MM M M N NN NN NN NN NN Y Y MY YNNI Y Y -

v:aﬂﬁ"‘ gﬂ

\%
™
o ;Si’
= o
S 0——
P N T
%( »3'| 'ﬁ R
TOp

SETTING UP AND USING

HY-TEK TEAM MANAGER
5.0 SOFTWARE

FOR COLUMBIA
NEIGHBORHOOD SWIM
LEAGUE (CNSL) TEAMS

revised June 8, 2009

ﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁf
TEEEEEﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁﬁ

NN Y NN NN Y N NN NN Y NN N YN Y NN YN NI Y Y




Directions for Setting up and Using the Hy-tek Team Manager 5.0 Software

The CNSL has adopted electronic dissemination of various types of data. In order to
facilitate this, we require that all teams use the Team Manager software all season long
to record the times of all swimmers, from Time Trials through the All City Championship
Meet. Each team will be askedto emailanexpor t f il e of their teambs
Trials and the complete meet results (including Time Trials) each Monday to the CNSL
office. Use the email address CNSL@columbiaassociation.com to send the export files.
CNSL staff will then merge all the results into one CNSL database and then post the
results electronically on the CNSL website, www.cnslswimming.org , to assist coaches
in making up their line-ups each week. Note that the results from the Time Trials will
not be posted or available to opposing coaches. The directions for creating these
export files are outlined at the end of the document.

This effort will put all teams on an equal footing and greatly lessen the need to make
paper copies of meet results. The CNSL will still require the teams to submit the written
pink copy of the meet results compiled during each Saturday meet, since there is still
the need to have the actual scores of the meet on file. However, with results available
electronically, coaches will not need to spend time coming into the CNSL office to make
paper copies of the results of the teams they will be swimming next.

The Set-up Menu

This menu is very important in setting up the program for your team. The Preferences
is by far the most important. Directions for each submenu of the Preferences are found
below. As you explore the software, you may want to use some of the other submenus,
such as Custom Layouts for Athlete Reports, Favorite Filters (to narrow searches),
Groups/Sub Groups/Codes (to divide the team into groups), and Athlete Custom Fields
(three fields are possible to define).

The Age-up Athletes item will age up all athletes by the date you specified in the
System Age-up Date in the Set-up/Preferences/System section. You only need to do
this one time at the beginning of the season.

TEAM MANAGER - Database:c:\Hy-Sport\TM5\POSwim Team.MDB

File BESW:M Athletes Teams Meets Standards Records Workouts Training Reports Labels Check for Updates Help

Preferences > l” S
e Custom Layouts for Athlete Reports
Ageup Athletes 5 Times S5 Meet Entries S8 Seasonal Results
Favorite Filters
Groups{ Sub Groups | Codes
Course Conversion
Athlete Custom Fields
. Workouts
Options

Meet Entries Meet Results



mailto:CNSL@columbiaassociation.com
http://www.cnslswimming.org/

Set-up/Preferences/System

=, System Preferences g@

Preferences Team/Swimmer Defaults
Gender Designations
Mentiomen (M)
* MaleFemale (MF) Defautt Team Type! |REc
BoysiGitls (BIG)

Default Team Registration: | o)

.

4

Default Courtry: -
Athlete Broweser Options DD LSE
W Showr Ages - -
M Showy Birth Date Defautt State: l—_|,
[T Show School Year
* Last Mame First
Firat Matne First Meet Age-Lp Date
Meet Start Date
r Sho\f\-’ iny ] "Faster than” Time STD f Weet End Date
Cualifying Times
+ [wnot, 2008 F]~]
Felay Lead-Off Spits Mot Applicable
¥ U=ze Relay Lead Off Splits
State J Province Labels System Age-Up Date
+ lsze "State” Usze "Province” 1/09 = A4 Age-Up
Stroke Rates [~ Alwvays Age-Up To Todsy
[~ Enable Stroke Rate Reporting
Autotnated Remindsrs
| ok | | Cancel

Automatic Backup every E dayz

Automatic Update Check every E days

Gender Designation: Male/Female
Athlete Browser Options (recommended)
Check Show Ages
Check Show Birth Date
Click Last Name First
Do not check Show Only AFaster Thanodo Ti me St
Team Swimmer Defaults (required)
Default Team Registration: OTH
Default Team Type: REC
Default Country, LSC, State: blank
Meet Age-Up Date (required)
Jun 01, 2009 (you will change to the year each season)
System Age-Up Date (required)
Jun 01, 2009 (you will change to the year each season)
Click the Age-Up button once at the beginning of season prior to any meets.
Do not check the Always Age-up Today button
No need for Relay Lead-Off Splits, Stroke rates, or Automated Reminders

Set-up/Preferences/Registration
This section can be ignored.

