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The first step is to register yourself on ScoreCapture.  This can be done on the web or the app. 

We would then suggest that you get all the members that you want in your society to register as 
well.  Although we do cater for bulk uploads, we have found that it is better to get your members 
exposed to the app as soon as possible for the best experience going forward. 

Should any of your members encounter any issues with registration or you would like to do a bulk 
upload then please contact us on admin@scorecapture.com and we will assist.  Sometimes a 
member may have been registered already by his/her club or through a golf day we were involved in. 

If any of your members have duplicate profiles, please contact us so we can merge them - just let us 
know the email addresses of the duplicate profiles and the main email the member wants to use as 
his/her login, and we will sort it out. 

Once you have done the registrations, please go to the main website and click on either of these 2 
options.  www.scorecapture.com

Setup a Society on ScoreCapture

mailto:admin@scorecapture.com
http://www.scorecapture.com


There are 3 steps to go through.   

Step 1 - All we need from you here is the name of your society.  The rest of the screen is just 
informative.  You will have a lot of functionality for free - you will be able to set up as many one-
round tournaments as you wish and have access to your member management module and the 
communications tool we provide, so that you can send out invites, collate your repsonses, create 
your fields and send out tee time notifications (email and sms).

Setting up Society> 1: Name your Society



Setting up Society> 2: Edit your Society
Most of the blocks here are self explanatory. 
Put in a description, select a theme and add a 
logo. 

Each society will get their own website.  The 
url is normally www.scorecapture.com/
[societyname] 

Each society can run their own handicap if 
required. 

SAGA handicap update - if you would like 
your members handicap index to be updated 
within your society on a daily basis, leave it 
as automatic.  If you want to run your own 
manual handicap, then select manual.  This 
means the society handicap can be edited by 
the society admin. 

The competition 1 and 2 are manual fun 
leaderboards, that will appear on your 
website and app.  Use these for “hole-in-one” 
or “tournament wins” or “4-putts and dog 
bowls” - they can be updated by anybody on 
the web or the app at any time. 

You can then add gallery images, adverts and 
banners, to create some character for your 
website or give your sponsors some 
exposure! 

Ignore the twitter, Facebook and instagram 
for now, we are going to remove that. 

The section below needs your attention 
though.  We only charge for the premium 
features which include multi-round 
tournaments, eclectics, sum/averages “order 
of merits”, rankings and knockouts. 

If you want to go premium, select any or all of 
the features - selecting one or all will cost the 
same.  The cost is R100 per player per year, 
with a minimum total of R2 000. 

For us to work out the total charge and not 
have to keep blocking you adding members 
to your society, please put in your best 
estimate of the maximum number of 
members for the year (minimum of 20). 

If you want to stay free, that is fine, you can 
add as many members as you wish. 

http://www.scorecapture.com/%5B
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Setting up Society> 3: Add Members

The Add Existing button is first for a reason!   

If your members have registered already, then click on the Add Existing, and search for them by 
name.  The search will show their full name, their handicap index and their email address, so that 
you can be sure who it is. 

If the member has not registered, then you can create a profile for them, by clicking on Add New 
Member.  Please complete the form and save and the new member will be added to your society. 

Please remember to send the login credentials (email and password) to the new member 
created. 

As the society admin you will be able to edit any of your members details. 

If any of your members is battling to login for whatever reason, you can assist them here.   

Firstly, check their email address is correct - if the email they want is not being accepted by the 
system, it means that there is another profile setup using that email address - please contact us 
and we will sort it out for you. 

Secondly, you will not see the password the member has created, but will be able to change it 
for him/her if they have forgotten their password.  Now you can send them their email and 
password to login. 

Once they have logged in, ask them to change their password to what they want. 

You can also edit the values for the members on the mini competition leaderboards - remember 
these are manual fun leaderboards.  Some people use them to count tournaments won, 2-clubs, 
4-putts or whatever you choose. 

You can also enter a “Captured Score” for any member - if for whatever reason they missed a 
tournament, or played somewhere else and you are wanting an adjusted gross score to go into 
their profiles (which will affect their GAP), then you can capture a score for them.   

