional league standings are displayed in ladder format and are adjusted after every game that is
played.
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5.3.4.1.5.2. Ladder Leagues
Ladder Leagues are set up in a Scramble format where each individual player or
team plays at least one round against the others in their game day playing group.
There are four methods for ranking players on the ladder.

They are:

1. Percentage of Points (POP)
2. Club Rating
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3. Up Down
4. Custom

Parameters for each type are specified during the session setup. Managers may also
manually move players up and down the ladder using the arrows next to their names if they
wish to override the parameters.
*
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5.3.4.1.5.2.1. Percentage of Points (POP)
Percentage of Points (POP) Ranking Type

1. This is calculated as a percentage based on points earned divided by the total possible points
2. A tie is broken by Match Wins
3. If there is a tie after these 2 factors are calculated then the higher ranked player the previous week

takes precedence.
4. Leagues can limit the up or down movement of a player each week by a fixed percentage of the size

of the ladder.
5. If the league imposes a missed game penalty, then that penalty is imposed after the POP is

calculated and that will determine the player rank one the ladder.

If there are missed game penalties or up down limits for the league, be sure to show those
columns on the ladder ranking display.

!
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5.3.4.1.5.2.1.1. Two Round POP
If there are two rounds of play, the first round can be treated as an Up Down
round where the League Director specifies the number of players in each group to
move up or down.
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5.3.4.1.5.2.1.2. Group Bonus Points
The League Director can award bonus points to players in a group based on the
difficulty of play. Those points are added to the POP score after all calculations
take place. Points can be entered up to two decimal places.
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5.3.4.1.5.2.1.3. Columns to Show
For a POP league setup, be sure to show the relevant columns on the ladder
page. If the league has penalties or up/down limits that affect the ladder rankings,
be sure to show those columns.
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5.3.4.1.5.2.1.4. POP League Penalties
The League director can specify penalties or restrict movement for each week for
a POP league.

1. Apply penalties for missed game days by first selecting the grace period (how many consecutive days
can be missed without a penalty) and then selecting the penalty to be applied for subsequent missed
game days.

2. Limit movement up and down the ladder by percentage of the size of the ladder. This can be used
prevent a new player who enters the league and wins every game on the first day from moving
directly to the top with a score of 100%. It also prevents extreme movements down the ladder by
players who have a particularly bad outing.
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5.3.4.1.5.2.2. Club Rating Ranking Type
Club Ratings

The Pickleball Brackets rating system will calculate all club ratings of player in
the league after games are played each day. Players will be ranked by their club
ratings after their new rating is calculated.

1. This ranking type requires that players be listed as active club members.
2. There is an additional fee for the system to calculate club ratings. Click HERE to view fees.
3. Ratings are only calculated for games where all players are club members.
4. The club can specify how coed matches are treated. They will either be ignored or counted toward the

players doubles club rating. This setting is contained in the Club record and can only be changed by
the Club Manager.
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5.3.4.1.5.2.2.1. Score and Groups Size
Defaults
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Groups are configured each Game Day based on the number of players who have
opted in. The League must specify, in advance, the preferred group sizes and the
default scoring format for each size group. Groups can be configured for up to 9
players for a single or double round.
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Any changes to either the preferred group sizes or the scoring format must be made before
the players opt in for the Game Day.

!
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5.3.4.1.5.2.3. Up Down

Up Down (Also known as King of the Court)

1. Director can choose the setting for 1 or 2 players/teams to move up and down.
2. Single or double round robin available

a. Single
i. After all games are played top X number of players move up a group and the bottom X

number of players move down. Players are reseeded based on their movement and ready
for the next game day

b. Double
i. After all games are played top X number of players move up a group and the bottom X

number of players move down. Players are reseeded based on their movement and the
next round starts with players in new groups.

ii. After all games are played top X number of players move up a group and the bottom X
number of players move down.Players are reseeded based on their movement and ready
for the next game day

3. Factors that determine the movement up and down groups
a. Total game wins for that game day (or round if you are doing a double round robin format)
b. First tie-breaker: head-to-head games won. Who beat who more times when opposite one

another.
c. Second tie-breaker: point differential percentage of all games played. (((Total Points Earned –
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Total Points Against) / (Total Possible Points)) * 100)
d. Third tie-breaker: the higher seed prior to starting gets the resulting higher seed

Total Possible Points is based on the group they played in. Some groups may play 3 games
and others may play 4 or 5 games. Their Possible Points would be higher than the person
that played in a smaller group and had less possible points. The difference in group size is
why we use “Point Differential Percentage” and not “Point Differential”

!

This format also allows the League Director to impose penalties for missed game days.*
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5.3.4.1.5.2.4. Custom
Custom Leagues allow the League Director to award points based on
performance each game day. Total points accumulated are then used to rank
players on the ladder.

The League Director can specify points for the following factors:

1. Points for playing a game
2. Points for winning a game
3. Points lost for losing a game
4. Points for winning a match
5. Points lost for losing a match
6. Points for winning a straight match
7. Points lost for losing a straight match
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The system totals the points and players are ranked from highest points to lowest points.
If there is a tie after calculations, then the higher ranked player the previous week takes precedence.

If there are two rounds of play, the first round can be treated as an Up Down round where the League
Director specifies the number of players in each group to move up or down. Points are awarded for the
second round.

The League Director may also choose to add extra difficulty points based on the
rank of the player group.

When moving players up or down for the next week, players who were absent may be
bumped down a group.*
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5.3.4.1.5.2.4.1. Two Round Custom League
If there are two rounds of play, the first round can be treated as an Up Down
round where the League Director specifies the number of players in each group to
move up or down.
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5.3.4.1.5.2.4.2. Custom League Group Bonus
Points
The League Director can award bonus points to players in a group based on the
difficulty of play. Those points are added to the Custom score after all
calculations take place. Points can be entered up to two decimal places.
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5.3.4.1.5.2.4.3. Custom Columns to Show
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For a Custom league setup, be sure to show the relevant columns on the ladder
page. If the league has penalties or up/down limits that affect the ladder rankings,
be sure to show those columns.

This is a partial list of columns that are available to show.!
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5.3.4.1.5.2.4.4. Custom League Penalties
The League director can specify penalties or restrict movement for each week for
a Custom league.

1. Apply penalties for missed game days by first selecting the grace period (how many consecutive days
can be missed without a penalty) and then selecting the penalty to be applied for subsequent missed
game days. That penalty will be subtracted from the total points.

2. Limit movement up and down the ladder by percentage of the size of the ladder. This can be used
prevent drastic movements up and/or down the ladder.
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5.3.4.1.6. Session Page 6
Extra points may be awarded to players who play in specific groups using these
options.
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5.3.4.1.7. Session Page 7
Choose the columns you wish to display on the ranking page. Your choices will
depend on how you have configured your session and what information players
will need to see.
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5.3.4.1.8. Session Page 8
You have the ability here to specify the first and second size group size that you
prefer for the session and the game format for each possible group size. All of
these choices will depend on the number of courts that you have available and
the maximum number of opt ins you permit for each game day. The system will
always use a format that includes every opted in player. It will first attempt to use
your preferred group size settings.

If you have only a limited number of courts, you should set your first preferred group size
large enough to allow groups that will accommodate every opted in player on the courts that
you have available. You should also set the maximum number of opted in players for each
game day to a number that will fit on the available courts.

!
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5.3.4.1.9. Adding Game Days to a Session
Once the session is configured, you can add your game days. Initially, most
leagues will add multiple game days that will span the entire session. There is
also an option to add individual game days.
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5.3.4.1.9.1. Creating Multiple Game Days
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1. Select the day(s) of the week that the league will play.
2. Select the start time.
3. Select the number of weeks.
4. Select the maximum number of players allowed to opt in for a game day. This can be less than the

maximum number of players in the league. If you wish to activate the waiting list option, turn that
option on in your session settings, set this to the max number of players you can handle and then
create the waiting list final automatic movement time period in Number 8 below.

5. Select the first game date.
6. Select the amount of time prior to each game day that players can begin to opt in. Players must opt

themselves in if they want to play on any game day.
7. Select the end of the opt in time period.
8. Select the final time period that waiting list players can be automatically added to the game day. For

example, if you want to assure that waiting list players have enough time to change any plans and
arrive on time to play, you might want to set this time to at least a few hours prior to the start of each
game day.

Set the maximum number of opt in players to guarantee court space and time for your
playing groups.*
Any session player who tries to opt in after the maximum is reached, will be prompted to
sign up on the waiting list.

!
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5.3.4.1.9.2. Creating a Single League Game
Day
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5.3.4.1.10. All Session Menu Options

1. Join Current Session – Allows a player to join the current session.
2. Detail Page – Shows the league details as they are displayed on the public website.
3. Game Day – Allows a player to opt in or out for the current game day.