Set-up/Preferences/Custom Age Groups for Reports



This will allow you to do the reports with the CNSL-designated age groups, rather than
USS-designated age groups. You will need to enter the age groups as shown below:

|: Hy-Tek's TEAM MAMAGER - Database:C:ATMIIData\POSwimTeam.MDB - [Custom Age Groups]
B Add Edit Delete Delete Al Help

0= X X
g‘;sz‘r G’i‘g:p Distance| Stroke Filter by:

L o & Anegroups: -
o ogaL 25 |Back

o el 25 |Breast Stroke: =
| o 0aE&L 25 |Fly

0 07-08 25 |Free Distance:
1 o 07-08 25 |Back hd
1 o 07-08 25 |Breast
1 o 07-08 25 |Fly
| o 09-10 25 |Free
— | o 09-10 25 |Back
| o 09-10 25 |Breast
1 o 09-10 25 |Fly
1 o 09-10 100 |iIM
1 o 1112 s0|Free
1 o 1112 50|Back
— | o 1112 50| Breast
| o 1112 25 |Fly
— | o 1112 100/|IM
| o 1314 50/|Free
| o 1314 50 |Back
1 o 1314 50 |Breast
| o 1314 50|Fly
1 o 1314 100 im
— | o 1518 50|Free
| o 1518 50 |Back
— | o 1518 50 |Breast
— | o 1515 s0|Fly
|| o | 1518  1o0jm




Set-up/Preferences/Report
This section allows you to customize the headings and titles for your reports. You can
designate how to show names on reports, as seen below on the Report Formats tab.

B3 Repart Preferences
LR

| Report Headers Punctustion

v List athletes with last name first

[~ Showy sthlete middle initial

[~ First name initial swith full last name
[ Full Firat name with last name initial

[ Showy preferred name

824 | Cancel

The Report Headers tab allows you to designate what should be printed on the first two
lines of every report. One suggestion is to use your team name on the first line. The
Punctuation tab allows you to choose from upper and/or lower case letters.

E3 Report Preferences
Report Formats | Report Headers

Output Options Open Events
A= keyedimported * [ao Designation
UPPERCASE Only Senior
* UpperiLower Case Open

Ok Cancel




Set-up/Preferences/Directory
Use this to set up your own directory preferences for where your files are stored.

The Teams Menu

This is the area where you set up the information about your team. To initially put the
information in the database you click on the Add button. The Edit button will allow you
to change the information that is already in your database. You can also click the other
button to view or type in other information.

Inorderto be able to merge all the teamsd data an
database, all teams must use the same naming conventions for team names, meet

names, etc. CNSL Staff will not be able to merge the results unless everyone is

uniform. If your team has already set up Team Manager using names/options

other than what is specified below, it will be necessary to let the CNSL staff know

what has been set up. However, it is imperative that the team codes from the list

below be used. The setup conventions are outlined below. Please follow them exactly,

no exceptions.

Team Code: CC DS CHS HC
HU KC LR PL
OM PH PO OB
TH WL
Team Name: Spell out the name; watch apostrophes and slashes. Do not add the year
or your team mascot name. If you have already done so, you can change them.
The modification of the team and meet names in your database will not affect any
of the other data already stored. Swi mmer
prefer to keep using some other name, be sure to let the CNSL staff know so she
can change her central database accordingly.

Clemens Crossing Phelps Luck

Harpers Choice Thunder Hill

Long Reach Wilde Lake

Pheasant Ridge Clarybés Forest/ Hawthorn/ Sw
Pointers Run Kings Contrivance

Dorsey Search Oakland Mills

Huntington Owen Brown

Short Name: Leave blank or your choice. If you choose to put your team mascot name
here, remember that several teams use the Dolphins, so you may want to include
the Team Code with the mascot name (for example, HU Dolphins).

Team Registration: OTH

Team Type: REC

Mailing Information:

Leave LSC blank (this is only for USA Swimming teams)
All other information is optional



B Team Maintenance

Teatn MamesRegistration

Team Code: EI Team Registration: | oTH
Team Mame:  |Poirters Run |
"Shart" Mame:

.

Team Type. |REC  w

ziling Information

Mail To: [Paointers Fun | State: =
Address:
LSC:
City: r
Postal Code: | Country: -

E-Mail Adcress:

Telephone Information
Dy Phone:
Evening Phone;
F M

=
=

LCancel

The Athletes Menu
This is the area where you enter the athlete data for your swimmers. The following
information is required for each swimmer:
Last Name
First Name
Birthdate (Age is an auto-completed field from birth date; do not fill in)
Gender
Team 1 (Use your Team Code as shown on Page 5)

All other information is optional. Someof t he i tems are quite nice
names, address, phone number, email). Note that you can click on the Use Sibling

Information to automatically copy the contact information from sibling data. If swimmers

from different families have the same last name, you will need to highlight the correct

swimmer. You can set up some additional items using the three custom codes, such as

Parent Job, Year Joined Team, as you desire.

You can enter parentsodo names in thé&Bsteparate
methods wi | | be valid when printing reports that

Using the groups and subgroups, you can divide the team up as you wish. One idea is
to use the subgroup to designate the 2-digit year joined the team. Then you can do
reports for those years for which you give special awards to the swimmers. The groups
could be used to divide the swimmers up into practice groups. You would use the Set-
up/Preferences/Groups . . . to set up the actual codes as you desire.

