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[bookmark: _Toc353465063]INTRODUCTION TO iSQUASH


iSquash is the national IT platform for squash in New Zealand. There are many components of iSquash and it is constantly being developed (see below)
· iSquash went LIVE in November 2009, with all previous membership and Grading List data imported from Yardstick (the previous national Grading List) and was known then as SIT (or Squash IT). The system was renamed iSquash in 2012.
· There are three levels of iSquash membership
1. Registration onto the system (completed registration and confirmed email)
2. Membership of a club (Applied for club membership and been approved)
3. iSquash Grading List (not all members need/want to be on the Grading List)
· All data contained in iSquash is subject to the Privacy Act 1993 and should be treated accordingly. 


[bookmark: _Toc353465064]iSquash Modules
The current modules of iSquash are…
Interclub Management
Tournament Management
National 
Grading List
Member Management





Pay2Play Online Payments
Access & Lighting
Online Booking
Results Entry





[bookmark: _Toc353465065]The Role of the iSquash Administrator/Statistician     
The work of the Club Administrator/Statistician requires a general appreciation of the overall operation of iSquash and the Grading List.  The position is one of considerable importance within every squash club, as the grading system is the cornerstone of competitive squash in NZ, and it is the iSquash Administrator who is responsible for maintaining the system at club level.

[bookmark: _Toc255197464]iSquash Administrators should ensure that ALL members of their club are registered on the iSquash membership database. In accordance with the Squash NZ Constitution, ALL persons appearing on the Grading List of an affiliated club are required to be full financial members of the club on whose Grading List they are shown. 

For competition and representative purposes, any affiliated club may at any time be requested to provide evidence that a graded club member is a full financial member of the club on whose grading list they appear.  Failure to provide satisfactory evidence may result in disqualification of the individual player and/or club team from events. 

The specific duties of the iSquash Administrator may include: 
· Ensuring that all players within their own club who wish to participate in competitive squash have a national grading (ie. that they have a Player Code and are on the Grading List)
· Ensuring that all players within their own Club appreciate the purpose of the player code and that they use it correctly
· Ensuring that grading of players within their own club is of a uniform standard
· The coding of all "open" tournaments run / sponsored by their Club, (and any District or National events hosted at their Club). "Open" tournaments include those of all grades (A to J5) for which members of other clubs are invited to enter.  (ie. Open/Graded, Masters and Junior events)
· Entering tournament and interclub results into iSquash and forwarding the necessary results to the District Statistician (if required by the District)

IMPORTANT: The Club Administrator is the point of contact for Squash NZ. When this person changes, it is vital that the club updates this information in iSquash (see xxxxxxxxxxxxxx for how to do this)
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[bookmark: _Toc353465066]ACCESSING iSQUASH



[bookmark: _Toc353465067][image: ] Logging In
· Visit www.isquash.co.nz 
· Enter your username and password into the boxes indicated
· Once you have entered your information, click on the login button. 
· If you choose to check the REMEMBER ME box, your computer will automatically log you into the site for two weeks without you needing to enter your login information every time you enter the site.



[bookmark: _Toc353465068]Lost Usernames and/or Passwords
[image: ]To retrieve a lost or forgotten username or password, click the Send Lost Username/Password link on the login page. 

To retrieve a username…
· Enter your email address and click SEND USERNAME
· NOTE: any username associated with that email address will be emailed
· If you do NOT receive an email, please contact your District Administrator or Squash NZ as your email is either not in the system, or is spelt incorrectly.

To retrieve a password…
· Enter your username and Click SEND NEW PASSWORD
· An email is sent to the email address you have recorded in your profile with a new password


[bookmark: _Toc353465069][image: ]Welcome Page
Once you have logged in successfully, your home page will display…
· Your current grade and grading points (if you are on the Grading List) - click on your player code to access your player history from the grading list
· Your age group - either Junior (u19), Senior (19-34) or Masters (35+)
· Upcoming tournaments across the country that are being managed through iSquash 
· Your court bookings if your club is using free iSquash online booking 
· Updates from Squash NZ 
· Player watch where you can add players you wish to follow the progress of 
· Your menu (down the left hand side in grey) with expandable options


[bookmark: _Toc353465070]Club Committee Functions in iSquash
Club members with Club Committee rights in iSquash will have access to the ADMINISTRATION menu. Club Committee rights allow the member to do the following
· Register new members
· Manage club membership data through Member Management
· Edit members’ information
· Run and print reports on their membership and the grading list
· Upgrade club members to have Committee rights
· Complete their Annual Membership Returns
· Enter tournament and event results
· Add, move and delete members from the Grading List
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[bookmark: _Toc353465071]REGISTERING MEMBERS


There are two ways that someone can be registered onto iSquash. They can register themselves, or they can be added by a Club Administrators (those with Club Committee rights in iSquash).

[bookmark: _Toc353465072]Members Register ThemselvesIMPORTANT: If members have EVER played squash in the past, they may already be in iSquash Please contact your District Administrator or Squash NZ if you think that a member may already be in the system. This prevents duplicate registrations which can cause problems and delays. 

NOTE: all members of squash clubs (ie. competitive on the grading list, or leisure/social players) need to register on iSquash. 



If a member has never played squash before, they must register by clicking visiting www.isquash.co.nz and selecting REGISTER on the home screen below. They will be taken to the “REGISTER AS A NEW USER” page (as seen on next page)

[image: ][image: ]When members first enter iSquash, they will 
see the iSquash Home Screen. It is important that they follow the instructions on the screen to ensure the correct process is followed.



