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Welcome

Welcome to your position as a MyLeague.com Head Tournament Director! This guide will help introduce you to some of your responsibilities as HTD, as well as the new tools on your HTD menu. You should note that this guide is meant to be used in conjunction with the MyLeague Tournament Director’s Guide, so information from that guide will not be duplicated here.
HTD Responsibilities

In general, HTDs oversee and train the regular tournament directors, ensure that tournaments are running smoothly, and fill in for any TDs who are unable to run their own tournaments. However, the exact responsibilities of a HTD are determined by the Head Admin of a League. Ask your Head Admin exactly what responsibilities you will have in this role.
HTD Rules/Policies

As a Head Tournament Director, there are certain rules that you must follow in addition to the regular TD rules.
Running Another TD’s Tournament
Sometimes circumstances make it impossible for the TD who created a tournament to actually run it. In these situations, any available HTD can run the tournament for them, so that the players can still have their tournament.

A HTD who takes over a tournament for a missing TD must withdraw from the tournament prior to the tournament’s start if they are the one who closes check-in. If a TD gets booted after they close check-in, any HTD, even one playing in the tournament, may host and play until the TD gets back or until the tournament ends. The tournament always "belongs" to the director who closes check-in.
Failing to follow this rule can result in a tournament being classified as fraudulent.
League-Specific Rules

Your League may have other rules for HTDs. Consult your Head Admin to find out exactly what those rules are.
Head TD Tournament Center
You can log in to the Head TD Tournament Center by clicking the “Head TD Login” link at the bottom of your League pages, or by going directly to the login page, located at: http://tourneys.igl.net/tk/headtd/.

To log in, enter your TD name and password, and then choose your League from the dropdown box that appears.  

The following is a brief introduction to the links found on your menu and what they will enable you to do.  If you have any questions after reading this document, please address them with your Head Administrator.

Administer Tournaments 

This utility will allow you to administer any tournament created by any TD on your League.  Clicking on this link will take you to a list of all of the tournaments scheduled for your League.  Choose the tournament number from the list, and from that point on it’s as if you’re administering your own tournament.
The Date column is also a hyperlink that will allow you to see when a tournament was first created and if any changes were made to the tournament date or time it is to be hosted.  It also allows you see who made the changes to the tournament after it was created.
Admin Tourneys – Direct

This tool is used to log in to a tournament by either Tourney ID (jump) Number or by TD Name. 
To login in by Tourney ID (jump) number, enter the number then select 'Login.' 
To login by TD Name, select the TD from the drop down menu, then select 'Login.' The specified TD's tournaments will be sorted by date starting at the bottom of the list, and then by time from the top down within the current date. Tournaments are listed by TD Name, ID Number, Date, Time (Eastern), Ladder, Format, and Status. Click the Tourney ID Number to log in. 
Award Tournament Medal (Only HTDs with this permission)

This will allow you to award a tournament medal to a Platinum or Diamond member of your league.  There are five medals available:  Golden Shield of Assistance, Blue Cross of Sportsmanship, Battle of the Sexes, Tournament of Champions, and Battle of the Leagues.  To award any of them, simply enter the player’s name in the box and choose the appropriate medal from the drop-down list.  The player will receive an email notifying them that they’ve received an award, and the awarding of the medal will be shown in your ‘Daily News’.  Each medal can only be awarded to a particular player one time.  

Change TD Status

This tool is used to change the current hosting status of a TD 

Select a TD from the drop down menu, then select 'Change TD Status.' Select a status from the drop down menu, then select 'Change TD Status.' An automated E-mail will be generated and sent to the TD notifying them of their new status.    The available choices are:

In Training

TDs can play in tournaments, but are not able to host tournaments while in Training Status. TDs are in training status when they are added to the TD team and must be moved to 'Active' status to administer tournaments.
Active

TDs can administer and play in tournaments while on active status. Active status is the default status for all TDs, and TDs will purge from the TD program while on this status if they do not administer at least one tournament every 60 days.  

