WinTD Instructions

Tournament Setup:

1. Go to ‘File’ and choose ‘Preferences’.  Within the eight areas make sure ONLY the boxes indicated have an ‘X’ and then save as ‘School.prf’ if you do adult tournaments also.  If you only do scholastic tournaments just save it as the default and forget Step 2 below.

Pairing Sheet Tab:

Pairing Sheet (by Boards) column

Mark double Space – No Lines – Show Score- Show Team- Special Message for Byes

In the Message for Byes box write:  Please Wait …
 Pairing List column
Mark Show pairing number – Show Score – Show Rating – Show Team – Special Message for Byes

Copies (Single Section)

Mark 1 for Pairing Sheets and Sorted by Name: Mark 0 for Sorted by Team

Copies (Combined)

Mark 1 for Pairing Sheets and Sorted by Name: Mark 0 for Sorted by Team

Charts Tab:

Wall Chart Column

Mark Show Prize group – Show team – Show both ratings

Cross Table Column

Mark Show prize group- Show team – Gap between scores

Pairing Rules Tab:
Pairing Rules Column

Mark Avoid Dropping Unrated

Color Allocation Rules Column

Mark Due color to Higher Rated – Limit Interchanges – Avoid Three in a Row

In the Pairing Effort Level Box – Recommended setting is 4 (Small sections use at least 7)

Team Tournaments Tab:

Team Tournaments Column

Mark Need>1/2 pts to win. – Interpolate unrateds

Other Tab:

Miscellaneous Column

Mark LAST, First in Reports:

2. Before you do anything else at ALL tournaments you must go to ‘File’ and ‘Get Preference Set’ and open the ‘School.prf’.  If during the tournament you get out of the program, you must open this preference set again before doing any other work in the program.
3. To make a new tournament go to ‘File’ and select ‘New Tournament’.

· Description = Put down the name of the school and the date, in numeric format.

· Do not change the standard tie break order (Modified Median, Solkoff, Cumulative)

4. When you ‘Add A Section’, which is setting up a tournament, you need to make sure that you have the following settings for most tournaments:

· Title = A complete title for this section (such as High School Section)
· Short Title = Place the appropriate abbreviated name (such as K-12 for High School)
· Board Number = The youngest section should start with board number 101. then by increasing section level use 201, 301, 401, etc. If a separate USCF section is listed it should have the highest board numbers. At State the youngest section will use 101, but each increasing section level should use alternating odd hundreds value, i.e 101, 301, 501, 701 due to the possible number of boards in a section.
· Unless it is USCF rated section or tournament, don¹t have the X in that box.
· Leave the FIDE Ratable? Box empty

· Check the Use Tie Breaks? Box (Very Important)
· Section Type Column

· Mark Individual/Team (The number 4 will appear in a ‘Number of Boards box below)

· Pairing Method Column

· Mark Standard Swiss

· Pairing Numbers Column

· Mark ‘Higher of USCF and Local Rating’

· Pair Teammates Column

· Mark  NO

· Rating Limits for Color Improvements Column 
· Keep the defaults (200 and 80)

· Main Rating Field 

·  Keep the default USCF Rating
5. When finished with each Section, press the OK button. When you do not need to create any more sections, press the Cancel button. After you have set up a section go to ‘File’ on the Menu bar and chose ‘Edit Information’ if you failed to set up a section correctly.
6.  Please make sure the actual board numbers on the tables match what is in the computer for that section.

7.  Please double-check before you get to the tournament that the tournament setup is correct.  Many problems can occur if those settings are not set up as instructed above before the tournament begins.  NEVER use the WINTD default settings for a tournament; they are set up for adult individual tournaments and NOT Scholastic Team tournaments!

8. If you did a tournament last year on this computer then you need to change the name of the file slightly from last year¹s if you want to save both.  I would suggest adding the last two digits of the current year at the end of the name.

Printing Problems:

This data has to be used on a variety of computers and printers.  When typing in ANY information, type in ALL CAPITALS and that will eliminate many potential printing problems.