· They must then fill in their details as requested on the REGISTER AS A NEW USER page (as seen over page)
· Required fields are highlighted in red 
· Members must read through all of the iSquash Terms and Conditions located at the bottom of the page (as seen below). 
· They must check the box if they agree to the Terms and Conditions outlined in the Privacy Statement (If they do not agree, no access will be provided to iSquash).
[image: ]
They must ensure these details are correct, particularly the email address as they will be sent an email to confirm their registration. 
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[image: ]Email Confirmation…
· They will then be sent a confirmation email to the email address given
· This email will contain a link that must be clicked - THEY MUST CLICK ON THIS LINK TO COMPLETE THEIR REGISTRATION
· When they click on the link to activate their registration, they will see a confirmation screen like the one below
[image: ]
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[bookmark: _Toc353465073]Added by Club Administrator
Club Administrators can add new members directly into iSquash through the ADD MEMBER function. After adding members, Club Admins should let their members know their username and password so that they can login to iSquash themselves to book courts, tournaments, check on Grading List etc. When the member first logs in, they must accept the Terms and Conditions and confirm their email address (as described above) – until they have done this, their registration will be incomplete but they will still be a member of iSquash and your club.

To add a member
· Select ADMINISTRATION > ADD MEMBER 
· you will see the New User screen (as shown on the previous page)
· Complete all details (note the compulsory fields highlighted in red)
· Club Admins must confirm that the member has given permission for Squash NZ to retain the information.
· Select Save when complete

[image: ]
To ensure they are acting within the law, it is recommended that clubs include a Terms and Conditions notice on their club registration form. Examples of this can be obtained from Squash NZ.
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[bookmark: _Toc353465074]MEMBER MANAGEMENT


[bookmark: MembershipList][bookmark: _Toc244399275]The iSquash Member Management module is designed to enable clubs to easily and effectively manage their membership information. iSquash is essentially a database of all club members, both graded (competitive) and ungraded members and this database forms the basis for all of the other modules within iSquash.

Therefore, it is important that Club Administrators keep the iSquash membership database up-to-date for efficiency at a club, regional and national level and encourage their members to do so also.

Only clubs affiliated to Squash NZ will be permitted to access iSquash and the National Grading List. 

[bookmark: _Toc353465075]Managing Your Club Membership
Select ADMINISTRATION  > MEMBER MANAGEMENT and you will see a list of all your members registered in iSquash…

  
[image: ]
Your club’s total members registered in iSquash

Esil


Easily sort membership list by selecting column headers




[image: ]Select more than one member by using the check boxes
Click on the email icon to email the member directly
A key can be found under the menu on the left hand side which explains the icons in the right

 




Member Management displays the following membership information…
· Username
· Name (surname, first name)
· Male and female grading code(s) if graded
· Membership Status (ie. if they are a pending or suspended member)
· Club Committee status (people icon)

To find individual members…
· Enter all or part of their name, grading code or username in the SEARCH field
· Select REFRESH and all members that meet the search criteria will be displayed 

[bookmark: ApprovingMship][bookmark: _Toc353465076]Membership Status
There are four options in the Membership status drop-down box… 
	All
	This includes all the club’s members, pending members and suspended members

	Pending Member
	These show all the members who have logged into iSquash and applied for membership.

	Member
	This is the default option and will bring up everyone who has approved membership of the club in SIT (ie. is a full financial member of the club) – this includes GRADED and LEISURE players

	Suspended Member
	This shows members who have been suspended (more information below)



[bookmark: _Toc353465077]Approving Membership









To approve membership to your club, you must …
· Select ADMINISTRATION > MEMBER MANAGEMENT 
· Select PENDING MEMBER from the Membership drop-down box
· Select REFRESH
· Check all those members that you wish to accept and select MAKE FULL MEMBERS

[bookmark: SuspendingMship][image: ]
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NOTE: If a member has applied to be a member of your club and they are NOT a member of your club, check the box by their name and select DECLINE MEMBERS

[bookmark: _Toc353465078]Suspending Members
As a Club Administrator, you are able to suspend members from your Membership List. This can be done at your club’s discretion and is usually when
· A member has not paid their membership fees
· A member has left your club temporarily
· A member has left your club permanently (the member should then be DELETED, described below).

[image: ]NOTE: If a member is on the Grading List, then before suspending or deleting them from your club membership list, you MUST complete a DELETE PLAYER FORM before suspending them.

To suspend a member’s membership, a Club Administrator must
· Select ADMINISTRATION > MEMBER MANAGEMENT 
· Select MEMBER from the Membership drop-down box - Select REFRESH
· Check all those members that you wish to suspend and select SUSPEND MEMBERS
· A pop-up box will appear asking “Suspend selected members?” - select OK

[image: ] 

[bookmark: _Toc353465079]Reinstating Suspended Members
[bookmark: DeletingMship]To suspend a member’s membership, a Club Administrator must
· Select ADMINISTRATION > MEMBER MANAGEMENT 
· Select SUSPENDED MEMBER from the Membership drop-down box - Select REFRESH
· Check all those members that you wish to reinstate and select MAKE FULL MEMBERS
· A pop-up box will appear asking “Make selected full members?” - select OK
[image: ]

[bookmark: _Toc353465080]Deleting Members
The Club Administrator should delete all members who have permanently left their club. To delete a member from a club’s Membership List, a Club Administrator must
· Select ADMINISTRATION > MEMBER MANAGEMENT 
· Suspend the member first (instructions above)
· Select SUSPENDED MEMBER from the Membership drop-down box - Select REFRESH
· Check all those members that you wish to delete and select DELETE MEMBERS
· A pop-up box will appear asking “Delete selected suspended members?” - select OK

[image: ]The member is no longer a member of the club on the iSquash but they are still registered on iSquash and must use this registration if they wish to re-join the club, or join another club, NOT register with a new username!
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Filtering Your Members
By selecting Advanced Search, Club Administrators can filter their members through a variety of parameters. Simply select the parameters and select Refresh. The details of the filtered group can then be exported into an Excel Spreadsheet simply by selecting Report, or can be emailed (see below for more information about emailing).

