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This help guide was prepared by USTA Colorado to assist in answering many of the routine
questions that arise. Should you encounter any problems while using TennisLink, please call
Dan Lewis at 303-695-4116 x207. USTA Colorado is committed to assisting you throughout
this process and can seek assistance from the USTA TennisLink Team, if any problems occur
with their program.



Step 1:

Getting Started

Go to http://teamtennis.usta.com. This will take you directly to the TennisLink

Home page. See Page 3 for more information on the Home Page.

Step 1:

OR

Go to www.coloradotennis.com. (Shown in diagram below)

Step 2:

Click on the Helpful Links dropdown menu

Step 3:

Scroll down to TennisLink and click on Junior Leagues
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TennisLink Home Page
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Become a Coach / Manager (Captain)
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Step 1:
Click on “Become a Coach / Manager. See the TennisLink Homepage if you have
questions about where this is located.

Step 2:
If you have a USTA Number, enter it and click on “Get.” If you do not have a
USTA Number, fill out the required fields.

NOTE: The information you have on your USTA membership will appear for you if you use
your USTA Number (please make sure all contact info is up to date and accurate). If
you want different information, DO NOT enter your USTA Number.

Step 3:
Once the information has been filled in, choose a password. Using the drop down
menu, select a password hint, fill in your answer, and click “Submit.”

Step 4:
You are now signed on as a coach /manager. The first screen it will take you to is to
Create a team. See Creating Teams / Team Numbers for more information.
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Coach/Captain Menu Options
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The "My Teams" feature allows you to quickly track the activity of your favorite
teams without having to enter the team number every time you visit the site. Add
as many teams as you wish. Click on Help for instructions.
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As a coach / captain, you will have the following menu options:

Score Entry:

Allows you to enter a score after a match has been completed or confirm or dispute
scores for your team that have already been entered. See Score Entry for more

information.

Teams:

This option will pull up a list of your teams along with other useful information.

Create New Team:

This option is only available for Junior Team Tennis. See Creating Teams / Team

Numbers.

Register Players:

Takes you to registration screen. See Registration for more information.
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Creating Teams / Team Numbers
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Step 1:
Using the drop down menus, select Jr, Intermountain Section, Colorado District, and
the appropriate area. Ex. Metro Denver, Northern Colorado, Western Slope,
Mountains, Steamboat Springs, or Colorado Springs. Then click Go.

Step 2:
At the next screen, click on the blue link labeled “Jr”’ next to the specific program for
which you would like to create a team.



Creating Teams Continued
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Step 3:
Fill in the team name (Be sure to include Facility Abbreviation, Boys or Girls,
Age group, and Ability Level)

Example of Team Name for a Ken Caryl Boys 12
Challenger B team (please take the time to do this

correctly):
KCB12CB

Using the drop down menus, select the Site Facility and the Division. Click on the
boxes below to select the correct Affiliation and click on Save.

Step 4:
If you have a USTA number or Team Tennis ID number for a co-captain, you can
enter it in the Co-Captain box and click Get. If you don’t have a number, please see
section on becoming a Coach/Captain.
Note: It is not a requirement to have a Co-Captain listed.
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How to Log On to TennisLink
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Step 1:
Click where it says “Click here to Login.”

Step 2:
Enter your USTA # or Team Tennis ID # and your password and click “Logon.”

Note: If you have problems getting logged on, call the USTA CO office for assistance.

Become a Program Coordinator

This is an unnecessary step. You will not have any useful options by signing up as a
Program Coordinator. Please select “Become a Coach / Manager” as that has a menu of
usable options. For more information or for questions, please call Dan Lewis at the USTA
Colorado office, 303-695-4116 x207



Registration

{= Player Registration - Windows Internet Explorer
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14 start [ @ E B Flayer Registration. ., [ & 2010 Team Tennis ]

Before beginning registration, it is very important to have all information for the players you
are registering. You can add additional players later if you need. Once you have started
entering player information,

DO NOT HIT THE BACK BUTTONI!

If you hit the Back button all information you have entered will be lost. There is no way
to recover this information if it is lost.

The required information you will need for every player is listed below. Please make sure
that you ask for all of this information on your registration sheets:
Required Fields

First Name Zip

Last Name Date of Birth
Address Gender

City State

Ethnicity E-Mail Address

Phone Number
10



Registration Continued

Step 1:
If players participated last year, they were given a Team Tennis ID #. This
information, if available, will reduce the number of steps you must take to register a
player. If you can’t locate your information, you can look up your rosters from last
year by viewing your Teams from the previous year. Call the USTA Colorado office
if you have questions.

