TM.net New Director 
Guide to Start & Manage an Event!

Before using TM.net to create your Directors account and your first event, you will need to set up a Pay Pal account.  This may take up to 3 or 4 business days, so allow for the time.  A Premiere or Business Account is required and no fee is charged.  Please use ‘TennisMatrix.net’ somewhere in your title of business on your PayPal account ~ ‘John Doe’s TennisMatrix.net’.
1) Create Your Directors Account ~ click on Create A Ladder ~ Found in Top Tool Bar or at the bottom of the screen “Tennis Pros and Directors – Create A Tennis Ladder and please complete the information requested.  You will be prompted to read 3 paragraphs of important information and must acknowledge reading the material.  Click “continue”.  After submitting, you will need to log in to your account with your Username and Password.  Once logged in, please familiarize yourself with the TM.net navigational pane info on the right side of your screen.
2) Create Player Accounts ~ It is time for your Players to create their accounts.  Please see the TM.net Guide to Create A Player Account.  Players must create their player account and choose you as their Director to populate your database.  Once submitted, Players & Directors will receive a TM.net confirmation email.  It will be helpful to inform your players to read the TM.net Rating System in order to assign themselves a rating.  As a Director, you may choose to edit this rating when placing a player on a ladder or in the appropriate division for a Round Robin.  
3) Manage Rules ~ Customize for your location and your event.  Choose from the “one up, one down” ladder format or the Round Robin format to edit. 
4) Manage Ladders ~ allows you to create, update or delete an event.  Complete the relevant information for this page and click “submit”.
5) View New Ladders ~ Please review your information to ensure accuracy.
6) Email Roster ~ Use only after all your participants have created an account and anticipate notification of your event.  Include all pertinent details and the entry deadline!
7) New Player Notification ~ You will receive a confirmation email with each player entry, as well as a PayPal receipt when players use PayPal for payment.  Players will receive a confirmation email entitled, TM.net Joined Event Successfully. 
8) View New Ladder: Set Rankings ~ Allows Director to manipulate rankings.  
9) View New Ladder: Manage Participants – displays participants in alpha order, if paid, and how they paid.
10) View New Ladder: Activate Ladder ~ Make sure all players have registered for your event!  Review #’s 8 and 9 before activating.  Once activated, TM.net will automatically send out match notifications for your ladder and all pertinent info if a Round Robin event. 
11) View Active Ladder ~ Please review all options under Ladder Functions tab to facilitate a smooth running ladder or round robin!  
12) Close Ladder ~ Make sure all results are posted, send closing email to players, and update and submit all final TM.net ratings and NTRP ratings.  