Information about some of the parameters (screenshot over page):
	Grades
	You can select more than one grade by holding down the Ctrl key whilst clicking on the grades required. Alternatively, you can select the highest grade you’d like to include, hold down the SHIFT key and select the lowest grade you’d like to include, and all grades in between will be selected.

	Bookings in Date Range
	This is only applicable for those clubs using iSquash Online Booking

	Played in Date Range
	This will only include graded matches that are entered into the system



Some examples of how you could use the filter:
	Find your Junior members only by changing the Age Range to 0 to 19

	Find your graded members only by selecting Graded

	Find your members who have not yet paid their subs by selecting Not Paid in the ‘Current Paid Member’ field

	Find all members who pay by Direct Debit to tell them your bank account has changed by selecting Monthly Direct Debit from Payment types (if applicable)

	Find your Committee members by selecting Committee in the Committee Status field



As you can see, there are many different ways that you can utilise this feature within iSquash. However, if there are other groups that you would like to find within your club, you can

[image: ]

[bookmark: _Toc353465081]Emailing Your Members
You can email your members through iSquash in a couple of very simple steps.
· You can either email all of your Members simply by going to MEMBER MANAGEMENT and selecting EMAIL ALL
· You can filter down to get the group that you would like to email and then select EMAIL ALL. 
· You can choose who you would like to email by ticking the check boxes next to their name and selecting EMAIL SELECTED.
[image: ]
Bulk emailing will ONLY send emails to those members who have opted into receive emails from the club through their Member Profile email management. NZ anti-spamming laws give people the right to select if they wish to receive bulk emails and this ensures that squash clubs are complying with this law.

[bookmark: _Toc353465082]Preparing Your Email
[image: ]Enter your text in here. Edit it using the above editing tools
The number of members being emailed 
Editing tools explained

  View the HTML source code
Preview
Bold, italic and underline
Remove formatting
Undo, redo
Insert table, horizontal line, emoticon, special character or break
Cut, copy and paste
Paste as plain text
Link to website or email address (and unlink)
Formatting styles
Paragraph styles
Block quote
Left, centre, right, justified alignment
Text & background colours
Bullet points & numbering
Increase & decrease indents








Some information about the email editor…	
	Job Name
	This will not display anywhere in the recipients’ email – it is a simple reference for the sender, which will appear in the Bulk Email List. We recommend including the date in this Job Name (eg. Easter Tournament Invite 2 Feb ’13)

	Subject
	This is the Subject line in the recipients’ email

	Title
	This is the first line in the recipients’ email and will be highlighted

	Trial Email Address
	Before you are able to send the bulk email, you will need to send a Trial email to confirm all details are correct. The default email is taken from your member profile but this can be changed.

	Return Email address
	This is the email that reply emails will be sent to. The default email is taken from your member profile but this can be changed.

	Logo
	Your club logo will be displayed at the top of this email. If you haven’t uploaded an email, please see the section entitled “Editing Club Information” further in this manual



[bookmark: _Toc353465083]Sending attachments
To send attachments, open up an email, complete the Header information (Job Name, Subject, Title etc) and select SAVE. You will now see an Attachments function:
[image: ]
Simply choose the file using the CHOOSE FILE function and select UPLOAD ATTACHMENT

[image: ]Please note that attachments cannot be larger than approx. 1MB and must be either a Word document, an Excel document or an Adobe PDF.

[bookmark: _Toc353465084]Sending your Email
· Once you are happy with the email and have added any attachments, select ‘SAVE AND SEND TRIAL EMAIL’. This will send an email to the nominated email address (this is your default email but can be manually edited).
· Check your trial email to confirm that it is correct
· In iSquash, select ADMINISTRATION > LIST BULK EMAIL and choose the email that you have just started (these are listed under JOB NAME which is why it is important to give your email a meaningful Job Name)
· Select SAVE AND PUBLISH to send your email

[bookmark: _Toc353465085]Viewing Bulk Emails You’ve Sent 
· In iSquash, select ADMINISTRATION > LIST BULK EMAIL
· You will see a screen listing the bulk emails that you have sent through iSquash in the last six months. 
[image: ]
· If you click on LIST you will see the email addresses and names of those people that were included in the bulk email
[image: cid:image002.png@01CE36A9.73424960]
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[bookmark: _Toc353465086]MEMBER PROFILES


After finding a club member through Membership Management, and clicking on their name, you will see their Member Profile…

[image: ]
[bookmark: _Toc353465087]About the Member’s Profile
This page allows Club Administrators to collect a large variety of information on their members so that they can manage them efficiently and effectively. This information can all be easily extracted (explained further in this manual) and filtered against, therefore the more current the information is, the more useful it will be.

Player’s information: 
	Username
	This can only be changed by the District Administrator or National Office

	Password
	The password field will always remain blank for privacy issues so that no-one can see members’ passwords. See below for instructions on how to change passwords

	Date of Birth
	This is important for categorising members into Junior, Senior or Masters age groups. It can only be changed by the District Administrator or National Office

	Gender
	This can only be changed by the District Administrator or National Office

	Occupation
	This field can be useful when trying to target certain groups (eg. looking for a Treasurer, find your accountants; want to run a school programme, find your teachers; looking for sponsors, find your business owners; need some handiwork done, find your builders etc)

	Permission to display info
	Many clubs print out and display members’ contact details (with grades). This tickbox allows members to opt out (as per the Privacy Act). See instructions below on how to print out a list and be legally compliant. 