Entering Players:

1. Always print out a copy of the Master Team file PRIOR to entering any players.  Keep that hard copy handy to check on the proper designation for a team.  If there is no team designation for that school enter one as a new school and make sure you record all team information on the Player Change log. Do not just write in a code with no location or team name! This MUST be included in the email that has the tournament data file attached.
2. If you are entering a player that has played previously and is listed in the Master file follow this procedure: 
1) Sort the Master Player file by team.

2) With the tournament window and the Master Players file both open: drag the individuals to the appropriate section in the tournament window. If several players are together on the Master Player file list, then use the shift button to highlight that group.
3) For individuals just have the Master Player file sorted in name order, click and drag to the appropriate section in the tournament window.
3. Before you enter a new player to a tournament, please double-check the Master file to make sure that this player is not listed under a slightly different spelling.  Then go to Master on the Menu bar and choose ‘Add a Player’.  Please remember: All information for new players will be automatically entered into the Master File when the tournament is rated, but the program will never record ‘changes’ made to an existing player. These all must be recorded in the Player Change log or the changes will not be there the next week.
4. Never put a rating into the ‘rating’ field (that is for USCF ratings only), unless you are shown a USCF publication with that rating and then please also enter the USCF ID#.  The ratings we use in KSCA tournaments are always put into the ‘Local Rating’ field.  If a player or coach says their player has a USCF rating but they do not know what it is, make a note in the Player Change log

.

5. If a new player is from a new school then the very first step is to enter the new school into the Master Team file FIRST!  If an experienced player has moved and attends a new school, then you can change the existing player’s team designation by double clicking on their name.

6. If you are entering a player from the Master File and notice there are two people with that name.  Ask the player which he is and attempt to verify if he is the second person also, this happens when the player changes schools and sometimes they change names (from a nickname in Elementary School to their real name in JH or HS).  If the two are the same then note which one is the real one and which one is the extra in the Player Change log.
7. If the player is home-schooled and the only player that is there from that home-school then enter their school as the public school that they would normally attend based on their residence.  If they do not know what public school they would attend then leave the team code blank.  If there are two or three siblings who are home-schooled and they desire to be a team, check the Master Team list to make sure they are in the correct section, then make a new team and use the first four letters of their last name, if that code is available.  If they do not know the public school they would attend and they would be “playing up” a section, they can not be considered the same team without checking on how the public schools they would attend are organized first. (See step 8 that follows)
8. Beginning with the 2002-2003 year any player may play up (in a section containing players of a higher grade); however, they MUST represent their school of attendance and NOT become part of another team. 

9. For advance entries it will save time if you sort the Master File by Team before selecting.  On the day of the tournament have the Master File sorted by Name.

10. If you are entering a player that has ‘A###’ listed as their team, check with that student and get either their attending school or if home-schooled change school assignment to blank. that is a special designation used to tell which players we do not have a school for.  The previous designation of ‘????’ was not working because the program was thinking they were teammates and not pairing them together. Do not arbitrarily create and assign this type of codes to groups you do not know the school code for.
11. To assign requested Byes, open the player list for the appropriate section and click on the player name. Go to Players on the Menu bar and select Assign Byes from the menu. Select the appropriate By. Normally requested bye is 0.5, but check with the tournament host who may have posted otherwise.
12. It is common to accidentally enter players into a tournament more than once.  The last step prior to getting ready to start the tournament is to check for duplicate players in a section follow these steps: 
· Select the section in the tournament window

· Press the P (player) button.

· Scroll down the list to check for duplicates. They should be alphabetically listed by default, but if they aren’t, then select the Change Layout button and set the First sort to Name.
During the Tournament:
Never operate the tournament from a disk, or flashdrive. ALWAYS save it to your hard drive and run it from that location.