These scores are separate to any tournaments you have setup and can be entered similar to how 
you enter an adjusted gross score into the HNA system. 

Your society is setup now and you are ready to set up a tournament!



Setting up a Tournament

From the HOME screen, once you have logged in, click on the ADMIN tab. 

This will open a number of different blocks that you may or may not have access to.   

At this point, only Tournament and Society will be available to you as a FREE society. 

To set up a tournament you need to click on the Tournament block.



Tournament Setup

Your past/current/future tournament list will be revealed. 

There are a number of action items on the right hand side of your existing tournaments. 

1: The first icon is the edit tournament icon - this will open the setup tournament screen for any 
editing required. 

2: The second icon is the invitations icon - this is not compulsory, but should you want to send 
out invites to a tournament/event, then go here. 

3: The next icon opens the rounds and fields linked to that tournament - FREE societies will only 
be able to have one-round tournaments.  PREMIUM societies can add multiple rounds. 

4: The leaderboards for that tournament can be found by clicking the next icon.  You can set up 
unlimited leaderboards for your tournaments.  

5: The next icon is the count-out/playoff icon should it be required for any of your leaderboards 
setup.   

6: The next icon is for your prize setup - prize lists can be prioritised and players winning prizes 
in a previous category can be excluded if needed.  Both the count-out/playoff and prize list setup 
is not compulsory. 

7: The refresh icon, can be used to update your leaderboards, if required. 

8: The delete icon will delete your tournament, so be careful with this one! 

To start the process of creating a new tournament, click on the Add New button. 
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Tournament Setup> 1: Editing a Tournament
The tournament setup starts with the 
tournament details container.  Select all the 
necessary details for each field marked with 
a red asterisk, which is compulsory. 

If your tournament will have teams where 
you do not want the users to change their 
affiliation on the app, select lock teams. 

Choose show GPS distance to allow the 
users to check the maps of the course from 
the app scoring screen. 

The event details are not compulsory but if 
you would like to send out invites and treat 
your members to a better user experience in 
accepting/declining the invites on the app (or 
email), then give it a try. 

We have incorporated Peach Payments into 
the setup now, so you can charge your 
members an entry fee.  The payments will be 
received by ScoreCapture and paid over to 
you.  We have costs to incur so we charge a 
10% commission on these payments 
received. 

You can give your members a little more info 
by inserting some text into the description, 
how it works, T&C’s and sponsors and prizes 
boxes. 

Tournament logos and adverts can only be 
added when the tournament is setup (so 
save it first and then return to edit it later). 

Keep the round and field names short and 
sweet (R1, F1 etc).  You can add multiple 
fields if needed - additional fields are added 
if you have players on a different course for 
example. 

You can now add a round banner in the 
setup.  This will appear on the app above the 
tournament name and should be easily 
recognisable by your members. 

Once you select your course for each field, 
the male and female tee will be defaulted to 
the ordinary club tees.  Players will be able to 
edit this on their app, before teeing off on the 
4-ball confirmation screen.



Tournament Setup> 2: Send Notifications

A list of all your notifications that you have sent from that particular society will be displayed. 

The table gives you a brief synopsis of the email and sms’s sent/received. 

A detailed report is available to you as well - just click on Report. 

Click on Send Notifications. 

This is not a compulsory step.  To navigate to the notifications module, click on the Invitations 
icon on the tournament list screen.  If there is only one society linked to the tournament, it will 
take you through to the notification list. 

If, however there are multiple 
societies linked, then the system 
will take you through to the 
society list screen first, so that 
you can select which society you 
want to send notifications to. 

If you need to navigate from the 
ADMIN tab, click on the Societies 
block. 



The notifications page for your society is multi-functional.  You can send a custom message, or 
a message using one of our 2 templates, or a invite to a tournament, event or knockout.  You 
can also send a message to the participants of a tournament that you have set up.   

In this example, we are sending invites to the event we just created.

