
  

 

VSGA Handicap Program 

               A Quick Start Guide to 

Welcome to the Golf Handicap & Information Network® or GHIN.  This manual has been produced to provide basic in-
formation on how to use the GHIN Software, namely the GHIN Handicap Program™ (GHP™) and the Tournament Pair-
ing Program® (TPP®).  The GHIN Service is the largest handicap service in the world and the products and services pro-
vided are the most utilized of their type in the golf industry.  This guide is not meant to be a complete manual, but rather 
a compilation of key tasks.  Please attend a seminar or consult Help within the software for more detailed information.  
Use the F1 key in GHP Management or TPP to access Help.  A link to Education & Training can also be found at 
www.GHINClub.net. 

 

GHIN Handicap Program (GHP) Functions 
Required Maintenance 

The GHP platform has been designed to be as self sufficient as possible, but several routines will need to be done on a 
consistent basis. 

A club’s computer cannot be left on for extended periods of time without being restarted to clean out memory and avoid 
loss of performance.  Please restart the computer every one to two weeks.  A message will appear in the lower left corner 
of the main GHP Score Entry screen when the operating system has not been restarted for seven days. 

The GHIN Handicap Program can be set up to transmit data with GHIN automatically so that scores and updates to 
member records can be sent and received and software updates processed.  When the computer has not transmitted for 
seven days, a message appears in the lower left corner of the GHP Score Entry screen.  The Last Successful Transmis-
sion box in GHP Management will also be highlighted in red.  If this occurs, please attempt a manual transmission.  If 
that attempt fails, restart the computer and try again.  If it continues to fail, check the dial-up or LAN Internet connec-
tion.  It is very important to perform a transmission prior to each handicap revision.  

Password 

To enter GHP Management or exit GHP Score Entry, a password is required.  To exit GHP Score Entry, press Shift-Esc 
or click the GHIN logo in the lower right corner of the main screen and enter the password. 

To change the password, from the Main Menu in GHP Management select  Preference Mgmt.  The password field is 
located in the Management tab. 
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GHIN Handicap Program (GHP) Management  
Player Management 

To access this function: From the Main Menu, select Player Mgmt.  The Player Management function provides op-
tions for player, score and print group maintenance. 

How to Add a Member 

Click the Add Member button on the bottom of the Player Management screen to add a new member who does not 
already have a GHIN number or to transfer or reinstate a player who already has a GHIN Number.  

1. Does this player have a GHIN Number?  Click Yes if the member has a GHIN number (from a Virginia club or 
any other GHIN association).  Click No if they do not have a GHIN number.  Please contact the VSGA Handicap 
Department if assistance is needed in looking up a member’s GHIN number. 

2. If the member has a GHIN number, enter it into the box under GHIN Number Information.  If the member does 
not already have a GHIN number, one will be automatically assigned to them.   

3. Complete the fields under Player Information.  The address is a required field, so please enter the member’s actual 
address to ensure they receive all of the benefits of VSGA membership.  If the member’s email address is entered, 
they will receive their updated Handicap Index at each revision (eRevision).  If the member is also a member of a 
club in a non-GHIN association, select their IGN association from the drop-down list and enter their IGN number 
into the appropriate box.  This will ensure scores posted to the member’s GHIN number will be routed to their non-
GHIN club.  Select the number of holes, 9 or 18, which the member’s Handicap Index is to be based.  The member’s 
birth date is an optional field unless the member is a junior in which case the birth date must be entered.  Note: If a 
birth date is entered and the player is 18 years of age or younger, the Membership Type setting will automatically 
be set to "J" (Junior). At the end of the year in which the junior reaches age 18, GHIN will convert the member from 
a Junior to a Regular (“R”) member. 

4. Membership Type is the billing status of a player. The default setting is Regular. Other statuses permitted are Jun-
ior (birth date required). 

5. The services for which the new member is eligible are listed under Available Services.  Select the service(s) the 
member will be a part of and move it to Selected Services by clicking the right arrow. 

6. Select the Default Tee for the member. Click the three-dot browse button to display the available tees. The first 
choice on the list is Service Default which is the tee selected in Club Management as the tee most often played by the 
service. If the member plays a tee other than the Service Default most often, select it from the list as the member’s 
Default Tee.  Otherwise, the member’s Default Tee should remain Service Default.  Note: Service Default can be 
changed in Club Management .  