	My Notes
	This can be edited by the club or the member and can be viewed by both

	Representation
	This information is managed by the District and Squash NZ but can be viewed by the member and the Club

	Legal Information
	These tick boxes allow members to opt in and out of receiving emails (as per the Privacy Act).

	Terms & Conditions
	The Terms & Conditions are accepted when a member registers on iSquash. They can be viewed by clicking on the Terms & Conditions hyperlink



Other useful features: 
	Print function
	The Print button in the top right corner allows the information to be easily printed

	Updated by…
	The date that the information was last updated is displayed in the bottom right corner, along with the username of the person who updated it.

	Grading List
	If the member is on the iSquash Grading List, there will be a quick link to this in the bottom right corner

	Member Management
	There is a quick link back to the Member Management page in the bottom right corner



[bookmark: _Toc353465088]Who can view and edit a member’s profile?
The member profile can be viewed and edited by the member themselves, along with Club Committee members. The information can also be viewed and edited by the Squash District and Squash NZ. It cannot be viewed or edited by other club members.

[bookmark: _Toc353465089]Changing Passwords
If a member has forgotten their password then the first step is to encourage them to retrieve their password via the “Lost Password” facility (as described earlier in this manual). However, if they do not have a valid email address registered in iSquash, then they will not be able to utilise this facility and the Club Administrator can reset their password. 

To change a member’s password…
· Find the player through ADMINISTRATION > MEMBER MANGEMENT and click on their name
· Within the MEMBER tab, type the new password into the PASSWORD field (we recommend using the member’s first name followed by their year of birth, eg. john71)
· Retype the password in the CONFIRM PASSWORD field and select SAVE  
· Notify the member of this change.
[image: ]
NOTE: The password field will always remain blank for privacy issues so that you cannot see member’s passwords.

[bookmark: _Toc353465090]Displaying Club Members’ Contact Details and Grades
Many clubs print out and display members’ contact details (with grades). The Privacy Act states that individuals must give permission for their personal information to be displayed. The tickbox on the Member’s profile allows members to opt out and therefore a club cannot display their information. 

There is currently no report facility for clubs to display this information (that can filter by those who have agreed to share their contact details). Squash NZ are working on this and hope to have this report available shortly.
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[bookmark: _Toc353465091]MEMBERSHIP ADMINISTRATION


Club Administrators can administer their membership information through iSquash. The fields within this page are flexible and can be determined by the Club. None of the fields are compulsory.
[bookmark: _Toc353465092]Setting up Membership Information Fields
To establish the fields for your club, select ADMINISTRATION  CLUB (CLUB CODE) and you will see this page…
[image: ][image: ][image: ]
	Membership Field Description 
	This field is for clubs to cross-reference with other identifiers (eg. key tag number, Hawkeye membership number etc). 

	Access Bond Field Visible
	Clubs can choose whether to display an Access Bond tickbox to record if members have paid an Access bond (eg. key band, key tag bond)

	Renewal Dates
	Clubs can choose whether to have a fixed renewal date for all club members, or to have individual anniversary dates. If Individual Renewal Dates is selected, then there will be a calendar field for each member. If Fixed Renewal Date is selected, the date is selected from the calendar on this page.

	Membership Types
	Clubs can add/edit/delete the membership types that they offer and their corresponding registration fees. Each membership type can be classified as either a Full Member or a Prepaid Member (this is relevant for clubs that are using iSquash Access).

	Payment Methods
	Clubs can add/edit/delete the payment methods that they offer.

	Flexi Fields
	Clubs can customise up to three flexi fields with any description they like (eg. Heard about club? Date Paid? 



[bookmark: _Toc353465093]Managing Members’ Membership Information
Once the club’s membership information has been set up, the information can be recorded for individual members. To access this information, select the member from your MEMBER MANGEMENT page and click on the CLUB XXXX ADMIN tab. You will see a similar page to this…
[image: ]
Notes about some fields…
	“Key Tag Number”
	This field title can be configured through the Club Page

	Membership
	This shows whether the member is a pending member, a member or a suspended member

	Status
	This refers to whether a member is a Committee Member or an Ordinary Member on iSquash 

	Membership Type
	The options in this dropdown box can be configured through the Club Page

	Amount Due
	This amount auto-populates from the Membership Type selected (and is configured through the Club page)

	Payment Method
	The options in this dropdown box can be configured through the Club Page

	Renewal Date
	If Individual Renewal Dates is selected, you can select the member’s anniversary date from the dropdown calendar. If Fixed Renewal Date is selected, the date is configured through the Club page

	Current Paid Member
	This is a very basic method to track who has paid and who has not paid. iSquash isn’t, and cannot be, a full accounting package but this allows Club Admins to manage this process very simply.

	Flexi-fields
	The three examples in this figure (Heard about club, Date paid, Keen on Superchamps) can all be configured through the Club page

	Club Notes
	Only those with club committee access can view these notes

	Access ID
	This field is automatically populated for those clubs using iSquash Access but can be used to record Access ID information for other systems if needed

	Access Bond Paid
	Clubs can choose whether or not to display this tickbox, through the Club Page

	Access Detail Notes
	Only those with club committee access can view these notes. These can be used to record information specific to a club’s access and security system (eg. has second key, replacement card issued etc)

	Team Details
	If this member is in an Interclub team and that competition is being administered through iSquash, their team will automatically be displayed here (if your Interclub is not being administered through iSquash, please speak to your District Administrator) 

	Team Notes
	Only those with club committee access can view these notes. Clubs can use this to record any other competitive information (eg. SuperChamps E Grade 2013)

	Club Membership
	This is an overview of all clubs that the member is a member of, including clubs that they may be suspended from, or are pending membership


 
[bookmark: _Toc353465094]Viewing Members’ Qualifications
Clubs and members can view information on national coaching and refereeing qualifications but only Squash NZ can edit this information. 
Refereeing Qualifications include Club, District, National, Regional and World and are administered by Squash NZ.

