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Online Sanction Application Instructions 

Note:  The online sanction form will be the information used for your tournament homepage and 
the TDM program.  It is VERY important to confirm that the information is correct! 

Begin by going to www.ustaflorida.com   

Login 

1. Start by hovering your mouse over “Tournament” on the top menu bar. A drop down menu will 
appear. 

 

 2. Click on “TennisLink Searchable Schedule” in the drop down menu. 
 3. Tennis Link Searchable Schedule page opens  
 4. Click on the Tournaments Link – “Login” on the right.  
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  a. If previously accessed, use either tournament director’s USTA number or the   
   tournament site’s USTA organizational USTA number with password on file.   
  b. If the tournament director has not been registered as a tournament director previously  
   contact USTA Florida office to register: brown@florida.usta.com     
  c.   If the tournament director has not logged into their USTA account they will need   
   to create an account before continuing. 
 
   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 5.    When login is successful a list of assigned 2011 tournaments will appear.  
 6. If you were not a tournament director in 2011 this page will be blank.  
 7. If there is a tournament from the prior year listed on the tournament page that is desired for  
  next year, please press the “Copy” link (to the left of the date). The copy process will save from 
  having to fill out a completely new sanction form. 
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Copy Tournament 
1. Choose Copy under the action options.  
2. A popup window will appear and in this window the date of the tournament has already been 
 populated.   
3. The dates have been adjusted to the following year (ex: Saturday, May 7, 2011 will be Saturday, May 
 5, 2012).   
4. The dates can be modified as necessary.  Complete or modify the necessary fields within the screen. 
5.        Any field marked with a red asterisk is required to move on to the next page.     
5. Choose continue when complete.  (See image below). 
 

 

 

 

 

 

 

 

 

 

6. The entire online sanction form will be available to complete or modify the necessary fields.  Make sure to 
go through each tab of the application to confirm information is accurate, including the notes 
section.  You will need to input new banking information if you want entry fees to be directly 
deposited into your account.  This information does not copy year to year. 

New Sanction Form 

When submitting a new tournament, click on “New Sanction Form” on the left menu bar and follow the 
directions provided.  From your list of 2011 tournaments. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If there are questions or a need for clarification of the Sanction Form look for “Ace” on each page of the 
Sanction Form.  This is a power point presentation guiding you through the process page by page.  Some of 
the instructions in this power point do not pertain directly with Florida tournaments as the sanction is used 
Nationally by all sections. 
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Screen 1 
New Sanction Form page 
Fill out:  

1. Tournament name –  
a. Junior tournaments must have level of tournament in the title; i.e. “Local” Junior Championship 

of Daytona Beach etc…. 
2. Start Date  
3. Organizational USTA number must be current through the last day of the tournament submitted  

a. To look it up, click on the magnifying glass icon and type in the name of organizational 
membership.  

4. Tournament Director’s personal USTA number  
a. If not a registered tournament director contact Section office brown@florida.usta.com   
b. To look it up, click on the magnifying glass icon and type in the name.  Tournament director’s 

USTA membership must be current through the last day of the tournament. 
5. Click Continue 

 

 

 

 

Screen 2 
Summary Form Summary page: 
 

1. Includes information about tournament  
2. When updating tournament this summary page will change.  
3. When finished with sanction application please print the summary page for records.   
4. Whenever leaving the sanction form click on the “Click here to finish” hyper link to save information.  

This appears on all pages of the sanction form. 
 

 

 

 

 

 

 

 

 

 

Click on the Organization tab to continue… 

Screen 3 

Organizational Information page: 

1. If correct information is to show online, make sure the information provided is accurate.  

2. If corrections need to be made, please contact memberservices@usta.com  or call 1-800-990-8782. 

3. Information listed with a red tennis ball in a house will be posted on the tournament website. 

 

NOTE:  There is an automatic default check mark in the box that says "Check the box for automatic update 
from membership".  If this box is checked, the membership will update each day to correspond with 
Membership information on file with the USTA.  If this box is not checked with a check mark, then it will not 
be linked with Membership, and the information will not update with Membership.  It is very important to keep 
the information file updated with Membership. The organization must be current through the end date of the 
tournament, otherwise the sanction will not submit for approval. 
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Click on the Contacts tab to continue… 

Screen 4 
Contacts information page: 
 

1. Make sure the Tournament Director’s membership information is correct.   
2. If corrections need to be made, please contact memberservices@usta.com  or call 1-800-990-8782.  
3. If a new tournament director contact:  brown@florida.usta.com  
4. Referee information is not mandatory on QuickStart, Rookie, or Local tournaments although it is 

requested if available. 
5. Super Series, Designated, and Sectional tournaments referee information is mandatory. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the Dates tab to continue… 

