
1 

 

HS Master 
Sequence of Operation Manual 

 

 
 

Preface 
 

The purpose of this manual is to give a sequence of operation, so the user can setup a tournament using 
HSMaster. We have designed this manual for new users of HSMaster. Instructions are placed before display 
pages for ease of locating where to enter data or where to click on a function button. Instructions are followed 
by highlighted numbers. The highlighted numbers are also placed in boxes on or around page displays with 
arrows pointing to where you need to enter data or click on a function button. It was not practical to show a new 
page display with each function. We want this to be a quick reference and help guide while you are setting up 
your tournament. Until you are very comfortable using HSMaster, I recommend that you have this manual 
running the same time you are using HSMaster.  
 
HS Master also has a help guide at the top left of your screen or you can get a help guide called HSMaster 
Help Desk. You can down load it from the NHPA web site located in the pop down window under Resources. 
Click on software, and then click on HSMaster Help Desk. 
 
We recommend that you practice setting up a fictitious tournament with a four person group. Then try setting up 
a five person group. This should help you get familiar with the program. Now setup a nine person two group 
tournament. Now setup a four group tournament. You should be ready to run HS Master for your tournament. 
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HS Master Sequence of Operation Manual 
The very first step in setting up a tournament is to import players and their current averages. 
Shrink HS Master and go to the NHPA web site and open up statistics, click on NATSTATS in the drop down 
window. 1 

 

Click on the state you want (Northern California). Hit ctrl A. Your screen should look like the display below. 
The screen should turn Blue. Copy the data (ctrl C or right click & copy). Shrink or close the NHPA web site. 
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On the HS Master home page, click on Import. 2 Click on Paste. 3 You should see a list of 
players. Click on Select All. You should see check marks in the select column. Click on Load 
Averages. You should see the players list turn blue and scroll down as it loads the averages. 
Click on Update Names. You should see the list scroll down again. Click on Load Selected 
Players. It should scroll one more time as it loads the data. The screen should look like the 
display below. You have now loaded and updated player averages. You are ready to setup the 
tournament. Click on Tournaments. 4 
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 Then click on Setup T 5 at the top of the screen. First, enter the tournament Sanction number 
*this is a three part number separated by dashes only, no other symbols. For Northern 
California its (03), enter the year number (16) and the assigned tournament number from the 
schedule, (001) for this example. The tournament should read 03-16-001. Hit tab and enter the 
Tournament Name (Gino Rinaldi). Hit tab and enter the Date (2/6/2016). Hit tab and enter 
City (San Francisco). Hit tab and enter the state abbreviation (CA). Hit tab and enter the 
Tournament Director name (Peter Zepponi). Your screen should look like the display below. 
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Hit enter. Your tournament should drop down to the next row. In the column with the * 6, click in the square to 
left of your tournaments date. You should see an arrow pointing to the tournament you are setting up and 
highlighted in blue. Hit enter. You should see the tournament highlighted in grey. The bottom under, Optional 
Class Definitions you will be ready to set up the tournament groups. Start with assigning each class a letter. 
We use X as a setup group and name it Setup. 7 Name the next class A. The top group is always A and the next 
group is B, etc, etc. (A for group 1, B for group 2). Hit tab, type in Name (Group 1). Hit tab for Handicap 
(Hcp). Enter 0 for no handicap or input the % you want for that handicap group. *if the player average 
difference is more than 15%, you have an option to make it a handicap group. If so enter the recommended 
(80%). 8 Hit tab and make sure the date and start time (Date/Time) are correct. 9 Hit tab and enter how 
many shoes are pitched per game (ShPg). *In a small group you might want to have them pitch more shoes 
with less games played. 10 Hit tab, For Tie Breaker, Enter Ringers, head to head or Ringers over average. 
Do not use Points if the group is handicapped. 11 Hit tab, for Format enter singles or doubles. 12 Hit tab, 
mark in the check mark for group 1 only for tournament championship group (CHMP). 13 Hit tab, for 
number of places paid (NoPa) enter the number of places you pay out. 14 Hit tab, check mark on Report and 
hit enter. You are now ready to start the next group. 15 *These steps should be done before you arrive at the 
tournament. I usually set up 4 groups. A new group can be added any time & all groups can be edited to fit 
the needs of that group. It’s ok if you don’t use a group. You are now ready to enter players in your 
tournament. Click on Entries from the left hand column. 16 

  

 

6 

7 8 9 10 11 12 13 14 

15 

16 



6 

 

*Highlighted number point 16 is on the previous page. 