Coaching Qualifications include the 22 modules and the 14 Extension Modules that are part of the Squash NZ Coaching Framework (more information about this framework can be found on the squash NZ website).

[image: ]
[bookmark: _Toc353465095]Reporting on Qualifications
Currently the mechanism has not yet been established to easily report on qualifications. This will become available in mid-2013 and this manual will be updated.
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[bookmark: _Toc353465096]THE GRADING LIST


[bookmark: _Toc244961752][bookmark: _Toc255197478]The Grading List menu contains three sub-menu options which can be accessed by expanding the minus (-) sign next to THE GRADING LIST in the Grey menu on the left. They are Grading List, Statistics and Head to Head.
[bookmark: _Toc353465097]Grading List Overview
You can view the full Squash NZ national grading list through the GRADING menu. When you select GRADING LIST, you will see the screen below where you can enter player information and search for player details.
[image: ]
When searching….
· you can search the grading list by name or squash code. 
· you can search with just some characters of the name (eg. Gra Smi will display Grant Smith and Graeme Smith and Graham Smith). This is useful when you are unsure of the correct spelling.
· you can select parameters to tailor your search, for example; all male players with the last name “Smith” in Canterbury

Once you have executed the search, you can then click on a player’s name and their Grading List will be displayed, with the following information…

[bookmark: _Toc255197479][image: ]

When viewing results, please note the following colour coding in iSquash:
	Yellow
	Win

	Light blue
	Loss

	White
	Held result or Default match

	Grey
	Manual Adjustment




[bookmark: _Toc353465098][image: ]Player Watch
Whenever you see the “eyes” icon next to a player’s name, you can add them to your watch list simply by clicking on the icon. 

That player will then appear in your Player Watch menu which is on the left hand side under the grey menu box

Players can be deleted from the Player Watch List by clicking on the red X next to their name.


[bookmark: _Toc353465099]Progress Charts and Diagrams
[image: ]
There are three charts on a person’s Grading List that visually show their progress.

The wins/losses diagram highlights a player’s wins and losses through green and red bars, in chronological order.

The points line graph gives a simplified overview of a player’s points progression over time.
[image: ][image: ]
The Progress Chart icon provides a more detailed grading point’s history in a graphical view
[image: ]









[bookmark: _Toc353465100][image: ]Statistics Menu
[bookmark: _Toc244961753][bookmark: _Toc255197480]A range of statistics is available giving you access to information on players, clubs and district performance. When you select STATISTICS, you will see the screen to the right. By clicking on any underlined option, you can view the statistics.

[bookmark: _Toc353465101]Most Improved Report
Clubs can easily find their Most Improved players, based on the highest number of points gained between two specified dates. The default From Date is six months, but this can easily be changed to any other period (eg. 12 months)
[image: ]
An asterisk (*) indicates that a player has had a manual adjustment during the specified period. Clubs can choose whether to include or exclude them in any relevant awards.

[bookmark: _Toc353465102]Points Calculator 
The Points Calculator allows you to calculate the points you will win or lose by entering the player code or points of each player.

[bookmark: _Toc353465103]Head to Head Menu
The HEAD TO HEAD menu, allows you to compare player results of players who are on your WATCH LIST. By selecting HEAD TO HEAD, you will see a table with results of the different players on your watch list in their head to head matches. 

The player must be in your watch list first. If you have more than five players in your Watch List, it will only display the first five.
[image: ]


[bookmark: _Toc353465104]Grading List Adjustments
The Grading List is updated at midnight each night so that all results entered throughout the day are processed at the same time. The iSquash system calculates the difference between the points of the two players in accordance with the Grading List Adjustment tables which can be found in iSquash / Help.

[bookmark: _Toc353465105]Manual Adjustments
If the club administrator/statistician believes that a player is not where they should be on the grading list, they can apply to the District Administrator for a manual adjustment of this player’s points who then requests a manual adjustment from Squash NZ. The club must provide supporting evidence of why a manual adjustment should occur. 

To request a manual adjustment, the Club Administrator should email the following information to the District Administrator:
· Player’s name
· Player code
· Player’s date of birth
· Existing points
· New points requested
· Reason for adjustment



[image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]
[bookmark: _Toc353465106]GRADING LIST MANAGEMENT


As a Club Administrator, you are required to 
1. ADD a player to the grading list
2. MOVE a player to a new club/change the players details because of marriage
3. DELETE a player from the grading list and/or member management list.
[bookmark: _Toc353465107]


[bookmark: AddMoveDelete]How to Add / Move / Delete Players
· Select ADMINISTRATION > ADD / MOVE / DELETE PLAYER
· Select the action required from the drop-down box (Add Player, Move Club, Delete Player)
· The drop-down box will now be populated with your club members (sorted alphabetically by surname)
· Select the member from the drop-down box 
· Complete the remaining fields noting the required fields as highlighted (the player’s name, birthdate and previous grading points will be automatically populated)
· If you would like to receive a copy of this request, ensure that ‘Send Copy To Above Email Address’ is ticked
· Districts are instructed to action grading list requests within 48 hours (excluding weekends) but are not expected to send an email to confirm the request has been completed
[image: ]
[image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]
[bookmark: _Toc353465108]ENTERING RESULTS