7. When finished, click OK.  The new member will be able to post scores at the club’s posting computer immediately 
and will be able to post scores online after the next transmission. 

How to Edit  a Member’s Information 

To edit member information: Click Player Mgmt, and the Player Management screen will be displayed. 

1. Select the member from the list by clicking on their name.  Their information will be displayed on the bottom half of 
the page.  Note: The list may be sorted by clicking on the different column headers.  In addition, the list may be 
shortened by selecting a specific service instead of All Services from the Club/Service drop-down menu at the top 
of the page.   

2. Edit the appropriate fields by either typing in the new information or selecting it from the drop-down menu.  
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3. When finished, click Save. 

How to Activate or Inactivate a Member* 

To change the status of a member: Click Player Mgmt, and the Player Management screen will be displayed. 

1. Select the member from the list by clicking on their name.  Their information will be displayed on the bottom half of 
the page.   

2. In Services, click on the name of the service from which the member is to be activated or inactivated. To activate the 
member, click a checkmark in the Active box.  To inactivate the member, click on the checkmark to remove it.  
Note: To activate/inactivate multiple players of a service, or to activate/inactivate an entire service, see the Club 
Management section.  

3. When finished , click Save. 

*  The VSGA will not bill clubs for members that are marked as inactive provided they were made inactive within the 
time-frame allowed by the association.  It is not necessary for a club to delete a member to avoid being billed for 
them. 

How to Delete a Member 

To delete a member from the club’s roster: Click Player Mgmt, and the Player Management screen will be displayed.  

1. Select the member from the list by clicking on their name.  Their information will be displayed on the bottom half of 
the page.   

2. Click Delete Member. 

Image: Player Management Screen 
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3. Click Yes to the question, "Would you like to delete this player?"  

4. The member will be deleted entirely from the club’s roster.   

Score Management 

To add, edit or delete a member’s score: Click Player Mgmt, and the Player Management screen will be displayed.  

1. Select the member from the list by clicking on their name.  Their information will be displayed on the bottom half of 
the page.   

2. Click Scores and the Scores Management screen will be displayed. 

3. To add a score, click Add at the bottom of the page and fill in the necessary information for the score.  When fin-
ished, click Save. 

4. To edit a score, select it from the list, click Edit at the bottom of the page and change the appropriate information for 
the score.  When finished, click Save.  

5. To delete a score, select it from the list and then click Delete.  Click Yes to the question, “Would you like to delete 
this score?” 

Preference Management 

To access this function: Click Preference Mgmt, and the Preference Management screen will be displayed.  The Pref-
erence Management function allows clubs to manage score entry settings, create optional fields, manage transmission 
schedule and more. 

Score Entry 

To view or change GHP Score Entry settings: Click Preference Mgmt and then the Score Entry tab at the top of the 
screen.   

1. To make a setting change, either check or uncheck the available check box or click on the field and select the option 
desired from the drop-down menu.   

2. When finished, click Save.   

Management 

To set up an individual label printer, create optional fields or change the password: Click Preference Mgmt and then the 
Management tab at the top of the screen. 

1. To set up an individual label printer so that members can print a handicap label on-demand through GHP Score En-
try, first choose the report type (Standard or Custom) under Handicap Label Type.  Next, select the appropriate 
printer from the list under Handicap Label Printer.  Select None under Handicap Label Option.  If a Custom Re-
port was selected under Handicap Label Type, choose the report to be used under Handicap Label Report.  If a 
Standard Report was selected under Handicap Label Type, the Handicap Label Report field will not be available.  
When finished, click Save. If a handicap label printer is used, a button for members to print a handicap label will be 
available in GHP Score Entry.   

2. Up to four Optional Fields, which are user-defined data fields, may be created in GHP Management.  If an Op-
tional Field is set up in Preference Mgmt, it will be available in Player Management as an additional data field to 
those already available.  To set up an Optional Field, click the check box next to the Use Option Field 1 (or 2, 3, 4) 
and then enter the name of the new data field (e.g. Bag Room Number).  If the entry of the Optional Field is to be 
required in Player Management, click the check box next to Require Optional Field 1 (or 2, 3, 4) Entry.  When 
finished, click Save. 
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Communications 

To view or change transmission settings: Click Preference Mgmt and then the Communications tab at the top of the 
screen.   

