Working with Golf Event Forms 2017
Saving the File

· Please save the “NAMEGolfEventForms2017” file to your desktop. (NAME = name of your event)
Verify Golf Event Information 
· Open “NAMEGolfEventForms2017” file.
· The file should open to the “Event Info” worksheet. If it doesn’t, click on the “Event Info” tab in the bottom left corner of the workbook.
· Review and make any corrections to the information presented. If you want to include other information about your event, enter it in the “Additional Info” box.
· Save the file and send it to Tim Ryan at tryan@dls.net for posting to the ASGA-Chicago web site.

Signing Up Golfers
· Open “NAMEGolfEventForms2017” file.

· Click on the “Signup Sheet” tab.
· Notice that the event name, date, and ASGA charge for the event are pre-populated. 
· Enter player names in the First Name and Last Name in columns B and C. (Entering first and last names separately now, will make it easier to sort names later.) 
· Enter player email addresses in column D.  You’ll be able to copy and paste the email addresses from this column into an email—making communication with players easier.

· If the player is a “Guest” (non-member) please type “yes” into Column E.
· In columns F and G insert the cost for the player to ride or walk in the appropriate space.  If walking is not option will be eliminated.
· You will use columns H-J (or G-I for ride only) to enter the amount each player paid at the course based on their method of payment, i.e. coupon value, cash, or check.
· If a player has a specific request, enter it in column K (J for riding only option).
· The workbook will automatically tally columns F and G and give you the projected “Total to be Collected” and the number of players scheduled to Ride and Walk.  It will then populate the “Tally Sheet” with the number of players in each category, the amount that will be owed to the course and the amount to be collected at the registration table on the day of the event. 
· You can sort the “Signup Sheet” by last name to make checking people in the day of the event easier. Click “Data” on the Excel Quick Access Toolbar at the top of your screen. Next, click on and drag your pointer from Cell B5 to K5 and down to K44 (or the last entry on the page). Click on “Sort” in the “Sort by” field then select Column C. In the “Order” field select A to Z. Click “OK.” Your page is now sorted alphabetically by last name. 
· Save your file.
Pairing Golfers and Creating Foursomes
· Open “NAMEGolfEventForms2017” file.

· Click on the “Pairing” tab.
· Pairing golfers and creating foursomes is more of an art than a science. Our goal is to have two women and two men in each foursome. Realizing this is not always possible, do your best to keep the foursomes balanced. 
· Once you’ve decided the foursomes, enter player’s first and last names in the “Pairing” sheet.   This will help the golf course if they have the ability to create cart signs.
· Save your file.  Then save your Pairing Sheet again, but this time as a “PDF”.  This type of file makes it very easy for anyone to immediately open, read and print the pairings
· Email the “PDF” file to all players at least 4 days before your event.

· Email the “PDF” file to the golf course at least two days before the event. The course may request the file in excel to create cart signs. 
Projecting Event Income and Expenses
· The night before the event open “NAMEGolfEventForms2017” file.   Click on the “Tally Sheet” tab.
· Notice that event information, number of players by category, total number of players, and expected revenue are pre-populated. 
· Expected revenue for the event is represented by (A) found in column “J.” This is the amount you should collect the day of the event. 
· Amount charged by the golf course is represented by (B) found in column “G”. 

· If a deposit has been paid to the course, it will appear under the “Expenses at Event” heading.
· Print out this sheet to assist you during the reconciliation with the golf course.

· Save your file.
Preparing for On-Course Registration

· Make copies of the following to take to the course:

· Signup Sheet – 1 copy

· Pairing – 5 copies

· Tally Sheet – 1 copy

· Report Form – 1 copy

Checking People In
· Use the Pairing sheet to check players in.
· Use the Signup Sheet to record each player’s method of payment (coupon, cash, or check). The amount paid should match the expected payment for each player.

Paying the Course

· After all players have checked in, use the calculator from the coordinator’s box to tally the Coupon, Cash, and Checks columns of the Signup Sheet. Then add these totals together and verify that the amount equals the pre-populated “Total to be Collected” field. 

· Record the amount of coupons, cash, and checks received on the Tally Sheet under “Income from Signup Sheet.” Verify that this total agrees with (A), the expected revenue from your event.
· Determine the amount of the check to pay the course by:

· Enter in the amount of cash collected on Tally Sheet under “Expenses at Event”
· From the amount charged by course (B), subtract the cash collected and the deposit (if a deposit was made) and enter this amount in the “Paid by ASGA check to course” field. 
· Pay the course using the cash collected and the remaining balance with an ASGA check. 
Recording Awards at the Course
· Use the “Report Form” to record contest winners and the number of coupons awarded. You will need this information to finalize your Tally Sheet and Report Form.
Post-Event Reporting
· Finalize your Report Form by entering the information you recorded the day of the event (coupon winners, competitions, etc.) into the Excel file.

· Finalize your Tally Sheet by entering the information you recorded the day of the event into the Excel file. 

· Save your file and email it to:
· d.halper@sbcglobal.net
· thomasschweihs@comcast.net
· rbw0828@yahoo.com
· ljblinks23@gmail.com
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