Pickleball Brackets PB Manual - 1_en

Page 647 of 707



4. Session Players – A list of all the players registered in the current session as they are ranked on the
ladder.

5. All Sessions – This will list all of the league sessions and allow the league manager to edit those
sessions.

6. All Session Game Days – This will list the game days for the current league session and allow the
league manager opt players in or out, enter scores and manage play on the game day.

7. Edit League – This allows the league manager to view and edit the league setup parameters.
8. League Players – This shows a listing of all the current league players with their current payment

history.
9. Dashboard – (Coming Soon)

10. Edit Current Session – Allows the league manager to modify details for the current league session.
11. Edit Current Schedule – Allows the league manager to edit the game day schedule for the current

session.
12. Add a Session – Select this menu option to add a new session to the current league.
13. Messages – Select this option to send messages to the current session players.
14. Blank Score Sheets – Select this option to print blank score sheets in any scoring format.

Options 1 through 4 are available to session players on the league web page. Option 5 may
be viewed by players. All other options are only available to the league manager.*
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5.3.4.2. Two Player Team Ladder Leagues
Ladder Leagues can be set up for two player teams. They can be coed, mixed or
doubles. All of the setup options for single player ladder leagues can be applied
to two player team leagues.

These additional restrictions apply:

1. The system will verify partner eligibility based on the composition of the team required, eg. coed,
mixed or doubles.

2. Only one of the two partners must opt in for each game day.
3. If the ranking type is by Club Rating, positions on the ladder will be determined by the combined,

weighted club ratings of the two players. Team ratings are calculated as a 65%/35% ratio favoring the
weaker player.
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5.3.4.3. Running the League Session
The next sections of this manual will describe how to run your league session
and how the standings wil show to the public
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5.3.4.3.1. Adding Players
Players can be added to a session by the league manager directly or through the
online registration process.
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5.3.4.3.1.1. Online Registration
If the Session is configured to allow online registration, players may select the
league from the main league listing and register themselves for the current
session.

Eligibility for online registration is governed by the parameters established in the session
settings. These include, registration date restrictions, player limits, club or non-club
eligibility rules and session skill, age and gender restrictions.
*
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5.3.4.3.1.2. League Manager Entry
Players may be added to a session directly by the league manager. Anyone who
is added to a session is automatically added to the league if they are not a current
league member.

To add a player to a session, log in to your pickleballbrackets.com account, select My Stuff, Leagues
and then managing. Click on the League you wish to add the new player to.

Click on the Session Players option on the League Menu.
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5.3.4.3.1.2.1. Adding a Player
Click on the Add New Player Button

Search by last name for a player to add to the session.
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1. If the player has an account on pickleballbrackets.com, their name will appear on the list and can be
selected for the league session. As soon as they are selected, they will be added to the session,
either at the end or at their rating, depending upon how the session was configured. If the player is
not a current league member, they will be added to the league as well as the current session.

2. If the player does not have a pickleballbrackets.com account, the league manager can add them
manually by clicking on the Not Found button. You will need all of the player profile information to add
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them manually.

When possible, players should create their own accounts in advance to guarantee an
accurate profile.*
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5.3.4.3.2. The Game Day
The Game Day – Once all of the players have opted in for the game day, the steps
for playing the games will differ depending on the type of League.

1. Log in to your Pickleballbrackets.com account and select the league and session to manage.
2. Select Game Day from the session menu.
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5.3.4.3.2.1. Regular Ladder League Game Day
Regular Ladder League – This will require that the League Director complete
some preliminary steps to prepare the Game Day matches.

1. The Session Menu Link
2. Add New Player – The League manager can add a player from here.
3. Export Opt Ins – Will export a list of the opted in players to a CSV file.
4. Start Matches – This button will start the matches using the current game day configuration. Select

this when all opt ins, opt outs and groups are finalized.
5. Lock Opt In/Opt Outs – Select this when opt ins and opt outs are completed to view and modify the
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playing groups.
6. RSVPs – This shows the current status of RSVPs including any waiting list players.
7. Groups – This will show the groups once the opt ins are locked.
8. Matches – This will show the matches and allow score input once the matches are started.
9. Summary of the Game Day opt ins/opt outs and waiting list.

10. Seed by Standing – If the manager has rearranged the groups, this button will reseed all of the opted
in players by their current league standing.
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5.3.4.3.2.1.1. RSVPs
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Manager verification of RSVPs – All league players will be listed here.

Opted in players are listed first in the order of their rank on the ladder. The
League manager may opt any player out from this screen by clicking on the opt
out button.
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Waiting list players will show next on the list. If the waiting list transfer to live
deadline has not been reached, opting a player out will automatically move the
next waiting list player in. At the bottom of the list are the names of the players
who did not opt in. The League manager will be able to opt them in only if there is
still room in the current game day.

The red button next to the player’s name is to record attendance. Click on the button and it
will turn green.*
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5.3.4.3.2.1.1.1. Auto Checkout Option
If the league is set up to require payments for each day of play, there will be an
additional option for Auto Checkout on the screen.

Selecting this will automatically register the player for the game day and charge any fee associated with that
game day to the player’s account. The option is available to players if online registration and payment is
turned on, and to the League Director who may be adding players to the session game day.

If the league is collecting daily fees on site, using their own payment recording system, the
game day fee in the session setup should be set to $0 to prevent the fee from charged to
the player’s PickleballBrackets.com account.

!
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5.3.4.3.2.1.2. Groups
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Manager Verification of Groups – This page allows the League Manager to
manipulate the number and size of the groups and move players from one group
to another.
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1. Lock Opt Ins – This will create the playing groups.
2. Groups Tab – Click here to see and edit the groups.
3. Group Size Options – The program will default to preferred group size established during the session

setup. Other group sizes are available that the League Manager may choose from this drop down
menu.

4. Scoring Format – This will depend on the size of the group and the scoring formats established
during the session setup.

5. Groups Adjustments – Use the up or down arrows to move players to another group.

Moving a player up or down on this page does not move their position on the ladder. It only
changes the players with whom they will compete with on the current game day.*
If group adjustments are made, be sure to click on the Save button to confirm any changes.!
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5.3.4.3.2.1.3. Starting Matches
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Manager finalization of matches to allow score input.
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1. Start Matches – This will allow score input for the Game day.
2. Matches Tab – Click here to show the Game Day Matches
3. Print Score Sheets – Score sheets for all matches may be printed here.
4. Sub Player – A generic sub may be entered for any player in any match. Click on the Sub Player

button for each match to bring up the player list. Select the player being subbed for.

5. Serve/End – If the designate Serve/End option was turned on in the session settings, this will show to
indicate which player has the serve or end for each match.

You must sub the player in for each of the games they played. If the original player
competed in a few games and then left, the sub should only be entered for the final games.

!
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5.3.4.3.2.1.4. Entering Game Day Scores
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Entering the Match Scores

Click on the Match to enter scores. From this screen, matches may also be
canceled if necessary. Be sure to save the entry.
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If the league allows players to enter their own scores, only one player in the group must
record the scores. If texting is turned on, the other group players will receive a text message
showing the score.
*
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5.3.4.3.2.1.5. Completing the Game Day
Completing the Game Day

Once all of the scores are entered, the league manager must complete the game
day. That will update the ladder standings. If the ladder standings are based on
club ratings, the update will take place the following day since club ratings are
calculated overnight. There is also a Start Over button that allows all of the game
day scores to be zeroed out.

Ranking calculations are redone starting with the first day of the session every time a Game
Day is completed.

!
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5.3.4.3.2.1.6. Adjustments to Scores
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Adjustments to scores after the game day is completed.

Game day scores can be corrected at any time before the day is completed by
selecting the game. After the game day is complete, the day has to be rolled back
to make any score adjustments. Select the Roll Back button.
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When you roll back, you have the option of keeping the entered scores (if you only need to
correct one score), or zeroing out all scores (if you need to start the game day over with a
new group format). There is no way to retrieve scores that have been zeroed out during

!
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a roll back.

Roll backs cannot be done for game days if the next game day has already been started.*
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5.3.4.3.2.2. Flex League Game Day
Game Days for a Flex League are managed by the players. They decide when and
where to play after receiving an email listing the players in their group.
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5.3.4.3.2.2.1. RSVPs
Players in a Flex League are automatically opted in to every game day when they
join the league. They may opt out according to the schedule assigned by the
League Director. The League Director may also opt players out from the RSVP
screen up until the time that the group emails are sent out to the players.
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5.3.4.3.2.2.2. Groups
Groups are assigned in the same manner as a regular ladder league. Players must
make their own arrangements to play.

1. For a group of 5 or more, if a player does not show up, the remaining players may opt him/her out and
the group will then be re-arranged and a new schedule of games will be created.