1. For clubs with a hi-speed internet connection, the Communications Method should be set to Existing LAN Con-
nection.  Those that use the dial-up service provided by GHIN should be set to AT&T Dialer and those using a dif-
ferent dial-up network should set the method to Dial-Up Networking Connection.  The club may then indicate 
whether to Use Auto Transmissions or not and if so at what intervals to use for communications. 

2. When finished, click Save.   

Club Management 

To access this function: From the Main Menu, select Club Mgmt.  The Club Management function provides options 
for managing club, service and course information. 

Activate/Inactivate Multiple Players 

In addition to being able to change the status of a member in Player Management, one or more members can be acti-
vated or inactivated from a service in Club Management. 

1. Click on the name of the service from which the member should be activated or inactivated.  A list of both inactive 
and active members of the selected service will be displayed below in two tables.  

2. Select the member from the list by clicking on their name.  Once the name is highlighted, click on the single arrow 
between the two tables pointing to the table where the member is to be moved.  To select more than one member 

Image: Preference Management Screen 
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from the same service, click on the first member and then hold down the Ctrl key and click on the other members to 
be moved.  Once all of the names are highlighted, click on the single arrow pointing to the table where the members 
are to be moved.  To make the entire service active or inactive, click on the double arrow pointing to the appropriate 
table. 

3. When finished, click Save. 

Course Information 

To enter hole-by-hole information for club courses: Click Club Mgmt and then the Courses button at the bottom of the 
screen.  This information must be recorded if the hole-by-hole score posting option is selected for GHP Score Entry. 

1. In Course Management, click on each set of tees and enter the appropriate information into Yards, Par and HCP.  

2. When finished, click Save. 

Reports 

To access this function: From the Main Menu, select Reports.  The Reports function provides options for printing and 
designing as well as importing and exporting reports. 

How to Print or Download a Report 

Available reports are contained in folders and subfolders within Reports.  The reports menu includes both standard  

and custom  reports.  Reports that are used often can be saved to the Favorites folder for easy access.  To view a 
print preview of the report, click on the report title and then click Run.  To print the report, click Print at the top of the 

Image: Club Management Screen 
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screen.  To export the report to a specific format (e.g. Word, Excel, PDF, etc.), click Export and then choose the appro-
priate file type.  

The buttons at the bottom of Reports serve the following functions:  

Manage Favorites; copy, import and export reports; import reports from the GHIN Server; and manage 
print groups 

Add reports to the Favorites folder 

Launch the GHIN Report Designer which provides the opportunity to design custom reports. 

Launch the GHIN Report Designer which provides the opportunity to edit custom reports. 

Delete the selected report. 

Run the selected report. 

Close Reports. 

Transmit 

To access this function: From the Main Menu, select Transmit.  The Transmit function allows the club to start a man-
ual transmission.  For a club with a hi-speed internet connection, the transmission will start immediately while clubs with 
a dial-up connection will need to click Connect to begin the transmission.  

 

Image: Reports Screen 
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Tournament Pairing Program® (TPP®) Functions  
Tournament 

To access this function: From the Main Menu, select Tournament.  The Tournament function provides options for cre-
ating a new tournament, opening an existing tournament, importing or exporting a tournament and setting preferences. 

How to Create a Tournament 

To create a new tournament: Click Tournament, and select Create New Tournament. 

1. In Basic Setup, a tournament Name should be entered as well as other information including: Gender; Number of 
Rounds; Date Begin and Date End; Holes; Round Type (Stroke, Match, Round Robin, League Play, Cup Match or 
Points); Round Detail; and Course.  When finished, click Next.   

2. If a net tournament, set handicap limits in Tournament Net Information.  If different tees are being used, select an 
option for Section 3-5.  When finished, click Finish. 

Course 

To access this function: From the Main Menu, select Course.  The Course function provides options for managing exist-
ing courses, reassigning tees of players in a tournament, creating hole locations and importing new courses. 

How to Import a Course from the GHIN Handicap Program 

To import a course from the GHIN Handicap Program: Click Course, and select Import Courses from GHIN Handi-
cap Program. 

Image: Basic Setup Screen 
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1. Select the course to import from the Available table and click on the single right arrow to move the course to the Se-
lected table.    

2. When finished, click OK.  The course will be available under Management. 

How to Manage on Existing Course 

To manage an existing course : Click Course, and select Management. 

