How to use this web site:

THANK YOU FOR CHOOSING WWW.BOOKGOLFEVENTS.COM.  THIS WEB SITE IS A COMPREHENSIVE ONLINE TOOL INTENDED TO SIMPLIFY THE MANAGEMENT OF YOUR GOLF OUTING.  IT FEATURES SEVERAL TOOLS AND BENEFITS DESIGNED TO HELP IMPROVE THE LEVEL OF COMMUNICATION BETWEEN TOURNAMENT COORDINATOR, GOLF COURSE, AND TOURNAMENT PARTICIPANTS.  ANY FEEDBACK YOU HAVE CAN BE DIRECTED TO OUR SALES TEAM, OR YOUR CONTACT AT THE COURSE HOSTING YOUR OUTING.

FOR BEST RESULTS, PLEASE PRINT THIS PAGE AND SAVE IT IN A HANDY PLACE FOR EASY REFERENCE.

FEATURES:

· Reminders – www.bookgolfevents.com will send friendly reminders for key deadlines to help ensure each golf course has the data necessary to execute a perfect golf outing for you.
· Email – www.bookgolfevents.com enables the tournament coordinator to email tournament one or all tournament participants.
· Player Data – www.bookgolfevents.com enable the tournament coordinator to organize and track players by payment status, tee time, starting hole <for shotgun events>, or alphabetically.
· Direct Upload – Tournament coordinators final pairings are automatically sent to the host golf course.
1. Select a course or courses from which to receive a proposal for your tournament.  To do this, simply click on the course logo or logos your interested in for tournament information.

2. Click on the “REQUEST A TOURNAMENT PROPOSAL” icon at the bottom of the home page.  This will lead you to a form requesting some information from you.  Upon completion of the form, click the “SUBMIT” icon, and our sales team will respond to your request within 48 Hours <i.e. 2 business days>.
3. Once you receive your proposals, select the proposal that you feel best suits your needs.  Our sales team will send you a tournament contract.  Upon receipt of your signed contract, your event will be set up on www.bookgolfevents.com.  This enables you to administer all aspects of your outing online, and gives you the following tools:

· Email to as many or as few of your players/sponsors as you like at any given time.

· Online pairing list that is automatically sent to the golf course 3 days prior to your event

· Ongoing communication and reminders sent via email to help ensure all the details of your event are clearly communicated to the golf course.

· Online entry form for your event.

· An online forum by which to advertise your event <if it is open to the public>.

· A method by which you can track entry fee payments and sponsorship payments. 

In order to gain access to the site to administer your account, you will receive a username <your email address> and password.  Please write it down here:

USERNAME:  





PASSWORD:  




4. Now that your event is set up on www.bookgolfevents.com, the 1st thing you need to do, is log into the web site.  To do this, simply go to www.bookgolfevents.com, and click on the “TOURNAMENT COORDINATOR LOGIN” icon.  At the next screen simply type in your email address, and the password you received by email.  This will take you to the tournament coordinator admin screen.
5. The first option on this page is “Add players manually”.  This enables you to input the players in your event into an online spreadsheet by which you can track payments and create foursomes.  To add a player, click on the Add players manually icon.  Fill out the table on the next page with the appropriate player information, and click the “ADD” icon.  Please note:  This table is designed to help grow your database of known golfers <assuming your event is an annual event> in an effort to help grow your event.  You’ll be able to download all this data which will simplify contacting these people for future events.  You can refer to this table as needed to add players to your event.
6. The second option on the tournament coordinator admin page is “Edit Tournament Settings“.  This enables you to set your tournament day itinerary, input the tournament format, input your contact information, and input any other pertinent information you may have.  This data can be communicated to all your players via email.  As well, if your event is open to the public, it is noted listed on the www.bookgolfevents.com public tournament page, and can help attract players for your event.
7. The third option of the tournament coordinator admin page is “Send out Emails”.  This is a powerful tool that will enable you to send updates and reminders to the participants in your tournament.  To send an email, click on the send out emails icon.  Check the items you want to include with your message <be sure to include your contact information>.  Then create your message by clicking on the “Edit With HTML Editor”.  Type in your message and click on “DONE”.  Now click on “PREVIEW”.  At this point, you can send this message to one, some, or all of your tournament participants simply by selecting players accordingly.  Once you’ve selected your player(s), click on “SEND”.  Your message will be delivered in a matter of minutes.
8. The 4th option on the tournament coordinator admin page is “View Pairings”.  This enables you to manage your players & pairings for your tournament.  At the top of the view pairings page you can sort players either alphabetically, by starting time, by starting hole <if a shotgun event>, and by payment status.  As well, you have the option from this screen to edit and/or delete players.  This is the best way to update payments status and/or starting times/holes.
9. The 5th option on the tournament coordinator admin page is “Download Pairings”.  The enables you to download your pairings into an excel spreadsheet.  Click on the “DOWNLOAD PAIRINGS” icon.  Then click on “download.csv”.  This will enable you to use excel to sort/organize your pairings.  Please note you cannot upload changes back into the www.bookgolfevents.com web site.  If you are more comfortable using excel to organize your pairings, you’ll need to send them to us via email or fax.  If you use the system, you pairings will automatically sent to us 3 days prior to your event.