2. For a group of 4, if a player does not show up, the remaining players can recruit a sub to replace him/
her. One of the players can select the sub button for each of the games that the person would have
played. This allows the matches to be played. The sub gets no credit for any games.

3. If there are only 3 players available, the matches cannot be played and will automatically be canceled
at the end of the week.
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5.3.4.3.2.2.3. Matches
Enter scores for a Flex League in the same manner as for a regular ladder league.

Flex League games that have no scores are automatically canceled at the end of the week.*
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5.3.4.3.2.2.4. Completing the Game Day
Flex League Game Days complete automatically at the end of the week. The
Ladder Rankings are then calculated and emails with groups for the following
week are sent.

Score corrections for a Flex League must be made before the end of the week. There is no
ability to Roll Back the scores for a completed flex league week. Ranking calculations
are redone starting with the first day of the session every time a week is completed.

!
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5.3.4.3.2.3. Traditional League Game Day
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Traditional League – Players have 24 hours following a game day to enter results.
Once all of the game days are complete, the league manager can complete the
session.
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5.3.5. Managing an Existing League

Once a League has been set up, it may be managed from the
League Menu.
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5.3.5.1. Deleting or Hiding a League Player or
Adjusting Rankings
Players may be deleted or hidden from a session using either of the two following
processes:

1. Players who joined but did not play any league games may be deleted from the Session Players List
on the League Management Menu by clicking on the trash can at the end of the row next to their
name.

2. Players who have played on at least one game day, can be hidden but not deleted. Click on the hide
icon at the end of the row next to their name. Hidden players will appear at the bottom of the
management list but not on the public list. They can be restored at any time by the manager.

Adjusting Rankings

1. Managers may adjust rankings for a league at any time by using the up and down arrows next to the
player’s name and then saving the new rankings.

2. This is particularly recommended prior to the start of a new league if players are known to you. That
will minimize wide swings in the rankings during the first few weeks of the session.

Adjusting rankings during a session does not override how players will be positioned on the
ladder for subsequent games days of either a POP league or a league that is ranked by
player ratings.

!
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6. Players
The Players link at the top of the page allows anyone to look up any other player.
Information includes their current PickleballBrackets.com rating, their self rating
for events for which they have no playing history, a list of tournaments they have
played in and their tournament and match rating history in both table and graphic
format.

This information is available to everyone. There are no memberships required to view
ratings.*
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6.1. Finding a Player
Enter the player’s last or first name and click the green Search button.

If you are unsure of the spelling of the name, use only the first few letters to show a list of
all the matching player first or last names.*
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6.2. List of Found Players
If your search results return more than one player, a list similar to this will be
shown. Click on the name of the player to select that person.

Names are blurred out on this and all following player screens. The information is real.*
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6.2.1. Player Rating Profile

Senior players, age 50 and over, will have ratings and skill levels in three different
categories. Click each button separately to view the ratings. Younger players will
only have an overall rating and skill level.

1. Senior Rating – This shows a rating and skill level for all matches played where every player was age
50+

2. U50 Rating – This shows a rating and skill level for this player for matches where at least one of the
players was under 50 years old.
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3. Overall Rating – This shows the overall calculated rating and skill level for every match played by this
player.

1. Current Rating – The rating in dark black is the current rating for this player. It is updated on the first
day of every odd month.

2. Future Rating – This rating is calculated every day. It will reflect results from any tournament played
since the calculation of the most recent current rating. On the first day of the next odd month, the
future rating will become the current rating.

Rankings

1. Rankings listed under the current 8 digit rating are within the skill level.
2. Rankings listed in the black box are within the event (all players).
3. Future rankings are within the skill level.

Click on the blue Player Stats drop down menu for these additional options:

1. Game Results
2. Tournaments
3. Graph

Since ratings are calculated relative to the ratings of the other players in the matches, it is
possible to have a Senior rating that is lower than the U50 rating or the Overall rating.

!

Sign up for any tournament that requires validation against PickleballBrackets.com ratings
will use the current rating at the time of registration.

!
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6.2.2. Game Results
This page shows every matched played in each tournament and the rating
changes that occurred after each match.

1. This is the most recent tournament. Use the drop down menu to change tournaments.
2. This is the rating category being show. Click on the button to switch between Overall, Senior and

U50.
3. Rating changes are capped at .08 per match. They cannot increase or decrease by more than that

amount. This is done to limit the impact of one poor or excellent result.
4. This is the predicted score and odds of winning for the higher rated team.
5. This is the actual score of the match.
6. The magnified area shows the rating change resulting from this match. The top number is the

start rating. The bottom number is the end rating. The number in the middle column between the two
players is the team average. If the team is predicted to win, the number is green. If they are predicted
to lose, the number is red.

Pickleball Brackets PB Manual - 1_en

Page 700 of 707



Pickleball Brackets PB Manual - 1_en

Page 701 of 707



Pickleball Brackets PB Manual - 1_en

Page 702 of 707



6.2.3. Rating Graph and Tournament Details
The rating graph shows a progression of ratings for all events over the span of all
tournaments played. Below the graph is a table with links to the details for every
tournament and match that this player participated in.
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Moving Players or Teams Into an Event
This screen allows you to easily move groups of players or teams into an event.
When you select “Move Teams In” from the event setup screen, you will see a list
of every player or team that is eligible for the event based on the event criteria.
This includes any waiting list teams for the current event and any others who may
be currently registered or on the waiting list for other events. Select the players or
teams to be moved and click on the green Save button.
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	Tournament Directors have the ability to create a linked list of tournaments. The linked tournaments will display at the bottom of the Tournament Detail page. Linked tournaments are often annual events that are run by the same club or organization every year.
	Click on the Link Tournament button. If no linked groups have been created or a new one is needed, create a group.
	
	If the linked group already exists, scroll down to it and click on the name of the group to edit the list of tournaments.
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	Once a tournament is created, it will appear on the list of tournaments you manage. These are the steps to access that list and start setting up the tournament:
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	Turn these options on or off depending on the rules of the facility.
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	Lottery Algorithm Type


	4.2.4.17. Weather Alert
	Use this feature to create a weather alert for the tournament. If a weather alert is turned on, it will display as soon as the tournament is select on the main tournament webpage.

	4.2.4.18. Health and Safety
	Use this area to post any tournament specific health and/or safety information.
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	4.2.4.20.7. Auto Redirect
	4.2.4.20.8. Custom
	Mail-in Payment
	4.2.4.21. Logo & Files
	On this page you may upload a tournament logo, add a flyer for download and add a Release of Liability Waiver.

	4.2.4.21.1. Logo Upload
	If the event has a logo you can upload it here.
	Once you upload your image you will see the cropping tool.


	4.2.4.21.1.1. How to Add a Logo That is Too Large
	If your logo is still too large to fit and view correctly, even after you crop it and shrink it, you will have to edit the image before you upload it.

	4.2.4.21.1.2. How to Add a Logo That is Too Small
	If your logo is too small to fit you will have to edit the image before you upload it.

	4.2.4.21.2. Flyer and Waiver Upload
	If the event has a flyer or waiver, you may upload them here. Files MUST be in pdf format.

	4.2.4.22. Discount Codes
	Click on the Plus Sign to Add a Discount Code

	4.2.4.23. Manage Discount Codes
	4.2.4.24. Sponsors
	Sponsor information can be added here. Sponsor logos will appear at the bottom of the main tournament page and in all emails sent to players. Click on the + sign to add a sponsor.
	If the sponsor has a logo you can upload it here.
	Once you upload your image you will see the cropping tool.


	4.2.4.25. Sponsor Details
	4.2.4.26. Feature Plans
	This is for future use.

	4.2.4.27. Venues
	Each physical location used by the tournament should be created here. These locations will be used when creating events, courts, and when generating the daily planner.

	4.2.4.27.1. Print Spooler Instructions
	4.2.4.27.2. Installing the Print Spooler
	Click the Install button to download the print spooler installation file. The installation file, setup.exe, will be downloaded, usually to the download folder on your computer. Navigate to that folder and double click on the name of the file. Once the process begins, you will see the following screen. Click on Install to continue.
	When installation is complete, the program will automatically open and the following screen will appear.

	4.2.4.27.3. Print Spooler Menu Options
	Print Spooler Menu Options.

	4.2.4.27.4. Configuring the Print Spooler
	The Print Spooler must be configured to match the parameters of the tournament. Click on the Settings menu option to configure the spooler.

	4.2.4.27.5. Running the Print Spooler
	Click on the Start Button (4) to start the spooler. Click on the Stop Button (5) to stop the spooler.

	4.2.4.28. Amenities
	Amenities include any special features associated with the tournament. Most often, hotels are listed as amenities but amenities may also include local supporting business or restaurants. Details of amenities will show at the bottom of the main tournament listing page.