Tournament Setup> 2: Send Notifications

Select your filters to 
create a list of potential 
invitees.   

Apply the filters to 
populate the list. 

Select all the members 
or any combination by 
clicking the tick box. 

Select the message 
type (here we have 
selected event). 

The expiry date will 
determine how long the 
message is available on 
the members profile 
page (web) or 
notifications screen 
(app). 

In the event dropdown, 
select your event. 

Put in a message 
subject and something 
simple in the message 
box like, “Please let us 
know your availability 
below.” 

You can also pop a 
message into the sms 
text box. 

Send yourself a preview of the email first and make any necessary changes before sending it 
out to your members by clicking Send Notifications.



Tournament Setup> 3: Rounds and Fields

All your rounds and fields for your tournament will be displayed here. 

There are a number of action items on the right hand side of your rounds and fields. 

1: The first icon is the 4-ball setup icon - clicking this will take you through to the 4-ball setup 
screen, which we will deal with separately. 

2: The second icon is the round banner and hole-by-hole adverts - use this to update your 
banners and put in some sponsors adverts for the nearest the pin or longest drive holes. 

3: The next icon opens the tee times field. 

4: Fields can be added quickly by clicking on this icon - it will take you to the tournament setup.  

5: To send tee time notifications to the round/field, click on this icon.  It will prompt whether you 
want to send email/sms or both, or a preview to your account first. 

6: The tournament players icon opens up a separate screen with all the participants - on that 
screen you can enter scores for all the players, change the tee they are off, update their course 
handicaps if necessary or update the players status (verify, DQ, withdraw etc). 

7: If you want to export the field to an excel spreadsheet, click this icon. 

8: This notification icon will put an alert on the top of the leaderboards for the players - use this 
for weather warnings, any specific local rule or even a cut line. 

The other buttons below are self explanatory. 
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The 4-ball creation screen starts with the Fourball Setup block.  Put in the start time and the 
interval for the field.  Select whether the field is a 1 tee/2 tee/shotgun start.  Put in the number of 
4-balls and click Add Fourballs. 

The default handicap index that will accompany the player when he/she is added to the 4-ball, 
will be the ScoreCapture Index (ie SAGA HNA index if player has SAGA number in their profile or 
the ScoreCapture GAP calculation).  Should you want to use your society handicap (if you have 
selected manual in your society setup), change the SAGA to Society in the member search filter 
box. 

To enter names in the 4-balls you can just start typing the name of the member - the system will 
search for the player, click on the name and it will be added.

Tournament Setup> 3: Rounds and Fields> 1: Fourball Setup

You can also populate the 4-balls from the Player List.   

The Player List can be populated from an Import File, a Seeding (from a previous rounds 
leaderboard), your entire Society or from Invitations Confirmed. 

Once the player list is populated, you can shuffle the names, or list them by handicap or 
alphabetically and then click Add Group to Fourball - this will populate the 4-balls in order 
according to the pattern and number of Players per Fourball selected. 

If you would prefer a manual approach, you can drag and drop the names into place. 

You can also swap the players around in the 4-balls by dragging and dropping. 

Teams can be created (in this example USA and EUROPE) and allocated to the players - this is 
important for team events (like LIV Golf, or Ryder Cup days). 

Click Save when you are happy with your field.



Use this screen to add some live to your tournament on the app.  The round banners will appear 
at the top of your tournaments on the app, so make them look good! 

The hole-by-hole adverts can inform your members about any sponsors that have an activation 
on a hole, or if you are having a nearest the pin or longest drive competition. 

The images will appear on the app as the players move to that hole.

Tournament Setup> 3: Rounds and Fields> 2: Banners, hole-by-hole pics



Tournament Setup> 3: Rounds and Fields> 3: View Field

Your field will be displayed in 2 columns - the front 9 and the back 9.  You can search for a player.  
You can also view the scorecards for each 4-ball.  Since you are the admin, you will also have a 
shortcut to the capture score screen for each 4-ball.  There is a print option and a player 
tournament list button. 

Tournament Setup> 3: Rounds and Fields> 4: Add Field

Clicking this will simply open the tournament setup and add a field for you. 