Step 2:
From the home page, click on “Register for a Team.” See the screen diagram on
Registration if you need assistance finding these options.

Step 3:
Input the Player’s USTA # or Team Tennis ID # in the first box. If the player does
not have a USTA Number, click on the words, “Don’t have a number?”” See Step 5
(below) for more information.

Step 4:
Enter the team number you wish to assign this player to. If you are entering team
numbers manually, be sure you have the correct team number.

Step 5:
Registering players who don’t have a USTA Number. Click on the words,
“Don’t have a number?” Fill in ALL Required fields and click on Save. There is an
example of this screen on the next page.
Note: It is a good idea to keep record of all Team Tennis Numbers that are
generated. The Team Tennis Number is similar to a USTA Number.

Step 6:
Repeat this process until all players have been entered. If you need more lines, click
on “+ Add More Players.”

Step 7:
Once all players have been entered, click on “Submit.” See Submit for more
information on Checkout.

Step 8:
You may be prompted to select the ethnic group for some players who have been in
the system. You can select “Prefer Not to Provide” if you don’t know or don’t want
to answer.

Step 9:
You may come to a screen that says you have players with expired or expiring
memberships. You can check the box that says “Register Without Renewing” and
then click Proceed to Checkout if you do not want to renew the USTA membership
at that time.
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Submit

{ Player Registration - Windows Internet Explorer
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Step 9:
Enter the credit card information. Double check the Detail Summary to make sure
you have registered everyone and in the right Division. If any of the information is
incorrect, click on the Back button that is located next to the Submit button.

Step 10:
Once you are sure that all information is correct, Click on the Submit button. The
screen will refresh (this will be your receipt). Be sure to print a copy of this screen
and save it for your records.

Note: If a player is registered and then decides to withdraw from the league, the USTA
Colorado office can refund the league fee. Any refund request must be made to the
USTA Colorado office by the player deletion deadline. The $3 TennisLink fee will not
be refunded.
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Score Entry
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Step 1:
Start off by logging in (the system will not allow you to enter a score if you are not
listed as the captain for that team. Once logged on, select “Score Entry” under My
Options. See the Coach / Manager Menu Options section if you need information on
the location of My Options.

Step 2:
Enter the match number and click Next. You will see the screen shown below. If
this is the correct match, click Next again. If not, you can click Re-enter to change
the match number.

Note: You can print a scorecard here also. If you don’t have the match number, see
your schedule. Information on schedules can be found on the next page.
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Score Entry Continued

{= Match Score Card - Windows Internet Explorer

@ L |§_ hittp: ffkennislink. usta, com TEAMTENNIS/ Secure/MatchScoreCard, aspx?MatchID=7196308Match Tab=M&Preview=No V| 2| X |Fed ex store denver | Pl

: File Edit ‘iew Favorites Tools Help

w o [Sglvl'_féUSTA Colorado - the Cola... | & Program List # Match Score Card X l l a- 8 o - [GhPage - oo - @ Br B & 3
e —— —

<

~
USs Open Clympus Pro Tennis Leagues Future Play Now Parents Coaches Get Involved Improve TennisLink Membership
U5 Open Series & Tournaments ‘Champions Your Game
LEAGUES | FLEX LEAGUES | TOURNAMENTS | TEAM TENNIS Sign Out | Questions?
USTA Organization = > Match Score Card
ABOUT US Match #719630in 2009 SUN Middle School League 2009
PRO GAME Guardian Angels [Team |D:257297387 ] vs. St. Catherine [Team |D:257297390]
TOURNAMEMTS & LEAGUES =
PLAYER DEVELOPMENT Date Scheduled: 04/04/2009 9:00 AM  Date Match Played(mm/dd/yyyy) : 4/4/2009
PLAY NOW Match Win Criteria : (Games won
PARENTS Guardian Angels* St. Catherine ‘Winning Result/Winner
COACHES Team Score
SETINYOLYED # 1 Mixed - Scoring Format: Match Tiebreaker
TennisLink Stephanie White v | | Mike Larson ~ |6 _11 Result:
LEAGUES Gabriel Rodriguez v | | MNataly DeMendoza v |g |2 C.ompleted 4
USA TEAM TENNIS Winner:
TOURNANENTS l:l - St. Catherine v
FLEX LEAGUES
Membership lzaac Heier ~ | | Mona Magno vl |5 - Result: ]
JOIN THE USTA Gabriel Rodriguez v | |Zach Young v [g |2 Completed 2
RENEW YOUR MEMBERSHIP Winner:
TennisLink ! - Guardian Angels b
TEAM TENNIS HOME PAGE “ Al Ll
i i Result:
DISTRICT SETTINGS Matthew White | | Gino Valdez i BE -|7 i c teted |
AREA SETTINGS Steven Ulibarri ~ | | Nataly DeMendoza ~| (g I3 omplet: i
ACCOUNTS AND ROLES Winner:
PROGRANS 1 -0 St. Catherine V|
CHAMPIONSHIPS
CREATE NEW PROGRAM -Canc el -NE.'XT.
SCORE ENTRY
FACILITY MANAGEMENT “