	4.2.4.29. Managers
	Tournament Managers and their rights can be created here. The Primary Manager will also be able to add managers from this screen by selecting the Add New button.

	4.2.5. Event Settings
	Each event has multiple settings that allow the tournament director to specify all of the variables associated with the event. These include factors such as format, age range, gender, dates, times and many others. This section will review all of the steps needed to set up an event in PickleballBrackets.com

	4.2.5.1. Event List
	When a tournament is created, you will have to add at least one event. That event can then be copied and modified to create all of the other tournament events. As you change the first event on the list, pay special attention to factors that you will repeat for other events. These include such things a dates, bracket formats, waiting list options, time display format and costs. If you standardize these with the first event, you will have fewer edits to make on the later copies.

	4.2.5.2. Event Info Page 1
	Basic Info Actions

	4.2.5.3. Event Info Page 2
	4.2.5.3.1. Single Elimination Special Options
	Selecting a single elimination format allows the TD to specify other options for the event.

	4.2.5.4. Event Info Page 3
	4.2.5.5. Event Info Page 4
	4.2.5.6. Event Info Page 5
	4.2.5.7. Event Info Page 6 – Round Robin Score Format
	4.2.5.8. Event Info Page 6 – Single Elimination Score Format
	4.2.5.9. Event Info Page 6 – Double Elimination Score Format
	4.2.5.10. Event Info Page 7
	Custom Match Dates

	4.2.5.11. Event Info Page 8
	4.2.5.12. Settings for Events that Require Qualifying
	Single elimination events can be set up as qualifiers for a Main Draw, Consolation or both. If it is a single elimination event, the Main Draw can be set up as a qualifier for a Bonus event for losers from the early rounds of the Main Draw. Main Draw, Consolation and Bonus events that are not qualifiers can be round robin, single or double elimination. These related events have special setup options. The following sections of this manual will explain how to set them up. Preparing and running those events will be covered Here in the section of the manual that explains how to prepare and run the tournament.

	4.2.5.12.1. Qualifying Scenarios
	There are two main qualifying scenarios that will determine how to set up your events.

	4.2.5.12.2. Event Setup for Scenario 1
	The Main Draw is the event that players register for. A designated number of players will be moved from this event to the qualifying event after registration closes.
	The Qualifier is the event that some players from the Main Draw will be moved to after registration closes. A designated number of players from this event will qualify for the Main Draw. Optionally, a designated number of non-qualifying players may also move to another event (Consolation or Points Draw).

	4.2.6. Managing Age Group Splits
	Once a skill level event has been created, it can easily be split into age groups using the Manage Splits option on the event sidebar menu. This is a powerful feature that allows Tournament Directors to create and modify age brackets before, during and after the registration period. When age splits are created either before or during the registration period, players will register into those age groups. Age splits are also used by the Planner Snapshot to create a potential schedule based on the expected number of players in each age group.

	4.2.6.1. Adding the First Age Splits
	Selecting the Manage Splits option will bring you to this screen. Click on Add New Split.
	The system will add two splits to the event. The first will be a one year split starting with the minimum age for the event and the second will be all ages above that. From that point on, age ranges may be modified and more splits can be added.

	4.2.6.2. Adding Additional Splits
	Changing the maximum age for the first split will automatically adjust the age range for the next one. Changing “And above” for the second split to an actual age, will automatically add a third split. From there, “And above” may be adjusted to an actual age to add as many splits as are needed for the event. Changing the age range for any split after that will automatically adjust the ages of the splits above and below that one. If you expand the age range of any split to encompass the entire previous or following split, the unneeded split will be automatically deleted.

	4.2.6.3. Configuring Splits
	The general configuration of splits will conform to the parameters that were set for the event. However, the tournament director may add other limitations to each of the age groups to control the registration process.

	4.2.6.4. Creating Splits When Teams are Already Registered
	If an event was set up as a skill level event with no age group splits, the Tournament Director may use the manage splits function at any time, either during or after the registration period, to split the event into age groups. If this is done during registration, all future players/teams will register for their age group within the event.
	Select Manage Splits from the event and add one split. The first one year age group will be created and players will be placed into the remaining age group.

	4.2.6.4.1. Adding Splits with Players
	Add and configure the additional age splits and players will be automatically placed correctly.

	4.2.6.4.2. Manually Moving a Player or Team to a Different Age Split
	In some cases, Tournament Directors might want to move a team or player up or down to a different age split. To do that from the splits menu, click on the “Move Player To” menu next to the team name and select the age group to move to.
	The team will be moved to the new age group.

	4.2.6.5. Finalizing Split Settings
	Split settings must be saved but are not permanent and can be modified by the Tournament Director at any time. Once the Tournament Director is satisfied with the split settings, the actual tournament events can be generated. This is usually done at either of the following times:

	4.2.7. Special Tournament Formats
	Certain Organizations have regulations about how the tournament should be structured and how results should be reported. These include national sanctioning bodies and other national or regional organizations. This section of the manual will cover the procedures for setting up tournaments that conform to their specifications.

	4.2.7.1. National Senior Games State Qualifying Tournaments
	The National Senior Games are held every other year in summer or fall of the odd numbered years. State qualifying takes place in the previous even numbered year. States are permitted to format their tournaments as they wish and state qualifiers can be single or double elimination or round robin events. However, the National Senior Games requires states to report results in a specific format and to limit qualifying from their tournaments in certain ways. The following pages will cover the best methods for setting up state qualifying tournaments that conform to the National standards.

	4.2.7.1.1. National Senior Games Regulations
	A full listing of the National Senior Games Regulations governing Pickleball can be found on their website here: National Senior Games
	These are the specific parts of the regulations that govern the setup of a qualifying tournament.

	4.2.7.1.2. Tournament Setup
	When you set up the tournament, make sure that the Require Full Address switch is turned on:

	4.2.7.1.3. Event Set Up
	National Senior Games qualifying events should be set up as Skill Level events. Age groups will be set within the skill level.
	At the top of the Event setup screen, make sure that the USA Senior Games buttons is turned on. Turn the Additional Medals buttons off.

	4.2.7.1.4. Adding Age Splits to the Event
	Age splits are added within the event after it is set up. Select Manage Splits on the left side of the screen.
	Change “And above” for the second split to 55-59 to automatically add a third split. From there, “And above” may be adjusted to to add as many 5 year age splits as are needed for the event. Age splits for the National Senior Games qualify range from 50 to 100.


	4.2.7.1.5. Formatting Age Splits
	Once the splits are created, you can limit the size of the bracket, the eligibility and the waiting list.

	4.2.7.1.6. Creating the Remaining Events
	After creating one event, with all of the age splits already listed as part of that event, copy that event to create your remaining events.

	4.2.7.1.7. Generating Events
	Once all age splits are set, the next step is to generate your events. The events may be generated before registration opens or after registration closes. Either option will allow players to sign up in the correct age/skill event for the tournament.
	For each event:

	4.2.7.1.8. Merging Skill Levels
	For small brackets, you may need to take the next step of merging skill levels together. This will create a merged bracket for playing purposes. Senior Games qualifying and medals will still be awarded based on the original Division/Age group that the player signed up for.

	4.2.7.1.9. Adding Players or Teams After All of the Previous Steps are Completed
	There may be situations where you need to add players after you have finalized all of your events. These are the steps to complete that process.

	4.2.7.1.10. Final Results
	Medals – When completed, medals for each event will automatically be calculated. If the event is a single 5 year skill/age group, no further steps are needed. If the event was a merged event, created by merging either different age groups or skill levels, medals can be awarded for each of the original brackets using the procedure for Assigning Additional Medals. Click Here for complete instructions.
	NSGA Senior Games Report – When the tournament is locked, a report of qualifiers may be printed from the reports menu for doubles, mixed doubles and singles. The report is an Excel spreadsheet in the format required by the National Senior Games. Download the reports to send to the National Senior Games office.

	4.2.8. Pre-Registrations
	Tournament directors can allow selected individuals to pre-register for the tournament before general registration opens.

	4.2.8.1. Inviting Players to Pre-Register
	4.2.9. User Defined Fields
	Tournament Directors have the ability to create a variety of different types of user defined fields. These fields can be used for tasks such as:

	4.2.9.1. Adding Questions
	This screen will appear when you select User Defined. If you have already created User Defined questions they will appear on the list and you can click on the question to make changes. From here, you have the following options:

	4.2.9.2. Question
	4.2.9.3. Question Details
	4.2.9.4. How Players will Answer
	Images

	4.2.9.5. Configuring Answers
	4.2.9.5.1. Checkbox List Answers
	4.2.9.5.2. Multiple Choice Answers
	4.2.9.5.3. Drop Down Answers
	4.2.9.6. Sanctioned, Approved and Ratings
	Select this option to request sanctioning, specify the priority for rating choices and to limit registrations to club members only.
	Each Sanctioning Organization has it’s own requirements and application process. Select the organization and Save the page. Once the page is saved, click on the Pending button to request sanctioned. Once the organization approved your application, the pending designation will change to Approved.


