Report Administration

Tournament Directors have the ability to publish reports to their tournament home page on www.usta.com . The reports can be uploaded directly from TDM or from the Schedule Administration area of the Online Sanction Form. This can be done by following the instructions outlined below:

Publishing your report from TDM
Click “Publish to web” within TDM to upload your report to the tournament home page. 

Publishing your report from the Online Sanction form
1. Access the Online Sanction Form by going to www.usta.com and then choosing Tournaments on the left side navigation bar. From the TennisLink directional page, click on the Enter Now button next to Tournaments.  The Login link is located under Administration link on the right side of the screen. Sign into the online sanction form area using the same login as the one for TDM. Choose the tournament that you want to add your created text documents by clicking on the tournament title.
2. Choose Reports Admin Link on the left side.

3. Click the Publish New button at the bottom

4. Type in a descriptive name for the file (ex: First Match Times) in the report name field. (The name of your report will show on your tournament home page.  This can be the same name as the file name, but it is not required.  Users might recognize First Match Times, but not file name 123.

5. Choose Browse.  Locate the file that you want to upload. Choose Open.  This will place the file name and location in the browse field. **ONLY TEXT FILES CAN BE USED
6. Repeat steps 3 & 4 to add additional reports.  You will have an opportunity to upload more than the 3 initial reports should you choose to do so.  

7. When you are finished indicating your reports, choose upload.  The system will take a few moments while it uploads the documents.  Connection speed to the Internet will determine the necessary time to complete this process.

8. Upon completion, you will see a screen similar to the following:
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a. Delete the document by clicking on delete.

b. Edit the document by clicking on edit.  If you choose to make changes to your file in this format, it will change the current document that is displaying on your tournament home page.  It will not change your document that is saved on your local C drive.

c. Click on the report name to preview your report.

d. Click on the Display checkbox before exiting so that the report will appear on your tournament home page.  If this is not clicked, then it will not display.  This feature allows you to upload numerous reports, but only display them when you indicate.  

9. When you are finished, you can exit the system.  

Removing a report from the tournament home page

As you progress through your tournament, you may publish an updated version of a previously displayed report. It is probably best to remove this old report from being displayed. To do this, follow Steps 1 and 2 above to get into the Reports Admin link of the Online Sanction form. 

If you had published multiple reports, you may have a list similar to this:
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Be sure that reports that should be displayed show a checkmark in the box and those that should no longer be displayed do not have a checkmark. The Date/Time stamp on the side will help you to identify the latest report. 
Viewing your Report from the Tournament Home Page

1. You can go to your tournament home page to see the results of your uploads by going to the Searchable Schedule and finding your tournament.

a. Locate your tournament by indicating the appropriate search criteria and choose Find it.

b. Click on the tournament from the search results.  You will be brought to the Tournament Home Page.

c. On the tournament home page, you will see a Reports Heading (just above tournament messages) with the uploaded report titles listed below.  Clicking on the report name will display the report.  The Reports heading will only be displayed if you have uploaded reports that you are displaying.
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