Tournament Setup> 3: Rounds and Fields> 5: Send Notifications

Hover over the envelope, click on the email and sms box and then send.  If you would like a 
preview (always a good thing), then select email, sms and preview and then click send. 



The tournament player list gives the tournament organiser a lot of functionality.  Firstly you can edit 
the players details, if for whatever reason they are incorrect. 

Then you can update the player status, from active, to disqualified, failed to pitch, withdrawn and 
verify. 

Finally you can update the scoring details for each player on the Capture Screen, by clicking the 
scorecard icon.

Tournament Setup> 3: Rounds and Fields> 6: Tournament Players

You can update the tee, the 
handicap index and the 
players course handicap. 

You can change the team 
they are representing and 
then you can enter the 
hole-by-hole scores for 
each player in that 4-ball 
selected. 

To input a PICKUP, just 
enter a - and the net double 
bogey score will be 
calculated for the player. 

A mini leaderboard will be 
displayed above the 
capture score screen, so 
when you are satisfied with 
the updates, you can verify 
the players score.

Capture Screen



Tournament Setup> 3: Rounds and Fields> 7: Export Field

Click this icon to export the field into an excel spreadsheet. 

Tournament Setup> 3: Rounds and Fields> 8: Leaderboard Alert

This simply opens a text box for you to enter an alert notification that will appear at the top of 
the leaderboards.  This is normally used for a weather delay or any local rules. 



You will already have your main leaderboard setup from the tournament setup (from the calculation 
type selected).  If you choose Individual Strokeplay, next to the MAIN tab on the app, you will see a 
NET tab.   

You can now create any associate leaderboards, which will appear in the OTHER TOURN LDBS tab 
on the app.  The setup on the web has many filters and features which are mostly self-explanatory. 

You can hide holes, have different divisions depending on course handicap, create team 
leaderboards using the best 4 of 6 players.  There is no limit to the number of leaderboards you 
want and all of them will be live on the web and the app!

Tournament Setup> 4: Leaderboards

Capture Screen



Once the last score has been entered and you have a situation where some players have the same 
scores, then you can apply a playoff or a count-out to the positions. 

First you select the leaderboard that you need to update. 

Tournament Setup> 5: Positions (Count-outs/Playoffs)

The playoff allocation is very easy, just change the position of the players to reveal their final 
standings after the playoff and select playoff in the Apply column. 

The countout is little more complex.  You will need to select your countout rules in order - here the 
default has been kept (which is consistent with how many count-outs around the world work).  This 
gives the advantage to the player who finished stronger by having the best last round, or 9,6 or 3 
holes.  Should there still be a tie after applying that rule, then it goes to played the most difficult 
hole the best and then to the player with the lowest handicap - this should be ample enough to 
break all ties. 

Select Countout in the Apply column and Save.  The players names affected will now have a P (for 
playoff) or C (for countout) behind their names. 



The last put has dropped, you have chosen your contout rules and applied them, now it is time to 
sort out your prize lists.  You select the leaderboard and the number of prizes.  Make sure the prize 
lists are in order of priority. 

Now, if you need to exclude the winners from the previous prize from the next prize, click the 
exclude ALL.  If not, just leave it empty. 

Tournament Setup> 6: Prize Setup and Prize List

Your prize list is ready for prize giving - you have a print option if you need it!  Add some images 
and get it onto social media - simple as that.  You are done!



Premium Features R100 per member per annum

These premium features have 
quite a bit of flexibility and can 
be tailored to your society 
needs through the filters we 
have. 

We will give you some online 
training for these and assist in 
the setup - the beauty of these 
feature leaderboards is that 
once they are set-up, they 
need very little adjusting as the 
year progresses. 

The results will be updated 
after each tournament and can 
be viewed on your society 
webpage or in the community 
section on the app. 

This will ensure your members 
are kept interested throughout 
the year.  There is also 
exposure for your society 
sponsors on the leaderboards!

FREE TRIAL UNTIL 
31 JAN 2023