	4.2.10. Volunteers
	Tournament Directors can add volunteers directly and can also add a volunteer button to the main screen to solicit help for all types of tasks. Click the Volunteer selection on the tournament management menu to get to this screen. The tournament director may create either or both an area of volunteer need and a time slot for sign up.

	4.2.10.1. Volunteer Areas
	Click Areas to view this screen. It shows all preset areas included with the PickleballBrackets.com template. You may add your own or delete any as needed.

	4.2.10.2. Add Volunteer Time Slots
	Select a date and time range and press the Add button. This will created a new time slot. Once the time slot is created, scroll down to it to specify the number of volunteers needed in each category. Click on the Update button when done.

	4.2.10.3. Volunteer Time Slots
	A complete list of Volunteer Timeslots will look similar to this. It shows the day first, each time slot within the day and each area within the time slot.

	4.2.10.4. Add a Volunteer
	Tournament Directors may use the Add a Volunteer button to add someone to the schedule.

	4.2.10.5. Search for a Name
	Enter the name, email address or phone number of the potential volunteer and press the search button.
	If the person is found, you may select him/her from the list of players. If not, use the Add a Volunteer button to add them.

	4.2.10.6. Add the Time and Area
	Once a volunteer is added, use the edit button next to their name to assign dates and tasks to that person. Be sure to save changes when done.

	4.2.11. Referees
	Tournament Directors can add referees directly and can also add a referee button to the main screens. Click the Referee selection on the tournament management menu to get to this screen. The tournament director can create a referee time slots for sign up. If no time slots are created, referees can sign up on a general list.

	4.2.11.1. Add Referee Time Slots
	Select a date and time range and press the Add button. This will created a new time slot. Once the time slot is created, scroll down to it to specify the number of referees, and line judges needed. Click on the Update button when done.

	4.2.11.2. Add a Referee
	Tournament Directors may use the Add a Referee button to add someone to the schedule. Referees may be designated as primary or backup.

	4.2.11.3. Print All Ref Sheets
	Each referee that is added to the tournament will have a unique QR code that can be printed. The QR code allows the referee coordinator to use a scanner to quickly assign referees to each match.

	4.2.12. Managing Registrations
	Managing Your Tournament Registrations

	4.2.12.1. Attendee Menus
	Select Attendees from the slide in menu.

	4.2.12.2. Attendee Screen
	4.2.12.3. Maintaining the Attendee List – Adding a Player
	4.2.12.3.1. Add a Player Who Already Has An Account
	4.2.12.3.2. Creating a Player Account and Adding a Player
	4.2.12.3.3. Adding the Player Events
	Event selection is the next step in the process of adding a player to the tournament.

	4.2.12.3.4. Searching for a Partner
	If a partner is needed for any event, this screen will come up after you choose the player events.
	This box will appear to allow you to search for the partner.
	The search results will then be shown.

	4.2.12.3.5. Adding a Partner Manually
	If the partner is not found, you can add the partner manually.

	4.2.12.3.6. Other Items
	4.2.12.3.7. Checkout Screen
	This is a summary of events, other items and payments for this registration.

	4.2.12.3.8. Payments
	4.2.12.3.9. Receipts
	When you are done, the receipt will print.

	4.2.12.4. Maintaining the Attendee List – Changing a Registration
	4.2.12.5. Using the Simulator
	The Simulator allows tournament directors to plan the daily schedule and to estimate maximum capacity for each event based on court availability. It can be run at any time during registration and will give an accurate visual display of court utilization for both the actual number of registered players and teams as well as future projections.

	4.2.12.5.1. Simulator Options – Round Robin
	Simulator Options and How they Work – Round Robin

	4.2.12.5.2. Simulator Updates
	This page allows the Tournament director to automatically update either the Event record or the Simulator or both with the actual times that were calculated by the simulator.
	Be sure to save this page when done.

	4.2.12.5.3. Simulator Options – Single Elimination
	Single Elimination events have fewer options than round robin events. You can specify different time estimates for regular games (Winner) and medal matches, if you are planning a different game format for the medal matches. Ideally, you should plan for enough courts to play all of the first round games at the same time.

	4.2.12.5.4. Simulator Options – Double Elimination
	Double Elimination adds a choice of formats. If you do not allow losers to play back into the winners bracket, the event will be shortened by three matches and the best the winner of the losers bracket can get is a Bronze medal. Another option is to award the Bronze medal from the winners bracket, shortening the bracket by 4 matches.

	4.2.12.5.5. Viewing the Simulator
	When you click on the View Schedule button after you save all of your options, this is what you will see. It is a graphic representation of the day showing each of the matches that are scheduled. Notice that, in this case, court 1 is blocked out since it was specified as “not available” from 8:00 AM to 10:00 AM.

	4.2.13. Preparing the Tournament to Run
	After Registration Closes

	4.2.13.1. Moving Players and Teams
	Moving Players and Teams

	4.2.13.2. Merging Events to Create Playing Brackets
	4.2.13.3. Setting up and Managing Courts
	In order to use the Simulator to or the Court Day Planner, you must first configure your courts. There are three court configuration steps.

	4.2.13.3.1. Managing Venue Courts
	Select this option to manage your courts..

	4.2.13.3.1.1. Venue Courts
	Use this page to add the correct number of courts for each of your venues and to manage all parameters associated with those courts.

	4.2.13.3.1.2. Unavailable Court Times
	To designate unavailable times, click on the blue UT button next to the court name. That will bring up the following screen.

	4.2.13.3.2. Managing Event Court Counts and Start Times
	4.2.13.3.2.1. Managing Screen
	This screen includes multiple options for managing your courts.

	4.2.13.3.2.2. Run the Simulator
	The simulator should be run prior to posting start times and sending start time emails. Be sure to update all events and copy all parameters from the Simulator to the event record.

	4.2.13.3.3. Special Procedures for Preparing Qualifying Events
	The next pages of this manual will explain how to prepare the Main Draw, Qualifying event, Consolation event and Bonus Draw to run. There are two sets of directions, one for Scenario 1 and a second for Scenario 2.

	4.2.13.3.3.1. Preparing Scenario 1 Qualifying Events
	Select Live Console from the Tournament Management Menu.

	4.2.13.4. Sending Custom Messages
	PickleballBrackets.com has a built in, fully customizable, messaging system that allows Tournament Directors to create messages that can be sent to players based on their registration status and/or their event selection.

	4.2.13.5. Finalizing Start Times
	Finalizing Start Times

	4.2.13.5.1. Posting Start Times to the Event Listing
	Click on the black Edit List button
	To show the start time on the Player by Event Listing on the tournament web site, you need to edit these two items in the event record.
	The event header will now show the actual start time:

	4.2.13.5.2. Posting Start Times on the Main Tournament Page
	Once all of the times are changed, edit the Tournament Settings page to be sure that start times are being pulled from the Event Record, turn on the Post Start Times Now button and then save your changes.
	Start times may now be viewed by selecting the Start Times Icon on the main tournament page.

	4.2.13.5.3. Sending Automated Start Time Emails and Texts
	Once the start times for events are finalized, you can have the system send global emails and text notifications to players. All players will receive an email. Players who opted in to text messages when setting up their profile will also receive a text. This is done from the Manage Event Court Counts and Start Times Screen. Click on the Send Start Time emails button. That will bring up the following screen:

	4.2.13.5.4. Start Times in a Custom Message
	The Messaging System can be used to alert players about event start times if desired.

	4.2.13.6. Verifying Events
	Once registration is finalized, all events need to be verified before the tournament can be run. Event verification will complete the following tasks:
	Access the Verify Events option from the tournament slide in menu by selecting Live Console.

	4.2.13.6.1. Event Verification
	4.2.13.6.1.1. One Step Verify
	One Step Verify is an option for single and double elimination events ONLY.

	4.2.13.6.1.1.1. One Step Verify Select Event
	One Step Verify Event Selection

	4.2.13.6.1.1.2. One Step Verify Initiation
	One Step Verify Initiation Step – These are listed in order of execution. They do not appear physically on the screen in this order.

	4.2.13.6.1.1.3. One Step Verify Completion
	One Step Verify Completion

	4.2.13.6.1.2. Options for Events in the Verify Queue
	4.2.13.6.1.2.1. Texting Players
	If Texting is turned on, tournament directors have the ability to text players from the Live Console. Selecting the “Text Players” option on the menu will bring up the following screen.

	4.2.13.6.1.3. Verify Teams
	Click the blue Verify Event button on the right to start the Verification process.
	This page allows the tournament director to verify the teams that will play in the event. It also includes information about the event that would be helpful in deciding which teams to verify.
	Click the Save button to confirm all changes and the following screen will appear.

