
YourCourts Scheduling Instructions

Navigation

YourCourts uses a Breadcrumb Trail (Home / Schedule / Quick Book) at the top of the page 
as a navigational aid. It allows you to keep track of your location within YourCourts, and often 
serves as the quickest way to go back to the previous screen by clicking on the text within the 
trail.

View Schedule

Once logged in to YourCourts, there are several ways to view the reservation schedule. The 
facility options for court reservations are provided in YourCourts by courts location and not 
sport.  To access reservations for Tennis, there is a box on the right side of the row  where the 
reservation date is on the left side that will display "Show default facilities" with a drop-down 
arrow.  Click on the arrow and three options will show with "RH Johnson Tennis Courts" the 
top option.  Click on "RH Johnson Tennis Courts" and the tennis court reservation options for 
that date will be shown. You can click the Reservations or Equipment quick action button, 
the View Schedule option in the sidebar menu, or use the View Schedule date selection field 
on the home page. Any of the options will take you directly to the schedule for today, or to the 
selected date when applicable.

Most people use the daily reservation schedule when creating or changing their reservations, 
but in some cases you might also find the weekly or monthly views available from the View 
Club Calendar (all reservations) and View My Calendar (only your reservations) useful as 
well.

Creating Reservations

The reservation process always begins from the facility schedule. The schedule provides an 
easy visual to determine what date/time a resource is and isn't available.

To create a new reservation, click on one of the Open links for the desired court. You're not 
allowed to schedule reservations in the past, those are indicated with a Dash (-). When you 
click on an Open slot, the new reservation screen is displayed.  You have the option of 
reserving that court for 30 min up to 2 hrs.  The Equipment option allows you to reserve the 
ball machine for your use. You must be certified to use the ball machine, and you must 
reserve court 16. You can reserve only one court per day and can reserve courts no earlier 
than 7 days prior beginning at 8pm of the reservation day of the prior week.

You must choose a reservation type and a duration when booking a reservation. 



To save the reservation, click the Reserve button at the top (or bottom) of the page. An email 
confirmation (with court/resource and time details) will be sent to you if you have email 
notifications turned on in your profile. 

Viewing Reservation Details

If you wish to view the details for a reservation, there are a couple of options. First, you can 
hover over any reservation and a small window will pop up providing you with more 
information. 

Editing Reservations

There are times that you may need to edit one of your existing reservations. You don’t have to 
cancel and create a new one, you can edit the existing reservation to make whatever changes 
are needed and update the reservation.  You can only change or edit one of your own 
reservations. You can’t edit or change reservations that belong to other users and the 
administrators might have enabled restrictions that limit when an edit can be performed.  The 
reservation detail window is displayed and shows more information about the reservation, as 
well as several actions that can be taken, depending on what is allowed as that point in time.  
From the detail window, when allowed, you can choose to Edit the reservation, Email the 
reservation information to others, or Cancel it. You’ll receive a confirmation email if you cancel 
or change the reservation, assuming the notifications preferences are turned on in your 
profile. More information about your profile and the notification preferences can be found in 
the Member Profile section

Once you click the Edit button, you will see the Reservation create screen where you can 
change aspects of the reservation and click the Update button.

Canceling Reservations

To cancel a reservation, click the reservation on the schedule view to display the details 
popup and then choose the Cancel Reservation button.

https://www.yourcourts.com/supportcenter/member/member_profile.html#preferences


Customizing Your Profile

There is a drop-down arrow to the right of your name at the upper, right side of the YCTS 
home page.  Click on the drop-down arrow and two options are shown: "Profile" and "logout". 
Click on "Profile" and all your personal information that has been loaded into the YCTS 
system by the Rec Center admin will show.  There are six profile tabs and you can and should 
use to complete your Profile by adding any information that is missing from your profile under 
each tab unless you don't want that information provided to the YourCourts Administrator. 
Neither other Club Members nor the public will have access to your profile information.  Under 
the "Personal" tab, you can scroll down to "Account Details" and input your Rec ID#, the 
Activities in which you participate, and your "Facilities Preference".  If you click on the 
Facilities Preference Box, you can select "RH Johnson Tennis Courts"  from the drop-down 
menu.  Once you've made this selection in your profile and saved the profile information 
changes, when you next login, the RH Johnson Tennis Courts will display first.

Registration

Go to www.yourcourts.com and click Register.  It will ask for the community name. 

• Start typing in Sun City West and click on the Sun City West pop up.  Leave the Club 
Access Code blank. Click Next.

• Enter your name and email address. Click Next.

• Fill out the remainder of the fields, (Member # is your Rec #), click the I’m not a robot 
box. Click Submit.

You will receive an email with a one time password to begin using YourCourts.
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