1. Select the course and tees to edit from the course options on the left side of the screen.  The following information 
can be recorded for each set of tees: Hole Name; Yards; Par; Handicap; Pace of Play; Green Depth; and Shotgun 
Priority.  The information contained in these fields is necessary for the creation of score cards, hole location sheets, 
pairings, etc..  

2. When finished, click OK. 

 

Players 

To access this function: From the Main Menu, select Players.  The Players function provides options for adding players 
into a tournament, managing existing players, managing a master player list and importing or exporting players.   

How to Add Players into a Tournament 
To add players into a tournament : Click Players, and select one of the methods provided.   

1. The following methods are available for adding players into a tournament: 

Image: Course Management Screen 
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• Add/Remove Players from GHIN Handicap Program - Allows players to be added from the club roster in 
GHP Management.  The computer being used must have the GHIN Handicap Program installed for this option to 
work. 

• Add/Remove Players from Master Player List - Allows players to be added from a list containing all players 
that have been entered into a tournament. 

• Copy Players from Existing Tournament - Allows players to be added from another tournament’s player list. 

• Other Add/Remove Player Options - Below is a list of the more commonly used “Other” options 

• Add/Remove Players from Club List - Allows players to be added from the club roster.  Requires 
a periodic download of club members.  For use by clubs that do not have the GHIN Handicap Pro-
gram installed on the computer using TPP.   

• Insert Players via GHIN Number - Allows players to be added to a tournament by entering only 
their GHIN number.  Player name and handicap information is then retrieved automatically. 

• Manual (Guest) Entry - Allows players to be added to a tournament by manually entering their 
name, handicap information, etc. 

Teams 

To access this function: From the Main Menu, select Teams.  The Teams function provides options for creating teams, 
managing existing teams, assigning handicap percentages and assigning teams for skins. 

 

Image: Add/Remove Players from GHIN Handicap Program Screen 
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How to Create Teams 

To create teams: Click Teams, and select Create/Remove Teams. 

1. Enter the number of Players per Team and select the appropriate Creation Method.  Options including a Secon-
dary Creation Method as well as the ability to Sort Team Members, Group by Gender and Create Mixed 
Teams are also available.  

2. When finished, click Build.  

3. If handicap percentages are to be used, assign them in Team Settings.  When finished, click OK. 

 

 
 
 
 
 
 

Flights 

To access this function: From the Main Menu, select Flights.  The Flights function provides options for creating flights 
and managing existing flights. 

How to Create Flights 

To create flights: Click Flights, and select Create/Remove Flights. 

1. Select the type of flights to be created from the following: Players; Flights by Gender/Age; or Teams.   

• Flights of Players - Individual players are grouped together based on a selected Creation Method.  The size 
and number of flights can be selected as well. 

• Flights by Gender/Age - Individual players are grouped together based on user-defined age ranges.  The num-
ber of flights can be selected as well. 

Image: Create Teams Screen 
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• Flights of Teams - Teams are grouped together based on a selected Creation Method.  The size and number of 
flights can be selected as well. 

2. When finished, click Build. 

Pairings 

To access this function: From the Main Menu, select Pairings.  The Pairings function provides options for creating 
stroke play pairings, creating matches and pairings and managing existing pairings.  Note: Pairings must be created in 
order to print tournament score cards, cart signs, and reports. 

How to Create Pairings 

To create pairings: Click Pairings and depending on the format of the tournament, select either Create Stroke Play 
Pairings (formats include: Stroke, College or Points) or Create Matches and Pairings (formats include: Match, Round 
Robin or League Play) . 

1. For stroke play pairings, select the appropriate Round and then enter the requested information including: Players 
per Group (or Teams per Group); Pairing Method; Flight Group (if flights exist); Flight Options (if flights ex-
ist); Waves; Starting Time; and Starting Tee (includes option for Shotgun).  When finished, click Build.  If Shot-
gun was selected for Starting Tee, the Wave Shotgun Group Assignments table should be completed to assign the 
appropriate number of groups to each hole.  When finished, click OK.  Note: The number in Groups must equal the 
number in Current in order for the OK button to be available. 