	4.2.13.6.1.4. Verify Pool Options
	No matter how the event was originally configured, the Tournament Director can use this page to make any desired changes.

	4.2.13.6.1.5. Verify Settings
	The next four pages will show details of the possible settings for the chosen event.

	4.2.13.6.1.5.1. Round Robin
	A straight round robin event is configured so that every player or team will play every other player.

	4.2.13.6.1.5.2. Round Robin with Pools and a Single or Double Elimination Playoff
	A round robin event with pools is configured by splitting the players or teams into two or more pools or playing groups. Every player or team will play every other one in their pool. A designated number of the top players or teams in each pool will move on to a playoff event. In this case, the playoff is configured as single elimination.

	4.2.13.6.1.5.3. Single Elimination
	Event Settings – Use these options to set the scoring rules for the event. The scoring rules control the verification of all scores entered during the event and the format of the printed score sheets.

	4.2.13.6.1.5.4. Double Elimination
	Event Settings – Use these options to set the scoring rules for the event. The scoring rules control the verification of all scores entered during the event and the format of the printed score sheets.

	4.2.13.6.1.6. Verify Seedings
	The next step in the verification process is to confirm seedings. PickleballBrackets.com automatically creates seeding based on the combined team or, for singles and skinny singles, the individual player rating. When setting up the event, Tournament Directors choose the priority of which rating to use.. Players have doubles, mixed doubles, singles and skinny singles ratings. Seedings are based on the rating that corresponds with the event.

	4.2.13.6.1.6.1. Change Seedings
	To change seedings, click on the Sort Item button. It will change color and read Sorting Item. Use the Blue Up and Down Arrow Buttons on the right to move the team.
	Click on the Sorting Item button again when the team is correctly placed.
	The team will be in their new position but the original seed, shown by the red arrow, will still show. Press the green Save button to save your changes. The team will then be locked in the new position and the new seed number will show.
	You can also drag and drop the team into the new position on the seeding list.

	4.2.13.6.1.7. Verify First Round Matchups
	The next step in the verification process is to confirm first round matchups. PickleballBrackets.com automatically creates first round matchups based on the seedings confirmed in the previous step. All successive matchups flow from the first round. There may be times when a Tournament Director might want to modify the first round matchups. For example, in a large tournament, you many wish to separate players from the same club in the first round. The first round matchup screen shows the player club name to assist with that adjustment. To change first round matchups, you need to change the seed for the team. Click the seed number for the team you would like to change.

	4.2.13.6.1.7.1. Change First Round Matchups
	To change first round matchups, click on the seed number for one of the teams you would like to change. From the drop down menu, select the seed number of the team in the position to which you would like to move them.
	The borders around both teams will briefly flash in red and the switch will be made.

	4.2.13.6.1.8. Confirmation of Format
	The final step in the verification process is to confirm your selections. The next few screens show how the selections are presented depending on how you formatted your event.

	4.2.13.6.1.8.1. Confirm a Single Elimination Bracket
	4.2.13.6.1.8.2. Confirm a Double Elimination Bracket
	4.2.13.6.1.8.3. Confirm a Single Pool Round Robin Bracket
	4.2.13.6.1.8.4. Confirm a Single Pool Round Robin Event with a Playoff
	4.2.13.6.1.8.5. Confirm a Multi-Pool Round Robin Bracket
	4.2.13.7. Final Event Preparation
	Once verification of an event is completed, it will be moved from the verify queue to the waiting queue. Click on Waiting at the top of the Live Console screen to move to the Waiting queue.

	4.2.13.7.1. Waiting Queue Options
	Before starting an event, the following options are available.

	4.2.13.8. Generating the Planner
	Once events are verified you can generate a detailed planner for the tournament. It uses the parameters of each verified event as well as any court usage restrictions that may have been specified. The planner is similar to the snapshot planner used to create your schedule with two important differences.
	Click the Generate Planner button at the top of the screen shown above to start the process.

	4.2.14. Running the Tournament
	This section of the user guide details every step to be taken on the day of the tournament to insure a successful event.

	4.2.14.1. Kiosk Pages
	Kiosk Pages are tournament information pages and utilities that can be set up to be displayed independent of the tournament director login.

	4.2.14.1.1. Scores and Standings
	This page displays results of all events for this tournament. Click HERE to view sample display formats for different types of events. Events are updated with live scores and the screen is refreshed every 10 seconds.

	4.2.14.2. Player Check In
	There are two options for player check in for a tournament.

	4.2.14.2.1. Welcome Desk Check In
	Click on Welcome Desk Check In, and then the Check In button, to bring up this screen.
	Type the player’s first or last name, email address or phone number and click the Search Registration button to bring up this screen.
	Click on the menu button for the player to show the check in options.
	Click Check in to bring up this screen.

	4.2.14.2.2. Self Check In
	Click on Self Check In, and then the Check In button, to bring up this screen.
	Once the player types in their name and clicks on the Search Registration button, they will see one of the two following screens.

	4.2.14.3. Court Assignments
	This screen, which can be projected on a large monitor, shows the matches that are currently assigned to courts and are in progress. The screen will refresh every 35 seconds. Note the following:

	4.2.14.4. Court Assignments (On Deck)
	This screen, which can be projected on a large monitor, shows the matches that are ready to be played but are waiting for a court assignment. The screen will refresh every 35 seconds. Note the following:

	4.2.14.5. Starting Events
	Start matches by clicking on the Waiting button on the Live Console and then selecting Start Matches (either with or without a text message) from the event menu.
	Select the Running button on the Live Console to view all running events.

	4.2.14.5.1. Special Procedures for Running Qualifying Events
	When you complete a qualifying event, teams may be moved to another event based on the event settings for that event.
	Deleting Teams and Swapping Players from events using Qualifier setup

	4.2.14.5.2. Printing Score Sheets
	Match score sheets may be printed by three different methods:

	4.2.14.5.2.1. Individual Match Sheets
	To Print Individual Match Sheets

	4.2.14.5.2.2. Printing Multiple Score Sheets
	Prior to an event, you may print all of the score sheets or score sheets for the start of events designated as “Next Available”. From the waiting queue, click on Print Score Sheets icon.
	Available choices for score sheet printing are:

	4.2.14.5.2.3. Next Available Match Score Sheets
	Events can be configured to print score sheets for the next available match automatically. In that case, when scores are entered, a pop up will appear for printing a score sheet if a match is available to be played. If the tournament is using the print spooler, the score sheets will be sent directly to the printer.
	Available choices for score sheet printing are:

	4.2.14.5.2.4. Mark as Printed
	If you choose to print only some of the score sheets, you have the option of marking them as printed. Choose “Yes” to assure that any you print here are not reprinted when the system takes over printing using the “Next Available” option. Choosing this option will place the matches in the match waiting for a court queue.

	4.2.14.6. Starting Matches and Entering Scores
	There are three different methods for locating a match to enter scores.
	Each uses this score entry screen.

	4.2.14.6.1. Manual Search & Entry
	Scores may be entered for any event from the live console running screen.
	Click on the name of the event.
	
	
	Scroll down and click on the match to enter scores.

	4.2.14.6.2. Using a QR Code Reader
	A QR Code is a recommended device for the management of large tournaments. It enables the following capabilities.
	Click on the QR Reader button on the Live Console Screen.

	4.2.14.6.2.1. QR Code Reader Score Entry
	With the QR Code reader screen displayed, scan the QR code on the completed match score sheet. The score entry form for that match will appear. Enter the score and save it.

	4.2.14.6.2.2. QR Reader Court and Referee Assignment
	The QR code reader may be used to assign courts and referees for tournaments using the “Next Available Court” method for assigning courts.

	4.2.14.6.3. Court Desk
	The Court Desk may be used to manage running events that have score sheets printed and matches in the Game Queue.
	Once a game is assigned to a court, click on the game to enter a score. After the score is entered, the game will automatically be removed from the court and new score sheets may print.

	4.2.14.7. Finalizing Scores and Completing an Event
	No matter which method is used for score input, when all of the matches are complete, scores and standings must be finalized to complete an event. The main event screen will appear with a red button at the top to complete the event.
	If this event has additional playoff rounds, the TD will be prompted to complete the preliminary round and generate score sheets for the the next round.
	If this event is done, the TD will be prompted to complete and lock the event. Completed and locked events will display on the results screen of the main tournament page.
	Completed events will be moved to the Completed queue. Click on the Completed tab to view those events.
	Options for Completed Events – The completed events options menu has the following choices.

	4.2.14.7.1. Medal Assignments
	There are three options available for medal assignments depending upon how events are configured.

