GOLFGROUPRMANAGER

Administrator Handbook
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January 3, 2012

The goal of the Golf Group Manager is to provide a website that is highly intuitive making it easy for members to use ¢
Administrators to manage. The Adwstrator Handbook is stepy-step guide with numerous illustrations that works in
concert with the Video Tutorials, Frequently Asked Questions and Articles all located in the website Help section.
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Overview

This handbook is a guide to utilizing up your website to its fullest capacity. It partners with the video tutorials,
frequently askedj dzSa A2y a8 6C!vQao FyR |1 SfL) aSOGA2Y | NIAOEfSa 0+
Golf Group Manager (GGM). The Demo gitgp(//demo.golfgroupmanager.conj/located on the GGM website can

be referred to as an example of customizable features available to Groups.

The Administrator Handbook is organized on the process most would take to set up their websites. The first portion of
the handbook is the same as the Quick Start Guide, buttgreketail is provided. It will have the same information as
that included in the GGM Help articles but with the additional of screenshots.

When the Free 30 Day Trial is subscribed to from the Golf Group Manager w&bsitegolfgroupmanager.corthe
DNRdzLJ ! RYAYAAUNI 2N gAftf NBOSABS W SYlLAfao hyS @SNRAT
login information. All member accounts have the same password golf

When aGroup Websitas Created

The Group Administrator will receiveemailsfollowing the registration for theFree30 dayTrail subscription One
verifies the creation othe DNR dzLJQa 6S060aA (S | yR (KS 20 KSmemhed@&ditRnawea | F
the same pasword golf

lYour Golf Group Has Been Created

Your Account Has Been Created

This email is to let you know your new golf group web
_ An account has been created for you on ????. You may
site has been created at . )
now log in with the details below.

http://????.golfgroupmanager.com.

Your Golf Group Manager account has been created with the credentials
Thank you for registering a new group with Golf Group Manager. Click the  below:
link above to log in, upload members, create events and much more.
Email: xxx@mail.com

Please email support@golfgroupmanager.com if you have any questions or Password: golf

comments.
Thank you for using Golf Group Manager.
Click to here to visit your site and log in. Click here to log in to your new account.
I'f this |link doesn6t work, copy and I f this Ilink doesn6t work, copy an
http://????.golfgroupmanager.com http:/??7??.golfgroupmanager.com

Go to the website and log in.
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Quick Tip Web browsers such as Mozilla Firefox will allow the websiteeteaved on the toolbar as well the user
YIEYS YR LI dag2NR Oy 06S WNBYSYOSNBRQ F2NJ SIae F00Saa

I S NB Q3Acces? the site and seléBbokmark$ Bookmark this pageEnter a shorfNamefor the site and under
FolderselectBookmarks Toolbar The name Wliappear on the toolbar along with the golf ball icon.

y

2 AGK a2l Aftl CANBT2E (GKS t23Ay AyF2NXIGA2Yy OFy 0S5 &8¢
the site is accessed. After the login information is entered a pop up willaa@seshown below. Select the option to
Rememberthe password. This must be done at the first login or it will not ask again.

__) Golf Group Manager - Demo Golf Gr... | + o

é,-" Do you want Firefox to remember the password for "name@mail.com” on golfgreupmanager.com? Bemember] [NgverforThisSite] [ Not Now ] x L

%P;lzn%eup Demo Golf Group New Member Application | Log In Now

Need Help? "1

Home [ Log In Now Go Back Home

Log In Now

Getting Started

Once successfully loggeda Getting Startedpop-up will appearo provide quick linkén the websiteset up.
i N

Getting Started Welcome To Golf Group Manager

Thanks for signing up to Golf Group Manager. Choose an item below to get started with
your new Golf Group web site.

Fdlow the steps inGetting Startedto set up your
0 Manage Group Settings website then invite members to log in.

Set up your season start date, color scheme, and admin
contact info here.

Details of setting up the site are provided in this
0 Add Event Categories / Add Events handbook but additional information is also
Z:';ih;:fsm create the event categories and add games available in Help in the written articles, video
tutorials and in the Fquently Asked Questions

&% Add Pages, Files, and Links
v FAQ)

Click here to add group policies, links, and documents to
your group web site.

Once your website is active then add more
@ Import Members . .
0 information as needed.

Click here to import the membership roster.