[bookmark: _Toc353465109]What Results Should be Entered into the Grading List?
The following results should be entered into the iSquash Grading List
· Interclub and Tournaments 
· Club Championships
· [bookmark: _Toc255197492][bookmark: InterclubandTourns]Competitive Club Ladder and Leagues

[bookmark: _Toc353465110]Interclub and Tournaments
In general terms, all domestic competitive interclub and "open" tournament matches between graded players from the same or different clubs can be entered into iSquash within 3 MONTHS of the event being played and will go onto the grading list.  However it is expected that all results will be entered within 5 days of the event concluding. Results can be entered by a Club Administrator or by the District.
[bookmark: _Toc255197493][bookmark: ClubChamps]
[bookmark: _Toc353465111]Club Championships
Club Champs may be inputted into i Squash. However other closed club tournaments (social, handicap, business house and like events) will generally not be accepted for grading purposes as they are not considered to be true "competitive" events.

[bookmark: _Toc255197494][bookmark: LaddersandLeagues][bookmark: _Toc353465112]Competitive Club Ladder & Leagues
These can be known as Box Leagues in many clubs. Clubs should note the following guidelines:
1. Matches between GRADED club members will only be accepted for input into the grading list if they are club sanctioned events.  
1. It is at the discretion of individual clubs as to such results being submitted and individual clubs will need to determine a policy that is acceptable to their members in respect of ladder challenges and league matches within the club.  
1. Clubs will need to set up procedures for the recording and entering of results. 
1. The entering of these results will be managed by clubs.
1. The underlying condition for inclusion of club ladder and league matches in the grading list is that such matches should have a direct bearing on a player‘s competitive standing within the club (eg. selection for club teams, determining interclub team playing order, movement between club leagues)
1. Prior to a match being played, both players must be in agreement that the result will count for grading purposes.  Remember that the result will directly affect the grading of each player - the winner and the loser. 
1. All matches must be played to best of 5 games and be completed – unplayed (defaulted) will not be accepted.   Uncompleted matches (due to injury) should be entered.
1. Please note: all ladder / league matches submitted may be subject to review.  If there is any doubt concerning the result of a match being genuine, the result will deleted from the grading list.
1. The prime purpose for the acceptance of ladder and league matches is to provide an opportunity for players to have a wider range of competitive results recorded each season. 
1. Clubs that have ungraded players (seniors or juniors - who don’t play competition outside their club) participating in club ladders and/or leagues are welcome to add such players to their clubs grading list, should the players wish to be added to the grading list. 
1. Results for input into the grading system should be inputted as soon as practical after they have been played.  
[bookmark: _Toc353465113]Grading Points Range

	[bookmark: GradingRange]A1
	4001+
	D1
	1801 – 2100
	J1
	501 – 600

	A2
	3501 – 4000
	D2
	1501 – 1800
	J2
	401 – 500

	B1
	3101 – 3500
	E1
	1201 – 1500
	J3
	301 – 400

	B2
	2801 – 3100
	E2
	901 – 1200
	J4
	201 – 300

	C1
	2401 – 2800
	F
	601 - 900
	J5
	100 - 200

	C2
	2101 - 2400
	
	
	
	



[bookmark: _Toc353465114]Points Adjustments for Wins and Losses

WINNER has the HIGHER POINTS and are between 100 & 2400
Difference     	Winner	Loser
0 - 99           	+30	-20NOTE:  MALE v FEMALE MATCHES

Results for male v female matches played between J grade, F grade and E2 players will go to the grading list. 

For these matches, winners will gain 20 points losers will lose 10 points. 

When viewing results for mixed-gender matches, the GRADE column for the opposition will be blank – this is because they are NOT on the same grading list.

100 - 199        	+20	-10
200 - 299        	+10	- 5
Over 300                 + 5	- 0

WINNER has the HIGHER POINTS and are 2401 or over
Difference    	Winner	Loser
0 - 99          	+20	- 20
100 - 199        	+15	- 15
200 - 299        	+ 5	- 5
Over 300      	+ 0	- 0

WINNER has the LOWER POINTS and between 100 & 2400
Difference    	Winner	Loser
0 - 99      	+30	- 20
100 - 199	+50	- 25
200 - 299	+70	- 30
Over 300	+100	- 40
	
WINNER has the LOWER POINTS and is 2401 and over
Difference	Winner	Loser
0 – 99	+20	-20
100 – 199	+25	-25
200 – 299	+30	-30
Over 300	+40	-40

[bookmark: EnteringResults][bookmark: _Toc353465115]Entering Results
Tournament results can be entered through the iSquash Tournament Module and Interclub results
can be entered through the iSquash Interclub Module (instructions for this can be found further into this manual). If you would like to simply enter some results using a Results Card, please follow these instructions.



To create a Results Card…
· From the grey menu on the left, select RESULTS ENTRY > select RESULTS ENTRY 
· Enter the following details into the form 
· Event name
· Grade or Division
· Category
· Event type (ie. Tournament or Interclub)
· District and Club (note, you can only create a card for your own Club)
· Date (you can click on the Calendar to select the date)
· Select SAVE 

 [image: ]Results will stay PENDING until “Data entry is complete and send to Grading List” is ticked and SAVE is selected


Once you have hit save, you will immediately see the Result Card (as in the example below) and can begin entering match results

[image: ]penny w


To enter results, enter the following information in sequence
· Start entering Player A’s name or player code and select the correct player from the dropdown list
· Enter a score (0, 1, 2 or 3)
· Start entering Player B’s name or player code and select the correct player from the dropdown list
· Enter score (0, 1, 2 or 3)
· Enter the Round number
· Select the status from the drop-down box (see table below)
· Add any Remarks as required
· Select ADD MATCH

If there are changes or additions to be made to the results then select SAVE and ensure that the tick box “Data entry is complete and send to Grading List” is NOT ticked. 