	4.2.14.7.1.1. Automatic Medal Assignments
	Gold, Silver and Bronze Medals are automatically assigned for completed events and show on the results page for the tournament. To print a list of the medals, click the Print Medals button on the completed event. If the 5 year or 10 year medal switch is turned on for the event, the system will also automatically award additional medals for age group winners within the event. Those winners will be listed at the bottom of the report.
	A medal report similar to this will display for printing.

	4.2.14.7.1.2. No Medals
	Select this option to display only 1st, 2nd and 3rd place on the results page for the tournament.

	4.2.14.7.1.3. Designated Medals for Merged Events
	For merged events you have the ability to assign medals based on the original events in addition to the medals that are automatically assigned for the overall event. This is useful in situations where you had to merge different age or skill level events in order to create a playing bracket but still need to award medals according to the original age or skill level breakdown.

	4.2.14.7.1.4. Creating Separate Medal Playoff Rounds for Combined Events
	Instead of awarding medals separately within a combined event, separate playoff events can be created to be played after the combined event is completed. Here are the steps for that.

	4.2.14.7.2. Printing a Medal Report
	4.2.14.7.3. Final Standings – Overall Description
	Final Standings
	Double Elimination
	Single Elimination
	Round Robin
	Additional Medals
	Manual Medal Assignments


	4.2.14.7.4. Final Rankings for Round Robin Events with Pools and Playoffs
	Final Rankings for Round Robin Events With Pools and a Playoff h2. Round Robin to Medal Round
	Each pool is ranking based on the following
	Multiple Pools


	4.2.14.7.5. Making Changes to a Completed Tournament
	Making Changes to a Completed Tournament

	4.2.14.8. On Time Visualization
	A useful tool for tournament directors is the ability to visualize, in real time, the progress of the tournament, compared to the planned schedule. This requires that the planner be generated for the tournament. The initial planner for each tournament day and location will show all matches planned for the day.
	As scores are entered and the tournament progresses, the planner will mute the completed matches. This gives a visual representation of the tournament progress and enables a comparison between the planned schedule and the actual time of day.

	4.2.15. Copying a Previous Tournament
	Quickly Set Up a New Tournament by Copying a Completed Tournament

	4.2.16. The Messaging System
	PickleballBrackets.com has a built in, fully customizable, messaging system that allows Tournament Directors to create messages that can be sent to players based on their registration status and/or their event selection.

	4.2.16.1. Message Page 1
	Main Message Screen

	4.2.16.2. Add a Campaign
	Add a Campaign

	4.2.16.3. Message Filters
	Message Filters

	4.2.16.4. Message Templates
	Message Filters Your choice of Message Filter when you add your campaign will determine the template that the system will create for you to start with.

	4.2.16.4.1. The Template Header
	The Template Header is similar to what you would find with most word processors. It consists of a series of buttons that perform a variety of formatting tasks. Hover over any button for a description of its function.
	This button, indicated by the arrows above, allows you to add “snippets”, or specific information from your tournament and/or player records, in order to customize your message.
	Available snippets that can be included as part of the subject of the email are:
	Available snippets that can be included in the body of the email are:

	4.2.16.4.2. Working With a System Generated Template
	This is the default system template that is generated when you select “All non-Withdrawn players” as your filter. Other filters generate different templates but they can all be easily edited.

	4.2.16.4.3. Editing the Template
	Template Features

	4.2.16.4.3.1. Images
	Images may be placed anywhere in a blank document or within a defined cell. The default message format contains a cell for an image. To place your tournament logo in the cell, click on the cell and then click on the image editing button.

	4.2.16.4.3.1.1. Image Upload
	If you have previously uploaded any images for use in messages, they will appear in the middle column of this screen. To use one of those images, click on it and it will appear in the far right hand image editing column.
	To upload a new image, click on the upload button: which will bring up this window:
	Click the Select Button to choose an image file from your computer to upload.

	4.2.16.4.3.1.2. Image Editing
	A preview of the image will appear.
	Click the Insert button to place the image in your message.

	4.2.16.4.3.2. Hyperlinks
	Click on this button to Add, Edit or Delete a Hyperlink:
	This screen will appear.
	Hyperlink
	Anchor
	Email

	4.2.16.4.3.3. Documents
	To add a document to your message, click on the Document button:
	If you have previously uploaded any documents for use in messages, they will appear in the middle column of this screen. To use one of those documents, click on it and a link menu will appear in the far right hand column.
	To upload a new document, click on the upload button: which will bring up this window:
	Click the Select Button to choose a document from your computer to upload.

	5. Leagues
	Selecting the Leagues link on the home page will show a list of all Pickleball Brackets.com Leagues. Start here to join or create a League.

	5.1. How to Sign Up With a League
	This is the main PickleballBrackets.com League screen. You will see it when you click on the Leagues link at the top of the home screen. All league searches and signups are initiated from this screen. Leagues are listed alphabetically. Find a League by scrolling down, or using the search box to locate a League by name or location.
	Each League will have a Button that shows its registration status:
	Click on the League name to join.

	5.2. Opt In
	The Opt in process is used by players or the league manager to manage attendance for a specific game day.

	5.2.1. Regular Ladder League
	When a regular ladder league session is set up, the league manager specifies the opt in date and time range for each game day.

	5.2.2. Flex League
	When players join a flex league, they are automatically opted in to all game sessions. They can opt out by using the same opt out procedure as for a regular ladder league until the opt in deadline for the next game day.

	5.3. How to Create and Manage a League
	This is the main PickleballBrackets.com League screen. You will see it when you click on the Leagues link at the top of the home screen. All league searches and signups are initiated from this screen. Leagues are listed alphabetically.
	This section of the manual will cover all of the step needed to:

	5.3.1. Creating a New League
	New leagues can be:

	5.3.2. League Structure
	League Structure

	5.3.3. Setting Up the League
	Follow these steps to create a new league.
	The directions on the following pages will guide you through the League setup process.

	5.3.3.1. Basic Info Page 1
	The Basic Information section of the League Setup screen is where you create the overall structure of your league. Once the structure is created, you will be able to add each of the sessions. Each session can be customized to meet changing conditions and seasons.

	5.3.3.2. Basic Info Page 2
	5.3.3.3. Basic Info Page 3
	Additional league parameters.

	5.3.3.4. Basic Info Page 4
	Once you upload your image you will see the cropping tool.

	5.3.3.5. Basic Info Page 5
	This section of the setup allows you to specify communication preferences.

	5.3.3.6. Basic Info Page 6
	Use these text boxes to describe your league in detail. This information will be displayed on the main league page. Click on the green Save button to continue the setup process.

	5.3.3.7. League Checkout Options
	Choose Checkout Options

	5.3.3.8. League Discount Codes
	League Managers may create discount codes to distribute. Each code is unique and can be limited in scope and duration. Click on the plus sign to add a discount code.
	Complete this form to generate a code.

	5.3.3.9. League Sponsors
	If a league has sponsors, the league director can add the sponsor information and logo here. It will display at the bottom of the league webpage and will be included in all emails that are sent to players. If a URL is included, the logo will be clickable.
	Upload a logo and complete the sponsor information.

	5.3.3.10. League Managers
	A league can have multiple managers but only one of them can be the primary manager. Only primary managers can add new managers.

	5.3.3.11. The League Menu
	Once your league is set up, you have a number of menu options to help maintain the league and communicate with players.

	5.3.4. League Sessions
	Each League is made up of Sessions. Sessions are groups of game days that can run multiple weeks. Some sessions are only six to eight weeks long. Others run a year or more. The league manager determines the length of the session, often based on a billing period for the league or seasons of the year (fall, winter, spring and summer). Most of the specific parameters of a league are set up within the session. This includes such items as:

	5.3.4.1. Adding New League Sessions
	To add sessions to any league, log in to your pickleballbrackets.com account, click on My Leagues and select the league you are managing. The league menu will show on the right side of the screen. Select Add a Session.

	5.3.4.1.1. Session Page 1
	League Session setup will take you through a series of steps to configure the session.

	5.3.4.1.2. Session Page 2
	5.3.4.1.3. Session Page 3
	5.3.4.1.4. Session Page 4
	The settings on this page set all of the parameters for the online registration process.

	5.3.4.1.5. Session Page 5
	The following pages list the parameters that control the operation of the session including how players are matched up each game day, how they move up and down the ladder, the points played based on the number of players and the columns that are show on the main player page.

	5.3.4.1.5.1. Traditional Leagues
	Traditional Leagues are those that take place over a set period of time. The format is round robin and each team or person, if it is a singles league, will play each other once over the time period. Setup options for a traditional league are restricted to those necessary for round robin events involving two teams or players.

	5.3.4.1.5.2. Ladder Leagues
	Ladder Leagues are set up in a Scramble format where each individual player or team plays at least one round against the others in their game day playing group. There are four methods for ranking players on the ladder.