Show this popup when | log in.
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MANAGE GROUP SETTINGS

To set up, go t@ur Group/Manage Group Settings

Manage Group Settings
Show Getting Started Show the ~Gatting Started™ pop up when administrators log in

Group Name | Demo Golf Group

Contact Email | supportigoligroupmanager.com

Eralls from GOl Group Manager will he sant o this agdress

Time Zone | (GMT-08:00) Pacific Time (US & Cd |

Season Start | December |;| 1 |:_|

Changing the season siant daie will eflech hath curramt and fash 583s0s

Pro Shop Email theproshopi@gelf. com
Color S5cheme Grean '@ siate Pink Jara Blus
Score Privacy Y| on i allow group memibers to view thelr own scones.
Check here V] o dspiay the New Member Appiction Form on Pubik Pags

Application Description There are 3 few spots still open in our membsership roster.

Save 5

[1:]

Show Getting Startedtheck the box to have the peyp
displayed to those with Admin status. Uncheck here
directly on the popup when no longer needed

Group NameChange or update the name of your grot
that will appear in the heading

Contact Emaiis the address ofthe Administrator who
will be the main contact person for your Grouphey
will receive emails generated from the Golf Grol
Manager websiteincluding notices of new membe
application. The'Contact Administrator' linkis also
located in the footer on each page

Time ZoneEnter the time zone for your clulAll event
start and cut off times are linked to the time zone that
set here. This gtting automatically adjusts to daylight
savings and standard time.

SeasonStar® Yy i SNJ 6 KS adGF NI RI
season.This should not be changed once it is entered
scoring data automatically clears and archives the day
prior. Event listings @ not archive but remain on the sit¢
for future reference.

Pro Shopemail The email address entered here
automatically links to Pro Shop check box in the email
notification for each event listed in Manage Eventis
is part of the Fast Draw moduleahenables
attachments such as the Draw to be sent to the Pro
Shop. The email address entered here automatically
links tothe Pro Shop check bar the Manage Events
email notification.

Colour Schem@&here are 5 choices of colour schemes to change the look of your welidite photo displayed on the
Home page can also be changed by selecting thePRdto on the picture.

Score PrivacyThis is part of th&esults Modulehat determines the view members will have in tBame Tracker If
checked, members will only be allowed to view their individual scoring redbushchecked then they can view
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EOSNE 2y SQa DThas8Swith Admio prigibiges can view all Game Trackers as well as the Season Game Tracker
which summarizes the season as per each event.

New Member Application Checlthe box todisplaythe application form on the Login Page

Application Descriptionc This optional box provides an area at the top of the application form to write more
about your group or the application process.

e ——
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EVENTS Addir@ategories and Events

Events can be set up @Quick Startor added at anytiméater

About Event Categories

Most Golf Groups have varied activities such as weekly golf games, tournaments, interclub competitions, rules
clinics, meetings and social events. As each of these activities have different requirements for member
participation, teetime requirements and tracking statistidResults Modulg they can be grouped into specific
categories. To set up and event categories sdtweints/Manage Event Categories/Create Category

Our Group | ¥ Events W Scoring | ¥ Members ¥ Need Help?

Home [ Manage Events | Manage Event Categories Go Back Hom

Manage Event Categories

Name # Events Track Statistics? QOptions
Interclubs Mo S R
Special Events 8 Mo ,/
Tournaments Yes S R
Weekly Events 39 Yes Ve
Wintertime Bridge 4 No 4

All event categories are listed in alphabetical ordevienage Event Categoriess well in the drop down list

when creating events. When events are created they can be organized into the categories that have been set
here. InManage Event Categoriemsach category is displayed with the number of events locate@ame Due to

the data and connection with other programs on the website, categories with events included cannot be deleted
and only the name of the category can be edited.

e ——
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Create Event Categories

To set ugEvent Categoriego to: Events/ManageEvent Categories/Create Category

Home Qur Group | ¥ Events Scoring ¥ Members ¥ Admi
Home | Manage Events / Manage Event Categories [/ Create Event Category
Create Event Category

Enter a category name to group your events.

Category Name

Track Statistics? =1 Yes, track game results, ringer board and/or attendance for this category.

Mote: Statistics shown will depend on the installed modules.

Save Category

Category Name Choose a hame to categorize a specific group of events

If subscribing to th&esultsand/or Ringer BoardModulesthe next line will appear:
Track Statistics® Determine if this group of events/games wWillve data that will:

1. be used in tabulating results OR

2. qualify for entries into the ringer board. The games included here will be shown in theldven list in
Ringer Board OR

3. if attendance at this event is to be counted

LT GKS Iy agyDiNiedehentoheslatiie bak.2 Thik sélection can be changed laterHsing

Create Event

To create events and games for members to attend séteents/Manage Events/Create Eventdn the form
that opens enter the details of the event. All datatered here can be edited or removed

Most fields are required and if not completed a warning will appear preventing the game from being sdived.
selections and entries made @reate Eventan be edited later.
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Create Event

Complete the form below to create a new event.