Active-Exempt

TDs can administer and play in tournaments while on active-exempt status. TDs on this status will not purge from the TD program while on this status, even if they do not host at least once every 60 days.*
Vacation

TDs cannot administer or play in tournaments while on vacation status. TDs on this status will not purge from the TD program, even if they do not host at least once every 60 days.*

*If a TD's Player account purges, or is kicked while on this status, the TD account will be removed at that time.

Create Tournament

This is a link to the same “Create Tournament” that is found on the TD Menu.  Please see the Tournament Director guide for full instructions.

Edit/View Player Notes

This utility will allow you to enter a note into the tournament record of any member of your League.  Simply enter the name of the player and click “Edit Player Notes.”  When you have finished entering the notes, click “Add Entry to Notes File.”  Notes are automatically stamped with the time and date, as well as the name of the person who entered the note.

Edit/View TD Notes

This utility will allow you to enter a note into the file of any Tournament Director on your League.  Select the TD from the pull-down menu and click “Edit TD’s Notes”.  When you have finished entering the notes, click “Add Entry to Notes File”.  Notes are automatically stamped with the time and date, as well as the name of the person who entered the note.
Edit Head TD Permissions (Only HTDs with this permission)

This tool is to edit the permission access of Head TDs on a MyLeague.

Select the TD from the drop down menu, then select 'Edit Permissions.' A table will be displayed with the permissions and with the option to select 'No' or 'Yes' for each permission. After changing the options, select 'Change Head TD Permissions' to save the settings. Selecting 'Reset Form' will reset the values to their original state prior to any changes being made. 

The permission options are:
Edit HTD Permissions

Allows the Head TD to select the permissions for other Head TDs on the League.

Add TD
Allows the Head TD to add a TD applicant to the TD Team.

Remove TD

Allows the Head TD to remove a TD from the TD Team. 

Add HTD
Allows the Head TD to promote a TD to the Head TD position. 

Remove HTD
Allows the Head TD to demote a Head TD to TD. 

Award Tourney Medal
Allows the Head TD to award members tournament medals. 

E-mail Head TDs
This tool will allow you to E-mail the other Head TDs on your League.  Enter the subject line, type your message, and click the send button.  You will be taken to a confirmation page with a copy of the mail and a list of everyone who received it. 

E-mail TDs

This tool will allow you to E-mail all the TDs on your League.  Enter the subject line, type your message, and click the send button.  You will be taken to a confirmation page with a copy of the mail and a list of everyone who received it.
E-mail TD
This tool is used to E-mail a specific TD on the Ladder or League.

Select a TD from the drop down menu, enter a subject line and text, then select 'Email TD' The content and the recipients of the mail will be displayed.

Forum

This link will take you to the MyLeague Tournament Director forum, a private message board for use by MyLeague TDs and HTDs.  This is great place to share creative ideas and offer general support.  

LadderBux Calculator

This utility allows you to calculate the LadderBux prizes for the various tournament formats.

LadderBux Log

This very useful log allows you to research a player’s entire history of LadderBux winnings, entry fees paid, and any other modifications posted.  This log also documents any LadderBux received by a TD for hosting tournaments.  Should you or one of the TDs on your League ever have any questions about whether or not a TD or a player received LadderBux for a tournament, or any other tournament-related LadderBux concerns, you should check here first.

Note:  This log does NOT show “gifted” LadderBux or LadderBux redemptions.

Monthly Winners

This tool is used to view the tournament winners for a Ladder or League by month. 

Select the month and year from the drop down menu, then select 'View Monthly Winners.' Winners can be sorted by name or by number of tournament wins by clicking on the applicable link.
Process Applications

This utility allows you to approve or decline any new TD applications for your League.  Clicking on the application number will allow you to view the applicant’s Player Notes file.   

To process the application, click one of the radio buttons as described here, and then click Process Applications.  

1) Decline Request (applicant will receive a rejection letter).
2) Approve the application and place them on a waiting list until room is available (applicant will receive notification that they’ve been placed on the waiting list).
3) Approve the application and set them up as a TD immediately (applicant will receive welcome mail with login and password information).*
*Only MyLeague Head TDs with the 'Add TD' permission will be able to utilize this tool to add TDs. MyLeague Head TDs without the 'Add TD' permission can only use this tool to decline applicants or approve applicants to place them on the waiting list.

