Using Tabroom.Com to Register for CDA Events

This year we are moving to Tabroom.Com to handle registering for tournaments. Tabroom.Com, which
is hosted by the International Debate Education Association, is a collaborative project using software
contributed by Chris Palmer and John Bruschke. It is made available to the debate community at no
charge. For more information see the About page on the website.

Tabroom.Com should greatly facilitate the process of setting up tournaments. Coaches will be able to
maintain their team rosters and make changes in pairings and judges up to the last minute. Because it is
a web based system, a coach can make changes up to the last minute using a cell phone or tablet (at
least in theory). To start, we will allow you to make changes well into the Friday before the tournament,
in the hope that there will be very few changes on Saturday morning.

YOU WILL BE RESPONSIBLE FOR GETTING YOUR ENTRIES IN ON TIME AND MAKING SURE THEY ARE
CORRECT! We are shifting the burden to you because we have too many changes on Saturday morning.
This delays the start of the tournament, and risks the tournament ending late.

You can manage your tabroom.com entries yourself, or you can have your team captain do the honors.
If you have a debate team email address, you might want to use that as your school’s ID on Tabroom, so
that you or your successor can use the same entries each year. The benefit is that once you enter in
your school and student data, Tabroom saves it and lets you re-use it at every tournament this year and
in succeeding years. To register for a tournament you simply need to select the students to pair as
teams and the judges who are coming.

Setting up Your Account and Team

To use tabroom.com you will need to follow these steps to enter yourself, your school, your team, your
judges and to join the CDA league. You will need to do all of these steps before you sign up for your first
tournament. Afterwards, you will only come back to these items occasionally to add and edit
information.

1. Sign up as a tabroom.com user

Go to www.tabroom.com

In the upper left hand corner click “Sign Up”

A sign up form appears, asking for your email address (which will be your login ID for Tabroom),
your first and last name, your phone number and service provider, timezone, state, country and
password. Note the phone number and location information are not required.

When finished, click the “Create Account” button at the bottom. You're in!

In the future, rather than clicking “Sign Up,” you will click “Login” in the upper right, and use
your email address and password to gain access.


https://www.tabroom.com/index/index.mhtml
https://www.tabroom.com/index/about.mhtml
http://www.tabroom.com/

If you wish to edit your sign up information, once you login, click “Account” in the upper right
and you can change the values you entered.

When you login, you will find yourself at your home page. To get back to your home page at any
time, click “homepage” in the upper right.

When you are finished, click “Logout” in the upper right.
2. Create an entry for your school
Click “Create a new school/team” in the right hand margin of your home page.
An entry form asks for the school or team name, the country and the state or province.
When the data is entered, click “Save School Info” at the bottom right.

To edit your school information, or grant permission to someone else to edit the school
information, click on the “Settings” tab at the top of the page.

To grant another user permission to edit your school information, enter their email address in
the appropriate “Add” field and click “Grant.” The email address must already have signed up to
Tabroom. To revoke permission, click “Remove” next to the listed email address.

Note that if you grant access to another account, they have the ability to change everything,
including removing you from the school. Access should be granted sparingly.

3. Join the CDA “circuit.”

A “circuit” is the Tabroom name for a league. Some circuits permit you to go to their
tournaments without being a member. Others, like CDA, require you to be a full member in
order to attend.

Click on the “Circuits” tab at the top of your home page.
Find the Connecticut Debate Association and click “Join Fully” to the right of the name. That’s it.

From now on, when you select “Circuits” on you home page, you will see the circuits you have
joined at the top of the list. When you select “Tournaments” you will see a list of the
tournaments offered by the circuits you have joined.

You can leave a circuit by going to the Circuits tab on you home page and clicking on the “Leave
Circuit” button next to the circuit name.

4. Create entries for each of your students
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You will need to create an entry for each of your students. Once you have done this, when you
enter the team in the tournament, you will simply select the team members in pairs to create
your teams.

To add a new student select the “Students” tab at the top of your home page and then click
“Add a new student” in the margin to the right.

Fill in the fields in the data entry form: first name, last name, phoenetic pronunciation,
graduation year, whether they are a novice, and gender. Alternatively, if a student has an
account on tabroom.com, you can search for them by their email address. When finished, click
“Save student and add another.”

If you have no more students to enter, click on “Return to student roster” in the right margin.

To edit a student’s information (i.e. you misspelled their name, or someone decides they want
to be known by their nickname), select the “Students” tab at the top of your home page. Your
entire roster will be listed. Click on the student name, make your changes, and click the “Save
student” button at the bottom right.

You can sort the student roster display by any of the fields, by clicking on the field name. For
example, clicking on “Last name” will sort the student by last name.

You can switch a student into or out of Novice by clicking on the “No” or “Yes” in the Novice
column of their name.