EventCategory | Weekly Events vl

EventTitle  ParPaints

Require Tee Times? V| Yes, this event requires tee times.

Event Date 2011-03-26

Sign-Up Available | 60 | Days Befare The Event

Maximum SignUps | 32

Event StartTime | 11[w] | 00[¢] | AM[s]
Sign-Up Cut-Off 2011-03-24 1[s]  Au[s]

Event Description  This will be the first event of the season and everyone is invited to
sign up for the breakfast prior to the tee off time.

Create Event Fast Draw Optie

Event Category, from the drop down list select
the category whee this event will appear under

Event Titlec enter in the name of the event

Require Tee Times? Check the box if this event
will need tee times. Games and competitions
usually require tee times but for social events tee
time would be unnecessarif.unchecked there will
be no access to liskame Winneror Fast Draw

Event Dateg set the date when the event will take
place

Signup Available__ Days Before the Everlist
the number of days before the event that
members can sign up

Maximum Sigrups ¢ enter the maximum number
of participants that can attend this event or
game. Members over the set capacity will go ontc
a waitlist. Waiting list as are not available for the
tee sheet sign up and when the maximum is
reached the event status shows FULL

Event Start Time; set the time when the
event/game will start

Signup Cutoff - choose the date and the time
when this event be closed to entrieff.a date is
chosen after the event date a warning will appea

Event Description in this optional aga enter
details about the event, such as the game
description. The first few lines from here will shov
with the event listing and it will fully open when
the event name is clicked

ClickAdd this Event to save unless subscribing
to Fast Draw

For those subscribers that have the Fast Draw option there is an additional area to be completed. Most of the
parameters in this area can also be edited or changed whefdse Daw is being madeMembers will only see

the above section when they sigip for an event with the exception of Handicapped events that will require
members to update their handicaps when they sign up for the event.
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Fast Draw Options:

Sign-Up Method @ List Tee Sheet

for members b sign up for events.

Sigr up Method ¢ there are two options available

TeeTime Interval | 10 Minutes [+ Listg players names go onto a list for a draw to

be created later.

G, =l Tee Sheet players can add their name directly

into a tee time grid.

Handicapped Event? Yes, this is a handicapped event.

Draw Type Random [=]

Order Consecutive IZ|

times at your club If the Tee Sheet option is

Note: if the TeeSheet Siggup Method is selected only the
Players/Tee Time and Tee Time Interval fields will show.

Tee Time Intervat set the intervals between tee

checked this will need to be completed accuratel

and camot be changed.

For most of these fields the data can be edited latefast Draw

Players Per Tee Timadicate how maw players will be in each tee timé&eXCEPTION: For Tee Sheet events this
area cannot be edited once the event is Accepting-8jgm

Handicapped EventTheck this box if the event is a handicapped ev@&tayers will be prompted to enter their
handicapwhen they sign up for this evertdandicappedvents arenot available for the Tee Sheet sigp
method.

Draw TypeSelect between the 4 choices
Orderc decide if it will be consecutive tee time starts or shotgun start

Add this Event, saves the event wdn the green confirmation bar appears

ClickAdd this Event to save and wait for the green cue

Manage Events

Manage Events is the operation headquarters for everything eveated. It displays the date and name of each
event, the status, plus &ures to publish game winners, edit and remove the event. WitHgm Drawmodule
there are additional features to add/remove members, create and view the draw and send email notices. The
Results Modulealso has the add/remove player feature plus résput sheets. Access Oreate Events in

Manage Events
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Editing an Event

lff S@Syita Oly 6S SRAGSR 6KSy (KS ZFdelSledraverks availatieS S OSy |
for sign upeditingto the Wtéart TimeCor theW ¢ S S ntewakX®n He donahrough Fast Drawby clicking the

blue ™ icon next to the event iManage Events¢ KS Wt f @ SNEk ¢SS ¢AYSQ Olyy2iG o085
Wccepting Sign upand if it needs changing the event will need to be deleted ardreated. Fa events where

the List Sgn upmethodisused edits can be made througkdit Eventsuntil the eventstatus is@ut-offt 3 a SRQ ®

All edits willthen need to be made in FaBtrawfor that event.