2. For match play pairings, select the appropriate flight(s) and click Next.  Review the information under Flight Con-
figuration and click Pair Round 1.  Enter the requested information for each round including Matches per Group; 

Image: Flight Management Screen 
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Starting Time; and Starting Tee.  If Shotgun was selected for Starting Tee, the Wave Shotgun Group Assignments 
table should be completed to assign the appropriate number of groups to each hole.  When finished, click OK.  Note: 
The number in Groups must equal the number in Current in order for the OK button to be available. 

 

 

 

Score Cards 

To access this function: From the Main Menu, select Score Cards.  The Score Cards function provides options for 
printing, designing and editing score cards as well as importing and exporting score cards. 

How to Print Score Cards 

To print score cards: Click Score Cards, and select Score Cards.  Available score cards are available on the left side of 

the Print Score Cards menu and includes both standard  and custom  score cards.   

1. Select the appropriate Round and then enter the requested information including: Course; Players/Card; Flight 
Group; Team Group; Dotting (Players); Dotting (Teams); Handicap; Print Order; and Pace of Play.  

2. To view a print preview of the scorecard, click on the score card title and then either click Print Selected or Print 
All.  To print the score cards, click Print at the top of the screen.  To export the scorecard to a specific format (e.g. 
Word, Excel, PDF, etc.), click Export and then choose the appropriate file type.  Note: If handicap percentages are 
used in the tournament, set the Handicap field to Team.  

The buttons at the bottom of Print Score Cards serve the following functions:  

Launch the GHIN Score Card Designer which provides the opportunity to design custom score cards. 

Launch the GHIN Score Card Designer which provides the opportunity to edit custom score cards. 

Image: Pairings Management Screen 



14 

 

 Image: Score Cards Screen 
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Reports 

To access this function: From the Main Menu, select Reports.  The Reports function provides options for printing and 
designing as well as importing and exporting reports. 

How to Print Reports 

To print reports: Click Reports, and select Reports.  Available reports are contained in folders and subfolders within 

Reports.  The reports menu includes both standard  and custom  reports.  Reports that are used often can be saved 
to the Favorites folder for easy access.  To view a print preview of the report, click on the report title and then click 
Run.  To print the report, click Print at the top of the screen.  To export the report to a specific format (e.g. Word, Excel, 
PDF, etc.), click Export and then choose the appropriate file type. 

The buttons at the bottom of Print Score Cards serve the following functions:  

Add reports to the Favorites folder 

Launch the GHIN Report Designer which provides the opportunity to design custom reports. 

Launch the GHIN Report Designer which provides the opportunity to edit custom reports. 

Delete the selected report. 

Run the selected report. 

Close Reports. 

 

Image: Reports Screen 



 

Scoring 

To access this function: From the Main Menu, select Scoring.  The Scoring function provides options for Stroke Play 
Scoring; Tournament Scoring; setting up a Stroke Play Cut; Round Robin/League Play Scoring;  Match Play Scor-
ing; and setting up Match Play Extra Hole Assignments.  In addition, scores can be posted to a player’s handicap re-
cord by selecting from the Post Scores to GHIN Handicap Program or Post Scores to GHIN Enterprise Server op-
tions. 

How to Post Scores to a Player’s Handicap Record 

To post a score to a player’s handicap record: Click Scoring, and, once the tournament scores have been entered, select 
one of the methods provided. 

1. The following options are available for posting a score to a player’s handicap record: 

• Post Scores to GHIN Handicap Program - Use this option if the GHIN Handicap Program is installed on the 
computer.  Identify the Round(s) to be posted and then from the drop-down menu, select whether to Post as 
Tournament or Post as Non-Tournament.  Click OK and the scores will be immediately available in the 
GHIN Handicap Program (guest scores will be available in Guest Score Management until the next transmis-
sion). 

• Post Scores to GHIN Enterprise Server - Use this option if the GHIN Handicap Program is not installed on 
the computer.  Identify the Round(s) to be posted and then from the drop-down menu, select whether to Post as 
Tournament or Post as Non-Tournament.  Click OK and the scores will be immediately available online 
(scores will be available in the GHIN Handicap Program after the next transmission). 

 
 
 
 

 
 
 
 

VSGA Handicap Program 
600 Founders Bridge Boulevard 

Midlothian, VA 23113 
www.vsga.org 

 
Contact:  

Michael Walder 
Director of Handicapping 

(804) 378-2300 ext. 14 
mwalder@vsga.org 

 
 

As of January 1, 2011 
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