	5.3.4.1.5.2.1. Percentage of Points (POP)
	Percentage of Points (POP) Ranking Type

	5.3.4.1.5.2.1.1. Two Round POP
	If there are two rounds of play, the first round can be treated as an Up Down round where the League Director specifies the number of players in each group to move up or down.

	5.3.4.1.5.2.1.2. Group Bonus Points
	The League Director can award bonus points to players in a group based on the difficulty of play. Those points are added to the POP score after all calculations take place. Points can be entered up to two decimal places.

	5.3.4.1.5.2.1.3. Columns to Show
	For a POP league setup, be sure to show the relevant columns on the ladder page. If the league has penalties or up/down limits that affect the ladder rankings, be sure to show those columns.

	5.3.4.1.5.2.1.4. POP League Penalties
	The League director can specify penalties or restrict movement for each week for a POP league.

	5.3.4.1.5.2.2. Club Rating Ranking Type
	Club Ratings
	The Pickleball Brackets rating system will calculate all club ratings of player in the league after games are played each day. Players will be ranked by their club ratings after their new rating is calculated.
	

	5.3.4.1.5.2.2.1. Score and Groups Size Defaults
	Groups are configured each Game Day based on the number of players who have opted in. The League must specify, in advance, the preferred group sizes and the default scoring format for each size group. Groups can be configured for up to 9 players for a single or double round.

	5.3.4.1.5.2.3. Up Down
	Up Down (Also known as King of the Court)

	5.3.4.1.5.2.4. Custom
	Custom Leagues allow the League Director to award points based on performance each game day. Total points accumulated are then used to rank players on the ladder.
	The League Director may also choose to add extra difficulty points based on the rank of the player group.

	5.3.4.1.5.2.4.1. Two Round Custom League
	If there are two rounds of play, the first round can be treated as an Up Down round where the League Director specifies the number of players in each group to move up or down.

	5.3.4.1.5.2.4.2. Custom League Group Bonus Points
	The League Director can award bonus points to players in a group based on the difficulty of play. Those points are added to the Custom score after all calculations take place. Points can be entered up to two decimal places.

	5.3.4.1.5.2.4.3. Custom Columns to Show
	For a Custom league setup, be sure to show the relevant columns on the ladder page. If the league has penalties or up/down limits that affect the ladder rankings, be sure to show those columns.

	5.3.4.1.5.2.4.4. Custom League Penalties
	The League director can specify penalties or restrict movement for each week for a Custom league.

	5.3.4.1.6. Session Page 6
	Extra points may be awarded to players who play in specific groups using these options.

	5.3.4.1.7. Session Page 7
	Choose the columns you wish to display on the ranking page. Your choices will depend on how you have configured your session and what information players will need to see.

	5.3.4.1.8. Session Page 8
	You have the ability here to specify the first and second size group size that you prefer for the session and the game format for each possible group size. All of these choices will depend on the number of courts that you have available and the maximum number of opt ins you permit for each game day. The system will always use a format that includes every opted in player. It will first attempt to use your preferred group size settings.

	5.3.4.1.9. Adding Game Days to a Session
	Once the session is configured, you can add your game days. Initially, most leagues will add multiple game days that will span the entire session. There is also an option to add individual game days.

	5.3.4.1.9.1. Creating Multiple Game Days
	5.3.4.1.9.2. Creating a Single League Game Day
	5.3.4.1.10. All Session Menu Options
	5.3.4.2. Two Player Team Ladder Leagues
	Ladder Leagues can be set up for two player teams. They can be coed, mixed or doubles. All of the setup options for single player ladder leagues can be applied to two player team leagues.

	5.3.4.3. Running the League Session
	The next sections of this manual will describe how to run your league session and how the standings wil show to the public

	5.3.4.3.1. Adding Players
	Players can be added to a session by the league manager directly or through the online registration process.

	5.3.4.3.1.1. Online Registration
	If the Session is configured to allow online registration, players may select the league from the main league listing and register themselves for the current session.

	5.3.4.3.1.2. League Manager Entry
	Players may be added to a session directly by the league manager. Anyone who is added to a session is automatically added to the league if they are not a current league member.

	5.3.4.3.1.2.1. Adding a Player
	Click on the Add New Player Button

	5.3.4.3.2. The Game Day
	The Game Day – Once all of the players have opted in for the game day, the steps for playing the games will differ depending on the type of League.

	5.3.4.3.2.1. Regular Ladder League Game Day
	Regular Ladder League – This will require that the League Director complete some preliminary steps to prepare the Game Day matches.

	5.3.4.3.2.1.1. RSVPs
	Manager verification of RSVPs – All league players will be listed here.
	Opted in players are listed first in the order of their rank on the ladder. The League manager may opt any player out from this screen by clicking on the opt out button.
	Waiting list players will show next on the list. If the waiting list transfer to live deadline has not been reached, opting a player out will automatically move the next waiting list player in. At the bottom of the list are the names of the players who did not opt in. The League manager will be able to opt them in only if there is still room in the current game day.

	5.3.4.3.2.1.1.1. Auto Checkout Option
	If the league is set up to require payments for each day of play, there will be an additional option for Auto Checkout on the screen.

	5.3.4.3.2.1.2. Groups
	Manager Verification of Groups – This page allows the League Manager to manipulate the number and size of the groups and move players from one group to another.

	5.3.4.3.2.1.3. Starting Matches
	Manager finalization of matches to allow score input.

	5.3.4.3.2.1.4. Entering Game Day Scores
	Entering the Match Scores
	Click on the Match to enter scores. From this screen, matches may also be canceled if necessary. Be sure to save the entry.

	5.3.4.3.2.1.5. Completing the Game Day
	Completing the Game Day
	Once all of the scores are entered, the league manager must complete the game day. That will update the ladder standings. If the ladder standings are based on club ratings, the update will take place the following day since club ratings are calculated overnight. There is also a Start Over button that allows all of the game day scores to be zeroed out.

	5.3.4.3.2.1.6. Adjustments to Scores
	Adjustments to scores after the game day is completed.
	Game day scores can be corrected at any time before the day is completed by selecting the game. After the game day is complete, the day has to be rolled back to make any score adjustments. Select the Roll Back button.

	5.3.4.3.2.2. Flex League Game Day
	Game Days for a Flex League are managed by the players. They decide when and where to play after receiving an email listing the players in their group.

	5.3.4.3.2.2.1. RSVPs
	Players in a Flex League are automatically opted in to every game day when they join the league. They may opt out according to the schedule assigned by the League Director. The League Director may also opt players out from the RSVP screen up until the time that the group emails are sent out to the players.

	5.3.4.3.2.2.2. Groups
	Groups are assigned in the same manner as a regular ladder league. Players must make their own arrangements to play.

	5.3.4.3.2.2.3. Matches
	Enter scores for a Flex League in the same manner as for a regular ladder league.

	5.3.4.3.2.2.4. Completing the Game Day
	Flex League Game Days complete automatically at the end of the week. The Ladder Rankings are then calculated and emails with groups for the following week are sent.

	5.3.4.3.2.3. Traditional League Game Day
	Traditional League – Players have 24 hours following a game day to enter results. Once all of the game days are complete, the league manager can complete the session.

	5.3.5. Managing an Existing League
	Once a League has been set up, it may be managed from the League Menu.

	5.3.5.1. Deleting or Hiding a League Player or Adjusting Rankings
	Players may be deleted or hidden from a session using either of the two following processes:
	Adjusting Rankings

	6. Players
	The Players link at the top of the page allows anyone to look up any other player. Information includes their current PickleballBrackets.com rating, their self rating for events for which they have no playing history, a list of tournaments they have played in and their tournament and match rating history in both table and graphic format.

	6.1. Finding a Player
	Enter the player’s last or first name and click the green Search button.

	6.2. List of Found Players
	If your search results return more than one player, a list similar to this will be shown. Click on the name of the player to select that person.

	6.2.1. Player Rating Profile
	Senior players, age 50 and over, will have ratings and skill levels in three different categories. Click each button separately to view the ratings. Younger players will only have an overall rating and skill level.
	Rankings
	Click on the blue Player Stats drop down menu for these additional options:

	6.2.2. Game Results
	This page shows every matched played in each tournament and the rating changes that occurred after each match.

	6.2.3. Rating Graph and Tournament Details
	The rating graph shows a progression of ratings for all events over the span of all tournaments played. Below the graph is a table with links to the details for every tournament and match that this player participated in.

	Moving Players or Teams Into an Event
	This screen allows you to easily move groups of players or teams into an event. When you select “Move Teams In” from the event setup screen, you will see a list of every player or team that is eligible for the event based on the event criteria. This includes any waiting list teams for the current event and any others who may be currently registered or on the waiting list for other events. Select the players or teams to be moved and click on the green Save button.