You can access saved results through RESULTS ENTRY > PENDING at any point.	

Match Status explained…

	
	Scores
	Grading List
	Edit results?

	Played
	Must be entered
	Yes
	Yes

	A/B Default
	Must be entered (even if one player does not complete the match)
	Yes
	Yes

	Not Played
	No scores to be entered
	No
	No




[image: ]Please read the Frequently Asked Questions (FAQs) for Defaulted Matches (which can be found in Welcome > Help within iSquash, before entering results).

[bookmark: SendingResultsGL][bookmark: EditResultsBeforeGL][bookmark: _Toc353465116]
Sending Results to the Grading List
Once you have entered all the matches and are satisfied that all results are correct, the results can be sent to the Grading List. To do this
· tick the box “Data entry is complete and send to Grading List” 
· select SAVE

[bookmark: _Toc353465117]Editing Results

· From the grey menu, select RESULTS ENTRY > SEARCH RESULTS 
· Type in as much criteria as you like in the Search fields (see below)
· All results matching your search criteria will be displayed (as in example below)

[image: ]



· To VIEW the results, select Details 
· To CHANGE the results, select EDIT which displays every match with a CHANGE or DELETE option.
· If you select DELETE this will remove the match from the Results Card
· If you select CHANGE, the match will be shown at the top of the Results Card and you change any aspect of the result. Once finished editing the results, select UPDATE MATCH
· To ADD A MATCH, simply add the details in the top line of the Reslts Card and select ADD MATCH

[image: ]


[bookmark: _Toc353465118]Entering Results through the Tournament Module
Please see the separate Manual for Tournament Management.

[bookmark: _Toc244399273]

[image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]
[bookmark: _Toc353465119]INTERCLUB MANAGEMENT


Interclub can be managed through the iSquash Interclub module, which displays the draw, rounds, results, ladder etc. and enables any member of a team to enter the results into iSquash. If your District utilises this iSquash module, please find instructions for entering results further on. 

If your District does not utilise this facility, the Interclub Administrator will enter the results into iSquash.

[bookmark: _Toc353465120]Viewing Interclub information
Select INTERCLUB > LIST INTERCLUB EVENTS and a list of interclub events will appear

[image: ]

For each event you have three options…
	Teams
	This will show all teams that have been entered into the event. Once the draw is imported, teams are then shown in grades/divisions. Select the grade/division you want to look at (see below for more information)

	Rounds
	This shows the draw in each grade/division and provides a break down with each round number, including all the ties within a round (see below for more information)

	Ladder
	The ladder shows the current point standings of each team in each grade/division in each round and as an overall standing.



The dates show the following…
	Closing Date
	This is the last date entries will be accepted

	Grading Cut-off Date
	The date which a grading list will be run. The seeding will be done from this grading list. 

	View Until
	The event will no longer be able to be viewed by players, teams and clubs after this date.




[bookmark: _Toc353465121][image: ]Interclub Teams 
· Teams are shown in seeding order for all teams in the grade/division. The phone and email address shown are for the captain of the team, as indicated within the team list. 
· For each individual team, the players are displayed in points order from highest to lowest.
· Any changes to the team after the close off date, must be done through the Interclub Administrator


[bookmark: _Toc353465122][image: ]Interclub Rounds 

· This shows the draw for each grade/division. 

· Team members and/or the Club Administrator can enter results for their own team. 

· To view a result click on SHOW or see below for details on how to enter results 


[bookmark: _Toc353465123]Entering Interclub Results
All players who are nominated Interclub team members can view Interclub information such as teams, results and the ladder and can also enter results. 

· Find the match through the Rounds function (as described above)
· Select ENTRY next to the match and you will see the RESULTS CARD 
· The teams will appear automatically in current points order. It is up to the team captain to ensure that the team order meets the specific rules of the event.
· Select the players from the dropdown box and enter the results for each match with the FIRST person’s scores appearing first

[bookmark: _Toc353465124]Substitutions
· Only the Interclub Administrator can add an additional player to the team list
· The team captain must notify the Interclub Administrator of any substitutes. 
· Once the Interclub Administrator has added the additional player to your team list, the player will appear in the dropdown selection with an asterisk (*) beside their name. This player will not appear in the team that is listed in the system (under TEAMS)
· Player(s) can be deleted after this match is played by the Interclub Administrator, if requested. 
· If this player needs to remain in the team as a permanent member, ask your Interclub Administrator to add them to your team (as any changes to the team after the close off date can only be done through the Interclub Administrator)
[image: ]
· Select the match status for each match from the dropdown box
	
	Scores
	Grading List
	Interclub ladder
	Edit results?

	Played
	Must be entered
	Yes
	Yes
	Yes

	A/B Default
	Must be entered (even if one player does not complete the match)
	No
	Yes
	Yes

	Not Played
	No scores to be entered
	No
	No
	No


[image: ]
Please read the Frequently Asked Questions (FAQs) for Defaulted Matches (which can be found in Welcome > Help within iSquash, before entering results). Please be aware that Interclub Default rules are different as a result is required for the ladder.

· If bonus points are applicable, these will be automatically added (highlighted in pink above)
· If the results are incomplete click on SAVE but do not tick the DATA ENTRY IS COMPLETE … check box (highlighted in green above)
· Once the results are complete tick the DATA ENTRY IS COMPLETE … box and select SAVE
· [bookmark: ExportMshipList]The results will go to the grading list and also be added to the ladder which shows the overall standings for each grade/division.