You are now ready to enter players in your tournament. Click on Entries from the left hand 
column. 16 This is when you enter the names of all of the members who signed up for the 
tournament, In the drop down box, place the name of the tournament (Gino Rinaldi) in the box 
under the words Tournament Entries and hit enter. 17 You will see a blue highlight in the 
players list. Type the first 3 letters of the last name of a player you want to enter (this will get 
you close to their name or arrow down to it), highlight their name and hit enter. Their name 
should go to the right in players entered. Repeat this step until all the players signed up are 
entered. 18 The class column is blank. Place all players in Class X. This places the players in 
entering % order. This will help you decide who will be in each group. Then assign appropriate 
class letter for each group. When you are done, you should not have a player in Class X. 19 *In 
this example, class A should be handicapped. You will need to go back and change class A to 
handicapped and the other 3 groups to 0 handicap. Your screen should look like the display 
below. 
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In this example, you will notice that after we created each class based on the averages of the 
players. The class groups were predetermined before arriving at the tournament. Some class 
groups need to be edited for Handicap or no Handicap because of the used for this example. *It 
is important to know that if a Handicap Group finishes in a win/loss tie and the tournament 
director has determined there will be no playoff in case of a tie. The NHPA rules state that 
you cannot use points as a tie breaker. The options are, Playoff, Head to Head or Ringer 
Percent over entering average. 

Go back to Setup. Click on your tournament (in this example, Gino Rinaldi). Hit enter. You 
should see the four groups at the bottom. In this example the first two groups are not 
handicapped. Make the correct changes. 

 Class A should be 80% Handicap & Head to Head for the Tie Breaker. 
 Class B is OK. 
 Class C should be 0 Handicap & Ringer Percent for a Tie Breaker. 
 Class D should be 0 Handicap & Ringer Percent for a Tie Breaker. 
 
Your screen should look like the display below. 
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You are now ready for you next step. Click on Play Singles. 20 

You should see the tournament at the top (Gino Rinaldi). Click on the down arrow (below 
where it says class). 21 Click on A Group 1 and click Load. 22 You should see the number 1 
highlighted in blue to the right of courts. *This is a seven person group. That means they will 
be playing on 3 courts and each player will have a bye. 

*This is a very important step! 
For this example, they will be playing on courts 6, 7, & 8. The 1 highlighted represents the first 
court played on for this group. Type the number 6. You should see 6 with the curser next to the 
number 6 flashing. Click on the down arrow 23 next to the 6. You should the number 2 
highlighted in blue. This represents the second court played on for this group. Type the number 
7. Hit the down arrow and you should see the number 3 highlighted in blue. Type the number 8 
for the third court used by this group. This is a seven person group, so you would play 1 round. 
24 This is an odd person group, so you mark the bye. You are ready to click on Create Pair. 25  
*If you have to make a change because of any mistakes or adding a player, just Delete 
Pair and reload the Group you are working on. 
Your screen should look like the display below.  
 
 
 

 

20 21 22 23 24 25 26 

Delete Pair for changes 
or corrections. 
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*Make sure that you check the Score Checker. This will prevent you from entering mistakes made on score 
sheets. If your data will not be accepted, check the score sheet! 26  Click on Round Robin Cards. 27 Then click 
on Print. 28 *Your print out should have 2 players a page, so you will need a paper cutter or scissors to cut 
cards. If you do not have 2 players on the Round Robin cards. Click on setup, Click on settings, make the 
value of ID 3 the number 3. Click on the down arrow 21 for class B Group 2 and click on Load. 22 Do the 
same setup for B Group 2, starting with assigning courts, 1 Round, no Bye, and Create Pair, then print the 
Round Robin Cards. Do the same for all the groups. You are now ready to start the tournament. 
If you have to add more games in case of a play off, highlight the blank top row. 29 Enter the game #, 30 the 
court played on 31 and players involved in the playoff. 32 Enter the games results.  
After you enter your tournament data for each group, and the tournament is over. Click on Preview 33 and make 
sure everything looks like you expect. Close Preview and click on Print. 34 After all score sheets have been 
entered in a group including any playoff games, be sure you have standings and box scores checked. You 
should have a detailed copy of the group’s results.  
This is important! The next step is to click on Export. 35 You should see at the bottom of the screen File has 
been created. This sends the group’s data to a data base that you will need so you can attach it to an e-mail to 
your States statistician. He then forwards this to the NHPA statistician who then uses this data for our 
tournament info and creating each player average. Do the same for all the groups in the tournament. The last 
step is to click on Reports. 36 Click on Results, then Preview, if you see all your groups, click on Text File. You 
should see at the bottom of the screen, File has been created.  
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I recommend in Path box it read C\HSMasterdata\.  37 * see the previous page to locate the 
Path Box. This will make it easier to find your tournament data for attached e-mails. The last 
step is to Post your results. *This is very important because NATSTAS uses this post as 
Results for everyone’s NHPA average! Click on Post. 38 *see previous page. Click on Post 
on the next page. 39 You should see a list of all the players who played in the tournament. Click 
on Create file for NatStats. 40 *Make sure your path is C:\HSMasterdata\ Open the file. This 
will send your data to your HSMasterData.  
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HSMasterData is located in Local Disk (C:) Click on Local Disk (C:). 41 Your screen should 
look like the display below. Click on HSMasterData 42 and you will be able to locate all of 
tournament files to send in an E-Mail attachment to your tournament NATSTAT person. 
 