You can remove a student from your roster by clicking “Retire” next to the student name.
5. Create entries for each of your judges

You will need to create an entry for each of your judges. Once you have done this, when you
enter the tournament, you will simply select the judges who are accompanying your teams.

To add a new judge either select the “Judges” tab at the top of your home page and then click
“Add a new judge” in the margin to the right.

Fill in the fields in the data entry form: first name, last name, cell phone number, year they
started judging and gender. There is also a space for notes about the judge. Alternatively, if a
judge has an account on tabroom.com, you can search for them by their email address. When
finished, click “Save judge.”

If you have no more judges to enter, click on “Return to judge roster” in the right margin.

To edit a judge’s information (i.e. you misspelled their name, or someone decides they want to
be known by their nickname), select the “Judges” tab at the top of your home page. Your entire
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judge roster will be listed. Click on the judge name, make your changes, and click the “Save
judge” button at the bottom right.

You can sort the judge roster display by any of the fields, by clicking on the field name. For
example, clicking on “Last name” will sort the judge by last name.

You can remove a judge from your roster by clicking “De-activate” next to the judge’s name.

Once you have completed all of these steps, you have all of your team data entered on the system. You

are ready to sign up for a tournament.

Registering for a Tournament
You’ve already done most of the work to register for a tournament. Tabroom lets you select from the

names you’'ve entered to fill in your teams and judges.

1.

On your Homepage (click “Homepage” in the upper right) select the “Tournaments” tab. A list
of tournaments offered by the circuits you have joined (e.g., CDA) should appear.

Select the tournament you want to register and a standard entry screen with tabs at the top will
appear. Note Tabroom allows the tournament director to set the date and time registration
opens and closes. You cannot register until the first date, and your entries are frozen after the
second.

Enter the adult contact name and phone number and click “Save Contact Info.” The page will
also have the list of cut off dates and times for various actions. At any time, selecting the
“General” tab will bring you back to this page.

To enter student teams select the “Students” tab. This will open a page with a list of your
existing entries in the center, lists of students in the right hand margin, and lists of available
events. CDA tournaments will have two events: Varsity and Novice. Make sure you have
selected the right event. Then create your teams by selecting the first member of the two
person team from the first list of students, and the second member of the two person from the
second list of students, and click “Add Entry.” The pair will show up in the list of entries in the
center.

a. If you need to change a pair, click the “Edit” button next to the entry in the center. The
display will change to a list of entry details, where you may change the students
selected. (Please don’t change the “Entry Schematic Code.”) You can also indicate
whether the student needs an ADA accessible room. When finished click “Save Entry
Details” and you go back to the Students page.

b. To delete a team, click “Drop” next to the team name. The names you release will
reappear in the lists of students in the right hand margin.
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c. To switch from entering Varsity or Novice teams, click on the event buttons below the
student name lists in the right hand margin.

d. SPECIAL INSTRUCTIONS FOR THE NOVICE SCRIMMAGE. The Novice Scrimmage will
have three events: Novice, Observer and Varsity. Novice is exactly what you expect.
Observer takes single person teams, and is available for you to list the students coming
to the Novice Scrimmage to Observe but not debate. Varsity takes single person teams
consisting of Varsity debaters who would like to judge. PLEASE DO NOT ENTER YOUR
VARSITY DEBATERS AS JUDGES IN THE JUDGES TAB (SEE BELOW).

5. To enter judges select the “Judges” tab. A list of the judges you have entered will appear in the
center, and a list of judges you have available will appear in the right margin. Below that will be
a list of the different judge groups you can enter judges in. In some CDA tournaments we will
have only one judge group named Judges. In others we will have multiple groups—for example
“Varsity Judges” and “Novice Judges” so you can put your more experienced judges in one
group, and the less experienced in another. Be sure you have selected the correct group of
judges. To add a judge, select the judge name from the list of judges in the right margin and
then click “Enter Judge.”

a. Ifyou click “Edit” next to a judge you have entered, you go to a page where you can
indicate whether the judge needs an ADA accessible room. When finished click “Save
Details” to return to the main Judge page.

b. Toremove a judge, click “Drop” next to the judge’s name. The released judge will
return to the list of available judges in the right margin.

6. When you have finished registering, or if you want to pause and continue later, you may go do
something else in Tabroom, or logout of Tabroom and do something totally different. When you
log back in to Tabroom, your Homepage will have a list of tournaments you have entered under
the “Tournaments” tab. To edit your entries, select the Tournaments tab, click the tournament
name or the “Entry” button next to the tournament name and you will go to your entry page for
that tournament. Follow the instructions above to add additional teams or judges, or to edit the
ones you have already entered.

Remember, you cannot enter a student or judge in a tournament unless you have already entered their
names in the “Students” or “Judges” tab on your Homepage.

Good luck! Remember we are all new at this, so we expect some difficulty at first. But we expect
registration will be greatly improved. If you have trouble, email ejrutan3@ctdebate.org and we will do
what we can to help.
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