Screen 5 
Dates page: 

1. Fill in all required fields denoted by the * asterisk.  
2. Include a second choice start and end date.  
3. A third choice is optional.  
4. If a second choice start date and end date is not listed, the assumption will be there is no second 

choice.   
5. All entries close times will be listed as 11:59PM. 
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Click on the entry info tab to continue… 

Screen 6 
Entry info page: 

1. Fees: 
a. Fee Description:  

i. When the tournament is approved the Link Team will fill in the fee description with the 
Active.com registration fee included.  $3.00 for fees below $35 and 7.5% for fees higher 
than $35.The fee description is what the player will see on the tournament home page.  
The tournament director does not fill in the Fee Description box. 

b. Flat Fee: 
i. Fee includes both singles and doubles in a single fee.   
ii. Used for all junior tournaments. 

c. First/Additional: 
i. A different fee for both singles and doubles.   

d. Please note the doubles fee is per person. (Charges each player so if the charge is $30 per 
team, put in $15) 

i. Used for most Adult and NTRP events. 
e. By Event: 

i. Specify a different amount for each event listed.   
ii. Apply a different amount for singles, doubles, and mixed doubles. 
iii. Input amounts in the Events page. 
iv. Adult tournaments 

f. Fee Table: 
i. Used for different fees for each entry description 
ii. Adult tournaments 

2. Entry Limits: 
a. Entry limits is used to restrict the number of events a player can participate. 
b. "Require Partner # During Doubles Registration".  Checking the box will make it mandatory with 

online registration to require a partner when registering for doubles. If not checked; will need 
to contact the player to confirm partner. 

3. Check NTRP rating will check the rating when the player registers for NTRP tournament to make sure 
they are in correct division. It will only work for computer rated players. 

4. Other: 
a. When the TennisLink online registration box is checked, the online registration link will be 

generated automatically according to the Entries Open date.  
b. Adult Competitive Council has made it mandatory to offer online registration for all Adult 

tournaments.   
c. Junior Competitive Council has mandated that all Junior tournaments have online registration 

only.  
d. Entry Type please select: Open. 
e. Player Selection Type please select: “Tournament Director Selection Process.”  
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Banking: 

f. If the tournament director and/or site want to have entry monies directly deposited into a bank 
account check the “Direct Deposit button. 

i. Make sure the correct bank information is listed.   
ii. It is the tournament director’s responsibility to input the correct bank information on 

TennisLink. 
iii. Direct deposit takes 3 to 5 business days for the monies to be deposited. 

g. If the tournament director and/or the tournament site want to have the entry monies sent by 
check; check the “Pay by Check” button. 

i. Make sure the information is filled in correctly; i.e. to whom the check is payable and 
address to be sent. 

ii. All fields marked with a red * asterisk are mandatory. 
iii. Pay by Check takes 2 to 3 weeks to be delivered. 
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7a 1. 

7b 1.  

Click on the Events tab to continue… 

 
Screen 7 
Events page: 
 

1. Submitting the divisions requested for the tournament. 
2. Click on the gray box to the right of Divisions under Event Group #1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Screen 7a 

1. Click on the appropriate box for the type of tournament; i.e. Adult, Junior, NTRP, Family, 
Wheelchair, etc…  

2. When hosting an NTRP or Adult tournament and including Family divisions; put the NTRP or 
Adult request in Event Group # 1(see screen 7 above), and the Family divisions in Event Group 
# 2. 

3. Choose from the available divisions box the events by highlighting divisions, and use the single 
arrow to move events to the ‘Selected Divisions’ box. 

4. Please specify surface type.  In order for surface choice to show online specify the type of 
surface on the next screen as well; see screen 7b. 

5. Click Continue to save information (pressing Cancel the information will be deleted). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Screen 7b 
 

1. The surface type chosen for a specific division will not be viewable to the player. 
However if two surfaces are chosen (hard and clay), the tournament website will show 
having both surfaces. 

a. Example: Tournament Director chooses Boys 18s to play on hard and Boys 
16s to play on Clay. Viewer will only see surface type = Hard, Clay. 

2. Draw Limit can be inputted, but it does not affect the system at this time. 
 



Page 9  

 

Action Category 

After completing screen 7b; click “Save and Continue.”       