1. To do the pairings for the first round follow this procedure: 
1) click once on one section, 
2) go to ‘Section’ and click once on ‘Pair a Round’, 
3) go to ‘Section’ and click once on ‘List Games - Current Round’, 
4) click on the picture of a printer to print.  You will want to leave this screen open and probably minimized to use over and over during the tournament.
2. Make sure you have the ‘Master Player’ file and the ‘Master Team’ file open at all times during the tournament.  It is recommended to have them both minimized.
3. You want to save the tournament as soon as you have all of the players entered, but PRIOR to doing any pairings.  It is highly recommended to save again after each round’s result is entered and after each pairing.
4. To enter scores for the first round go to ‘Section’ and select ‘List Games - Current Round’.  If you will leave that screen open and then pair the next round the new pairings will appear in that box.  To enter scores, select the first game, then enter White’s score. Press “w” for a win, “l” for a loss, and “d” for a draw. To record a forfeit or change a mistake you must double click on that game and then mark the result as appropriate.
5. When pairing the last round be sure to check the box that reads ‘last round’; otherwise, the tournament cannot be rated.
6. Please double check that you have the grade (i.e. Prize Group) and team code for every student in the tournament!  Having the grade is the only way, at the end of a year, we know which students to delete from the database.  If, when you print standings, you have the grade (i.e. Prize Group) as one of the items listed it will help us get those grades we are missing.  You will have to note those changes in the Player Change log.
7. To do Individual Standings during the tournament select the section, go to ‘Reports’, select ‘Show Prize List’, check the box ‘Use tie breaks’, then click OK.
8. If there is any player at the tournament who we are missing data from (i.e. grade, school change, etc), PLEASE WRITE IT DOWN and include it in the Player Change log and include it in the email you send the with the .pto tournament file to who is keeping the database.  When updating the Master File automatically the program only changes ratings, it does not change any other items so just because you may make the change in your tournament data that change will not transfer to the Master Player file for future tournaments!
9. If you have paired a round and find it necessary to repair that round.  First check under ‘Edit’ and see if ‘Undo Pairings’ appears.  If it does not then go to the screen (Section, then List Games - Current Round) that lists those pairings, go to ‘Edit’ and choose ‘Select All’, and then clear (delete).  Now you can repair the round.

10. Check out what you print, especially Team Standings.  If where the name of the team is to appear there is only a four letter designation that means you have made a mistake.  That mistake is usually one of the following: 
1) The Master Team file is not open and minimized on the desktop, or 
2) You typed in the wrong four letter code for a team, or 
3) You failed to add the team into the team list prior to entering the player.  Change the team list immediately.  If it is a new team, write down all of the new teams information and include it in the Player Change log.
11. What happens when you have entered the wrong player to a section and paired them for one or more rounds?  The following is a step-by-step process to follow to correct the problem:

1. Add the new player to the correct section.

2. In the tournament window, select the section you wish to correct the players in.

3. From the "Section" menu, click "List games-specific round".

4. Double-click the game that you wish to change the player in.

5. Make a note of the board number and player colors for that game.

6. Click the "no result" radio button to open the game for that round and click OK.

7. From the "Section" menu, select "Enter Manual pairing".

8. Pair the new player with the old player's opponent making sure to maintain the colors.

9. ENTER THE CORRECT BOARD NUMBER and ROUND NUMBER!!

10. Click OK. Answer "yes" to replace the pairing.

11. Enter the score for that game.

12. From the "Section" menu, select "Update Scores/Standings".

Follow steps 3-12 for each round that must be modified to include the new player.

After the Tournament:

1. When the tournament is completed always save to the hard drive BEFORE saving to a disk.  For some reason only part of the data is saved if you do it any other way.

2. It is imperative that you send the results of your tournament to the keeper of the database within 12 hours from the conclusion of the tournament so that it can be rated and information passed on for the next tournament.  Send the .pto file and the Player Change log, which should include any new schools (school name, city, and four letter designation you assigned) and also any information missing for any player.  Thank you for your attention to this very important detail.  You do NOT have to send information on any NEW players.

3. Please note that if you make changes to a player’s data within your tournament, that change will not be automatically transferred when the Master Players list is updated.  The only thing that is changed is the rating.  Please type into the Player Change log what changes were made!