[bookmark: _Toc353465125][image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]ANNUAL MEMBERSHIP RETURN

There are a number of reasons that Squash NZ requires every affiliated club to complete an annual membership return.
1. It is a constitutional requirement for every club affiliated to Squash NZ
2. [bookmark: _GoBack]Squash NZ needs reliable information on who is playing squash to help meet the changing needs of the squash community and to help effectively plan for the future growth of the sport
3. Accurate data on the number of people participating in squash (graded and leisure) helps Squash NZ to secure investments from Sport NZ and other funders 

Some points to note:
· The annual affiliation levy (SEM levy) is NOT based on the membership list.
· Only Club Administrators with Committee Rights on iSquash can complete this process
· Completed Annual Membership Returns are due by July 31 each year

[bookmark: _Toc353465126]Exporting the Club Membership List
This is the list of club members that are registered on iSquash. 
· Select REPORTS > ADMINISTRATION from the grey menu on the left
· Select ANNUAL MEMBERSHIP REPORT (RUN) 
· Select RUN REPORT to print off the annual membership report
· This will create an Excel spreadsheet which will give you details of your club’s membership (as recorded on iSquash), along with a breakdown into the categories required for the Annual Membership Return (eg. Senior Male/Female, Junior Male/Female etc)

[image: ]If this is different to your club’s actual membership, then you must delete or add members until this Annual Membership Report accurately reflects your club membership. See the section earlier in the manual for instructions on how to do this.

[bookmark: CompleteReturn][bookmark: _Toc353465127]Completing the Return
Once the membership list on iSquash matches to the club’s actual membership, you can complete your Annual Membership Return via iSquash by completing the following actions:
· Select ADMINISTRATION > ANNUAL RETURN from the grey menu
· Select EDIT 
· A form similar to the example over the page will be displayed
[image: ]

The form will display the current numbers from the club’s iSquash membership list in the CURRENT column. The Club Administrator must enter values in each field in the DECLARED column

[image: ]If this is different to your club’s actual membership, then you must delete or add members until this Annual Membership Report accurately reflects your club membership. See the section earlier in the manual for instructions on how to do this

To complete the form…
· Continue through the form and enter figures for the subscription categories (including GST)
· The fields for SUBMITTED BY / ON are automatically completed and will record the name of the club committee person who completes the form and the date the form is completed. 
· When finished the Club must tick the COMPLETE box and select SAVE
· The report will be automatically uploaded to iSquash and sent to Squash NZ.
[image: ]
If you make an error and realise this after you have selected SAVE, you must contact Squash NZ who can unlock the report for editing.

The saved report can be viewed by selecting ADMINISTRATION > ANNUAL RETURN > VIEW


[image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]
[bookmark: _Toc353465128]CLUB CONTACTS


Clubs can now manage their Club Contacts through iSquash and this information will be seen from the Squash District and Squash NZ. This means that when a Club role changes or someone’s email address changes, a club can update it in here and will no longer need to inform their District and Squash NZ.

To change your Club Contacts…
· Select ADMINISTRATION > CLUB XXXX
· Select the CLUB CONTACTS tab and you will see a page similar to this…
[image: ]
· Clubs must record a President, Treasurer, Secretary/Club Administrator and iSquash Administration / Statistician …



[bookmark: _Toc353465129][image: P:\Photographs and Logos\Logos\Squash NZ Logos\iSquash\iSquash Banner (no tagline).jpg]CLUB INFORMATION 


[bookmark: _Toc353465130][image: ]Club Maps 
The club directory on the Squash NZ website (www.squashnz.co.nz) pulls its information directly from iSquash. This information can also be accessed within iSquash by selecting WELCOME > CLUBS MAP.

The clubs are listed within their Districts and when you click on each club, you will see the fields that are edited through the Club information tab as described below (apart from details of the Access system).
[image: ]
Not all fields are displayed for all clubs – only fields where iSquash has recorded information are displayed. 

[bookmark: _Toc353465131]Editing Club Information
Clubs administer the information through iSquash by selecting ADMINISTRATION > CLUB XXXX and then selecting the CLUB INFORMATION tab.

	Field
	Further information

	Phone
	If the club has no answer machine on their club phone, we recommend including an alternative number in this field (eg. Club Secretary cellphone number)

	Facility type
	The dropdown box allows clubs to choose whether they are Squash only, Squash & Tennis, Squash & Rugby, Squash & Other, Multisport and Other

	Facility Type Other
	Only complete this if you selected Squash & Other or Other from the dropdown field above 

	Access System
	This information is not available to the public. It is only viewable by Squash NZ, District Administrators and your Club Committee.

	Access System Other
	Only complete this if you selected Other from the dropdown field above 

	Club Logo
	Select UPDATE LOGO to add your club logo or photo of the facility
The logo will be included in any emails that you send and is publically visible
The provided image will be automatically resized to 80px high by 200px wide

	Longitude & Latitude
	These are what determine the Google Maps so if your club’s is not showing correctly on Google Maps, please update these coordinates.

	Map Zoom
	Clubs can choose the default zoom level for the map as it will be displayed to the public

	Show Maps
	Clubs can choose whether to show the map to the public or not




[image: ]All this information is available to the public, apart from the Access System fields.



[bookmark: _Toc353465132]New Zealand Clubs Report
All Club Committee members from any club in NZ can produce a report of all clubs in NZ through REPORTS > MEMBERSHIP > CLUBS which will produce an Excel spreadsheet of all affiliated clubs with contact information (including email addresses)
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