3. Returns to the Event’ page.  This page will show what divisions were chosen.  If it does 
not appear correctly, click the gray box and review process (see steps above).   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the General tab to continue… 
 
Screen 8 
General page: 
 
 1. Name of the tournament: When applying for a junior tournament the tournament name must  
  include the level of the tournament being submitted; Rookie, Local, Super Series,   
  Designated, or Sectional.  
 2.  Adult and NTRP should have levels; Designated, State Championship, or USTA National in the title  
  submitted. 
 3.  Notes: The information the player will need to know before the tournament starts; special room  
  rates from host hotels, directions, player party, etc….   
 4.  If the tournament or facility has a separate website the link is posted on this page. There will be a  
  link on the tournament home page. 
 5. Tournament Type is “Non-Team” Event” for USTA Florida sanctioned tournaments, unless specially  
  noted through the USTA Florida office 
 6.  Check the Box marked "TDM User." 
 7.  The Action Category is set to “Section Event.” for all USTA Florida tournaments.  Click on "Add  
  Category" and select “Section Event” in the drop down box.  
 8.  If the tournament is to be another category; i.e. “Category 2” this will be selected by USTA Florida  
  office. 
 9.  Action Messages can be added, but only the login used when the message was created can   
  maintain or delete.  These messages will carry over to copied sanctions from year to year.   
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Click on Sanction Fee to continue… 

Screen 9  
Sanction Fee page: 

1. Mark tournament as a sanctioned event. 
2. Click on link to enter credit card information.  
3. A drop down box will appear to enter credit card information, click “save” when finished. 
4. Make sure a credit card that will be current through the end of the year is used as the sanctioning 

process may take several months to finish.    
5. Click on “Submit.”  A dialog box will appear “Please click ok to submit tournament for approval.”  Click 

ok and tournament will be submitted for approval.  
6. If any part of the sanction form is incomplete a warning message will appear with a list of what is 

wrong in a link.  When clicking on the link it will return to the page that needs correcting. 
7. If everything is correct the system will return to the tournament list with the tournament listed as 

“pending.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Approval Process 
 
The Sanction and Selection Committees for both Junior and Adult tournaments will meet several weeks after 
the September 1st deadline.  
 
A facility will be limited to one (1) USTA Florida junior sanctioned tournament per month, subject to approval 
(Rookie, Local, Super Series, does not include Designated or Sectional events).  A second tournament can be 
applied for and approved as long as it is a different level and it does not overlap with another event within the 
same region, either the week before or week after.  Tournament director’s, who submit more than one request 
during a month, must send an e-mail or written explanation to USTA Florida and/or the Sanctioning 
Committee, listing the order of preference.  If a facility/tournament director submits more than 2 applications 
for the same month, a written request for an exception must be submitted detailing the reasons to the 
Sanctioning Committee for approval. 
 
These are some of the criteria used in making the selections: 
 

1. History of the tournament site and/or tournament director 
a. Number of players in past tournaments 
b. Experience of tournament director and staff 
c. Knowledgeable in the USTA Florida Rules and Regulations 
d. Tournament director has run successful events – highly recommended by players, parents, and 

coaches. 
2. 2011 Survey results  
3. Meets the criteria listed in the “Standards of Excellence” – as of now Junior tournaments only 
4. Submitted the mandatory Tournament Director Comprehensive Test for review: 2012 Tournament 

Director Quiz 
5. Levels of tournaments are determined:  

a. Experience of tournament director 
b. Quality of all tournament sites used, including satellite not just home site 
c. Criteria of Standards of Excellence exceeded 

6. New tournament sites and/or tournament director may receive after review 1 Junior tournament and 1 
Adult tournament for 2012 to be determined by the Sanction and Selection Committee. 

7. How many tournaments are in the Region based on population of tournament players. 
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8. Once the committees have made their decision the approval process starts and the tournaments will 
appear in the tournament director/tournament site administration website as: 

 
 1. Approved 
 2. Rejected 
 

9. When tournament is listed as “Rejected” click on the “Rejected” link and the information as to why the 
tournament was rejected will be listed.  It may rejected for various reasons: 

a.  Not a fit for the schedule 
b. Too many tournaments in the Region 
c. Not enough player participation in region to quantify level of tournament. 
d. Credit Card declined – please contact the section office if you see this 
e. Did not submit Tournament Director Comprehensive Test 

 
If there are any tournaments listed as “Incomplete” this means something is missing in the 
sanction form and it will not be considered for sanctioning.  All tournaments being submitted for 
review must be listed as “pending.” 
 
Thank you for your interest in becoming one of the tournament directors and/or tournament sites for the 2012 
tournament season.  We look forward to working with you to make your tournament a great experience for 
the tournament players of the USTA Florida.  
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