 

41 
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How to set up a Doubles Tournament on HS Master 

On the home page Click on Teams. 1  
 
 

 

1 
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Create team names in Setup Teams Box 

Examples - R & R, or Remillong, Sample-McGowan, Terry-Hall – Hit enter 2  

It is best when you enter the last name of each player. Enter the player with the highest 
average first. This will make your data entry during the tournament a lot easier. 

 

2 
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After Team names are entered, click on first team and make sure its highlighted and hit enter. 3 
You will now be in the players list. This is where you can assign players to a team. Type the 
first three letters of the last name of the player you want to enter, locate them, make sure their 
name is highlighted and hit enter. 4 Do the same for the next player of that team.  After you 
enter the second player, you should see the Team Name at the upper right side of the page and 
the two team member of that team. Do the same for each team.  

 

After all Teams are set, click on Tournaments, located on the lower left hand column near the 
bottom.  5 
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Go to Setup at top of left hand column and hit enter (  T. ) . 6 
First enter the tournament sanction number. This is a coded number for the NHPA. The number 
code is as follows.(03) represent’s Northern California. 15 represent’s the year 2015, and the 
last 3 digits represent’s the Northern California tournament number. The tournament sanction 
number for this example should read (03-15-137). 7 Complete filling out the tournament name, 
date, City, State, & director. When this is completed and the entire line is highlighted, hit enter. 
8 This tournament should drop down with the other tournaments list.  
Click on the Tournament you want (make sure it is completely highlighted. 9 Hit enter. 
 
Fill out tournament information as you would for a singles tournament. Click on box to the left 
of sanction # (highlight now) Complete the tournament info, make sure the row is highlighted 
10 and hit enter. 
Add Classes and fill out tournament information like you would for a singles tournament. Make 
sure in the format column you enter doubles. 11 Hit enter. Your screen should look like the 
display below. You are now ready to enter the teams into your tournament. Click on Entrees.12  
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Make sure you have the correct tournament at the top of the page, located below Tournament 
Entries. 13 Hit enter then click on the Doubles tab located in the middle of the upper page. 14 
You should see the teams created in the left side column. Highlight each team that signed up 
for the tournament & hit enter. After you have entered the teams, make sure you give them a 
class letter, like you would do for a singles tournament. 15 Your screen should look like the 
display below. *You are ready to set up your tournament. Click on Play Doubles. 16 Make 
sure your tournament name is highlighted. 
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Setup the tournament like you would do for a singles tournament. You should see the tournament name at the 
top in the tournament box. 17 (Rick Della Santina Doubles). If the tournament name is not in the tournament 
box, click on the down arrow to locate your tournament, highlight and hit enter. 18 Click on the down arrow 
below the tournament name. Click on A Group 1 and hit Load. 19 You should see the number 1 highlighted in 
blue to the right of courts. 20 *This is a six team group. That means they will be playing on 3 courts.  

*This is a very important step! 

For this example, they will be playing on courts 6, 7, & 8. The 1 highlighted represents the first court played on 
for this group. Type the number 6. You should see 6 with the curser next to the number 6 flashing. Click on the 
down arrow next to the 6. 21 You should see the number 2 highlighted in blue. This represents the second 
court played on for this group. Type the number 7. Hit the down arrow and you should see the number 3 
highlighted in blue. Type the number 8 for the third court used by this group. *This is a six team group, so you 
would play 1 round. If you had a 4 team group, you might have them play 2 rounds. You are ready to click on 
Create Pair. 22 Your screen should look like the display below without the tournament results.  

 

 

When the tournament is over, preview each group and make sure all the data is correct. Print your results for 
each group and Export Results for each group, Click on Reports, highlight Results and click on Text File. 

This will send your data to your HSMasterData. Post, like you would for a singles tournament. 

17 18 19 20 21 22 
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Troubleshooting & Tips 

If your printer doesn’t print! 
1. Check wiring. 
2. Make sure the printer you are using is the default printer on your computer. Go to Control Panel on your 

computer, click on devices & printers. Right click on the printer you want and set as default printer. 
3. If your printer still does not print. I recommend that you turn both your computer & printer off and on. 
4. You should check your printer operation the day before the tournament. You want to make sure it will print 

and that your ink cartridge is OK. 
 

 How to add a new player? 

1. Go to HSMaster home page. 
2. Click on Profile. 
3. Complete each box. You need to have a qualifying average. Use their qualifying sheet to get their average. 

Make sure you include their state, or they will not be accepted into HS Master. Use a phony 5 number card 
number. You need one in the program.  

4. Do not send the tournament to your statistician if this player does not have a NHPA number. Call your 
State Secretary/Treasurer. Collect their money they will give you a number.  Then make sure you change it 
to the correct NHPA number before sending in the tournament to the statistician. 
 

   
 

 