Event Status Terms

Over¢ the event has been completed
Cu-off Passed; the date for signing up is closed but the event is yet to be held
Accepting Sigiup ¢ members can sigqup for events

Feb 18 MNew Handicapped Event OVER a c E] P19 x
Feb 21 Tee Sheet Change Date ACCEPTING SIGN-UPS 3 Ly'] E *®
Feb 26 Stableford CUT-OFF PASSED 3 Tl E rﬂ b 4
Feb 28 Winter Meeting VUAIT LIST 2 x
Mar 22 Spring Elections COMING SO0ON 3 b4
Apr02 April Scramble ACCEPTING SIGN-UPS 3 x
Apr 30 April Tournament ACCEPTING SIGN-UPS 3 ®

Wait List -each event is limited to a set number of players that can attend. When this maximum is

reached, playersk G aA 3y dzZLd gAff 3IF2 2yaG2 + gl AGAYy3T tAaG | yF
View Membersb ¢CKSAS LJXI&@8SNB gAfft FAECE aLkRida gKSy LI I e&sS
waiting list feature is not availabfer tee sheet sin up.

Fullg when a tee sheet sigap has reached the maximum number of players the event status will show
Full. Players can no longer add their names to the tee sheet and will need to wait for cancellations. The
tee sheet sign up is exclusivefkag Draw

Coming Soom the event is not available for sign up

e ——
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Manage Events Icons

Depending on what modules are subscribed to, there can be a total of eight icons on the right of each event.

a View/Edit Players Players can be added or removed neligss of event status. This icon is part of
the Fast Draw and Results module

Fast Drawicon changes from grey to blue once the sign up cutoff has passed and before the event is
over. During this time the draw can be created and edited numerous titfigdayers have not signed

up, then no draw will be needed so the icon remains gray. IfieS S { KSSGQ { A3y dz) aSi
this icon will be blue from the event sign up start to the cutoff date

1
r View Drawshows the current draw

TheEmail Ndification icon allows emails to be sent to all members, signed up mend®ir the Pro

Shop. The sigap list and draw can be attached. Emails sent from here are stored Mahage Emails
area.

View/Edit Results Provides forms for entering amdcording game results. This is only available once the
cut-off has been reached.

TheView/Edit Winnersopens a table to record the event winners and post in Scoring/ Game Winners.
¢tKAa AO2y Aa fAY{1SR (2 (Géae Bvens Sundhdckeditwillig lj dzA NS RKQ
available for entries and will be grayed out. Also this icon isawdifable for input once the event has
completedand there are participants.

F Editallows for the details of the event to be edited priorttee event completion.Changes to tee times
for Tee Sheet sign up will need to denemanuallyin Fast Draw

i Deleteanevent. There is a strong warning that all past data around that event will heAtisiata
relating to this event such as soes and winners will be deleted. This action cannot be undone.

e ——
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About Add/Remove Playersom Events

Group Administrators can add and remove players from events. This function can be performed before or
anytime after the evenhas completed Multiplept @ SNBA OFy 6S FRRSR 2NJ NBY2@SR
View Members,as well inManage Eventgor Fast Dranand Results Modulesubscribers. Individual players can

be addedas wellin Fast Draw

1 8 New Handicapped Event Feb 14 at 1:00 AM OVER
21 Tee Sheet Change Date Feb 20 at 1:00 AM OVER

221 Too Shost Low Net Fen2sat100A  AccepTi scars

1. Addand Remove Players

Events/All Eventg,
a. locatethe event where players are to be added or removed
b. selectView Members And the popup below will appearMultiple players can be removed by
using theRed X

View Members Add Members

r—

1. Wako Anders ACCEPTED x L
2. Betty Bean ACCEPTED x
3. Ray Carter ACCEPTED x
4. Samuel Clements ACCEPTED x
5. Mehal Elliot ACCEPTED x

c. Players can be added by chooskdd Members Check the boxes beside the names in the drop down
member list and clickdd Selected
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Add Members

[ Willy Grieve

[C] Norman Griffins
[C] Jerry Hodge

[C] Linda Inglis

[l Moses James

[C] Doug Lawson il

Add Selected W Cancel

2. Add and Remove Players (Fast Draw)

a. ForFast Drawor Results Modulesubscribersaiccesghis aicon inEvents/Manage Events/View/Edit

Players
b. InFast Drawplayers can be added individually througtld Member or removed by selecting th®ed X

beside their names once they are moved to the corral

Home [ Manage Events | Fast Draw Go Back Home

Fast Draw - Stableford - Feb 26, 2011

Draw Type | Random E| Order Cunsecut'rvem Start | 9 E| :DDE| Ar.'IE| Interval | 10 Min E| Players/Time 4E| m

Players Corral (drag players from here to tee times) Add Member - Add Guest

Wako Ander... Cam Fry b 4 Mehal Elli...