4 start

Ll ol sl < ie

? [ 1@ 6 Microsoft...

I i
B scarch Results

[ o 2000 3777 ...

0 Inkernet

[ E Microsaft Ex. ..

&, 100%

Step 3:

Enter the date of the Match.

Step 4:

= f,: Match Score ...

Using the drop down menus, select the players for each position. Next, enter the
score for each match, select the result of the match, and select the winner.

Step 5:

A confirmation screen will appear next. Verify the accuracy of the matches played
and the scores. If correct, click on Finish. If anything is incorrect, click on Re-enter.
After you click on finish, you will see the same screen.

Note: If a match goes to a third set (a tiebreaker is played in lieu of 3™ set), enter the
score as 1-0. Otherwise it will say that an invalid score has been entered.
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Stats, Standings & Schedules

{2 United States Tennis Association - Stats and Standings Reports - Windows Internet Explorer,

F

Q y - |§_ http: fftennislink. usta, com TEAMTENMIS/Reportsi TeamTennisReports, aspx?Level=T&TeamID=1045482ChampYear=2009 V| 42| % |Fed e stare denver | 2 |-

: File Edit ‘iew Favorites Tools Help

v & |88 - | @€ UsTA Colarada - ... |§' Program List #~ Team Tennis Ho... | % United States... % | | - B o - b Page - () Tools + @' B 5» g3
Renew NOW fora & yr Use source code:
USTA Membership. BUPG10 to redeem
Save over $40 and
ol et Bl ' RENEW NOW!
League Players Blanke | , i
processed by ((ECEIVE.COM
£ Reports - Team Level [ Back [ cose |
KC B 12)4 BLACK INTERMOUNTAIN COLORADO/METRO DENVER Colorade Junior Team Tennis - Denver Metro BOYS 12 IB WEST
[ Team Summary ] [Match Summary] [I.‘atc:h Schedule] [ Player Roster ] [Blank Sco recard] Add To My Teams | Send to Excel | Print Report

Teams Summary
Team Hame; KCB 12 1B,

Advertisament

Takaki Facility: Ken Cal

Blank Scorecard

Click here to add this
team to “My Teams.”

Scott Strietelmeier
Adam E Kaufman
Hicholas Keil

Teams Standings - </

Team Hame Ind. Wins Ind. Losses Sets Won Sets Lost Games Won Games Lost
MVCCEB 1218 5 1 15 3 30 2 196 100
<

€ Internet H100% v
— : - - . .
s start EREBEBEE/ A ”|B6wrstft. - /Fuiedsae. | B SearchResuts | O 2010771l | Ed MicrosoftEx... & [BILE 2:36Pm
B

Step 1:
From the home page, enter the required information under either:
“Search by Player Name”
“Search by Team Name”
“Search by Team Tennis Number, Team Number, Match Number”

Step 2:
From the Team Summary page, you can click on the Players’ Names to see
individual match statistics. The team standings are listed in the center of the screen,
with the team match record at the bottom.

Step 3:
Click on Match Schedule to get the selected team’s schedule. Be sure you have the
correct team selected before you click on Match Schedule. The team name will be
listed at the top left corner above the Team Summary button.

Note: Team standings criteria are league specific. Please contact USTA Colorado if
you are unsure of the standings criteria.



My Teams

My Teams is a very easy way to pull up the schedule, stats, and standings for any number of
teams. First, you must set up My Teams:

Step 1:
Open up the team(s) Standings page. (See Stats, Standings, & Schedules Page for
help)

Step 2:
Click on Add to My Teams, located near the top, right side of the screen. (See Stats,
Standings, & Schedules Page for help)

Step 3:
Once you have selected all your teams, go to the home page. You will see all your
teams in the middle of the screen. You can click on the team name to get to stats &

standings more quickly and easily.

&
v

INTERMOUNTAIN
COLORADO
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