Remove Head TD (Only HTDs with this permission)
This tool is used to remove a Head TD and is only available to Head TDs who have the 'Remove HTD' permission. The TD will remain on the TD Team but will lose their access to the Head TD tools.

Select the Head TD to be removed from the drop down menu, then select 'Remove Head TD'

An automated E-mail is sent to the Head TD to notify them of their removal.
Remove TD (Only HTDs with this permission)
This tool is used to completely remove a TD from the TD roster and is only available to Head TDs who have the 'Remove TD' permission.
Select the TD from the drop down menu. Choose a reason for removal, then select 'Remove TD'. You will be taken to a confirmation screen so that you have the opportunity to double-check that you are removing the correct TD. 

An automated E-mail will be generated and sent to the TD notifying them of their removal. If 'Other' is chosen as the reason for removal the text entered will be sent to the TD as the reason for removal. All other choices will generate a form mail. 

When a TD is removed, all TD stats and TD notes are deleted. Please note that deletion is permanent, and that none of this information can be restored.
A Head TD removed using this tool will be completely removed them from the system, not demoted to TD.

Remove Tournament Medal (Head Admin only)

Use this tool to strip a member of their previously awarded medal.  Type in the player name and choose the appropriate medal from the drop down list and click “Remove Medal”.  The player will receive notification that their medal has been removed.

Remove Tournaments

This tool is used to remove tournaments from the League. 

The master list of tournaments is located on the left side of the page. Either enter the Tourney ID (jump) Number, or select the Tourney ID (jump) Number from the drop down list. Enter a reason for cancellation, then select 'Remove Tournament.' 

An automated E-mail will be generated and sent to all registered tournament participants notifying them of the tournament cancellation citing the text input as the reason.
Setup Head TD (Only HTDs with this permission)
This tool is used to move a TD to the Head TD position and allow access to the Head TD Tournament Center and is only available to Head TDs who have the 'Add HTD' permission.

Select a TD from the drop down menu, then select 'Setup Head TD' 

An automated E-mail will be sent to the TD notifying them of their new Head TD position.

Swiss System TDs

This tool is used to add or remove a TD's ability to create Swiss Tournaments.

TDs who have the ability to create Swiss System tournaments will have a check mark in the applicable box. 

To give a TD the ability, check the box. To remove the ability to create a Swiss System tournament, uncheck the box. 

An automated E-mail will be generated and sent to the TD notifying them that their ability to host Swiss Tournaments has been added or removed.
System Status

Major server problems are posted here.  Check this for details of any current problems.

TD Menu

This link will take you to the TD Administration Menu.

TOC TDs

This tool is used to add or remove the ability of a TD to create an automated Tournament of Champions.

To approve a TD for the automated TOC tool check the box next to the TD name. To remove the TD's ability to use the automated tool, uncheck the box next to the TD name. Once changes have been made, select 'Update TOC Access.'

Tournament Calendar

You can access the tournament calendar for your League here. 

Tournament Directors

This utility displays a list of all the TDs on your League and their E-mail addresses and current statistics.  

Tournaments by TD

This tool is used to view the number of tournaments hosted by TD for a specified range. To use this too, enter a start date and end date, and then select 'Submit.'
This tool only counts tournaments that are still on the calendar. If some of the TD’s tournaments have already purged from the calendar, the number will not reflect those tournaments.
Tourney Support

This is a link to the same "Tourney Support" that is found on the TD Menu.  Please see the Tournament Director guide for full instructions.

Waiting List

This will show you the current waiting list for TDs on your League.  Applicants are listed in order of membership level (Diamond, Platinum, and Gold) first, and time of submittal second.  This is the same list that the applicants themselves have access to view.

Download MyLeague Head TD Guide

This is the link to download the latest edition of the MyLeague Head TD Guide.
Logout

Use this link to log out of your HTD Admin page.  It is very important that you get into a habit of using this link.  This will prevent you from having issues later of not being able to logging into your HTD Admin pages.  
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