Draw (List Sign Up) Add Tee Time
NOTES:

9:00 AM Bev Davids... Linda Ingl...
NOTES:

9:10 AM Shawn Adri... Randy Dors... Norman Gri...
NOTES:

9:20 AM Jerry Hodg... AlHolmes Chris Golf... SashaFlan...

Publish Draw Save m
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c. For aTee Sheet Sign ughen the Admin adds players to a tee sheet event, their names are placed into
the Players Corraandnot directly into tee times The Admin will neeto acces$ast Drawfrom Manage
Eventsand move the players into tee times.

d. Players added by the Admin intchandicappeddravs A £ £ RA&LJ | @ (G KS KRergordl OF LI TN
Profile.
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Add PagesFiles Linksand News

Pageqweb pages) are dmments that are created on the website in a HTML format making it compatible to all
YSYo SNEQ @Jragétddzilsd hidhadRolderto contain files/documents. Usirfgolderscan save visual
space as files can be grouped together under a single.Pageswill appear in the side column undstember
Info or in the drop down unde®ur Group Pages can also appear in the side column oftgn/PublicPage.

Filesare documents that can be uploaded from your computer. These files can be includé&&ge dolder, or
stand alone as files in tHeogin/PublicPage side column, in thdembersarea side column undesroup Infoor
in the drop down undefur Group Filescaninclude informative documents such as the fixture list, policies,
executive contactlseets, etc.Onlyfiles on the websitethat are saved in a PDF format will be available to all
users to view.

Linksare shortcuts to other websites. Customized links can be set up to provide convenient access to other
websites such as a handicap netilahe clubhouse/pro shop or a weather network.

Newsis located in the centre of thEomepage. News items can be esily created to give memmbers quick
updates on events and Group happeningswscan also appear exclusively on thegin/Publicor exclusvely in
the Membersarea EachNewsarticle will show the title, the date that it was posted and the opening lines.
Pictures can be added into tidewsitems. By clicking the title thentire article opens.
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Create Page

To create a page, go: Admin/Manage Pages/Create Page

Home Our Group | ¥ Events Scoring | ¥ Members | ¥ Admin | » Tltle c Create the tltle fOf thIS new page

Home | Admin | Manage Pages | Create Page

Create Page

Use the form below to create a page on your web site

Title

Content¢ Add the content.There is no word or size
limit. Add bullets, font enhancers afmusert a photo.

Use the “& icon and select a previously uploaded
photo fromPhoto Gallery To adjusthe size, click
inside the photo and use the mouse on the corner
boxes to enlarge or shrink.

Do not copy and paste from a WORD document as

Contert B 7 |} % formatting may be lost.

Display on Public Pagecheckbox to have displayed
in the side column of theéogin /Pwblic page

o Display in Members Areg check either or both boxes
to have displayed in the side column undéember

Display on Public Page ) Sie Coimn Info or in the drop down unde©ur Group.

Display in Members Area . Site Column [ ur Group Save- wait for the green cue.

Create Page Folder

APage Foldeis aPagethat is createdo act as a folder fouploadedFiles GroupingFilesunder aPage
provides economy of space to keep the website organized and uncluttered.
To create d&older:

Admin/Manage Pages/Create Page

Title - name the category group

Contentg option to enter information about the category

Displayc select where it is to be displayed

Saveg wait for the green cue

To addFilesto a Folder, open Admin/Manage Files/Add File
Complete the form listing th®agewhere the files will be listed undeBrowseand Savethe file.

All pages can be edited and removedManage Pages
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Add File

To add a file, go toAdmin/Manage Files/Add File
Complete the drm that opens.

Include under a Page select the page where the
file will appear or choosbloneif the file is to
appear in anther area on the website.

Title ¢ give the file aname

File to Upload- Browseto find the file on your
computer to uplad

Display- choose where you want it displayed

Public(Login) Page that is also the logil
page to your website

In the side column undeBroup Infoof
the Memberspage

In the drop down unde©ur Group
ORin all 3 areas

Saveand wait for the greemronfirmation cue

It is recommended that files be converted to a PDF format so compatibility issues don't occur.
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