As in the Teams menu, you will click either Add or Edit to get the following screen. After
you have entered a swimmer, the list of team swimmers will appear on the main
Athletes menu page so you can highlight and edit any swimmer. If you check the
Inactive Swimmer box, that swimmer will not be shown unless you also check the Show
Inactive Swimmers box. This is useful to remove swimmers who have been past



members of the team, but are not swimming in the current season. You will not lose
any of their data, but can retrieve it at any time if they decide to register by unchecking
the Inactive Swimmer box (first click on Show Inactive Swimmers). This is preferable to
deleting the swimmer entirely from the database since swimmers may take a season off
and return the next year.

Athlete Information @@@l

Athlete Informatian

Lazt Mame: [~errari First Mame: [Jenna Miciclle: | |
Praterred Mame: Birthdate: | 06/04/1990 - Ages 15
Build IO D # Athlete Cell:
Gender (M F. Athlete E-Mail |
Iz Sibling |nformation | |JA"’ 7074 Gardsn Wialk ﬂ
hember of
Primary Contact Secondary Contact Medical Custom Email Expart |
Team1: |PO -
Pritnary Mailing Information
Father's Last: Father's First: Team 2 hd
Mather's Last: Mather's First: T G -
Mailing Address 7074 Garden wWialk
Mailing Address: Group: -
City.  [Columbia | State |MD j

Subgroup: |94 hd

Postal Code: 21044 courtey: =

T ) W Giroup: -
Swwap MotherFather Fill |n. Ml Ta'if different fram first names and last name . ’—L|
Mames, Tele, E-mail Mail to: [iohn & Fam Ferrari | Wb Subgroup:
School Y i
* U=ze Primary for Mailing Uze Secondary for Mailing Uze Bath
Primary Contact Infarmstion
Home Phone: [410-531-0237 | Fax | |
Father IEIE [ Inactive
Orfice Phone: | Cell |
E-Mail: |oterrarisdi@oomoast.net | Registration | o |
Mother
Orifice Phone: | Cell | | Recruting | Cancel |
E-tail:




The Meets Menu

This section is where you set up the meet information. Note that the illustration below
shows a meet for June 14, 2008. Remember to use the current year for the Age-

up date and Use times since date.

3 Meet Maintenance

=Jokd

hMeet Information
Meet Mame:
Location:
Femarks:
InstructionsDirections
Max of 250 characters on upto 4

lines
Course: v

Altitude in Feet: |

Time Trials 2009

Fiver Hill {with PH)

et Type: I—L|

Mazters Meet [
r

Enforce Gualifying Times [

-
-
Do MOT Allowe Mo Time Entries [

Minitnuim Age Eligibility £ Fiter for Open Everts: g

Dates
Start Date: (Jun 13, 2009 (24 Age-up Dater [Junot, 2009 (2
End Date: Jun 13,2000 &4 Use Times Since: |Jun01, 2008 [
W Usze Since Date
Entry Fees Conversion Factor
Inclividual Events: $0.00 Update Ind Fees Mon-Conforming Course Factor |g
Relay Events: $0.00 Updste Rel Fees U=ze to convert results times for
Syvimimer Surcharge: $0.00 non-standard pool sizes.
Teatmn Surcharge: $0.00
Facility Surcharge: $0.00

| Ok ‘ | LCancel |

Meet Name: It is imperative for all teams to use the exact wording, spacing,
capitalization, and punctuation so that when both teams submit their times from a
meet, the results can be properly merged. Even an extra space will prevent the
merge from working.
TeamCodeTime Trials 2009 (example: PO Time Trials 2009)

Home TeanCodeVs. Away Teantode2009 (example: PH Vs. PO 2009)

2009 CNSL 8&U

All City Meet

2009 CNSL All City Meet

Location: Home pool location
Course: Y (even if the pool is a meter pool, use Y. We convert times at the meet, so

effectively we are all using yard times.
Meet Type: blank or SL

Sanction #: blank
Altitude in Feet: 0

Min. Age Eligibility/Filter for Open Events: 0 or leave blank
Start Date: date of meet



End Date: date of meet (same as start date)

Age-up Date: Jun 01, 2009 (you will need to change this each year)

Use times Since: Jun 01, 2009 (you will need to change this each year)

Check the Use Since Date box

All other items (fees, conversion factor, etc.): O

Do not check the Enforce Qualifying Times box or the Do NOT Allow NT Entries box for
dual meets or Time Trials. The Do NOT Allow NT Entries box should be checked
for the All City Meet only.

After you have entered the above meet information for a particular meet, you will need
to set up Meet Events (both Entry and Result Events). You can copy them from meet to
meetd no need to retype for every meet. Include the relays for each meet. You will just
ignore them for Time Trials. The 8&U All City and All City Championship Meet will have
a different order of events and event numbers, which will be emailed as an import file
(or they can be copied from the All City Meet for 2008 if you have that meet in your
database).

The Standards Menu

The Team Manager software may come with the USS time standards already installed.

These are not useful for the CNSL. A file with the All City Time Standards by division

wi || be provided to you to import into your
times from your weekly dual meets with the proper division for the All City Meet to let

coaches and swimmers know where they fall. The time standards will be named

ACCWMINI, which will contain the standards for all the age groups.

The Records Menu

Each team can choose to set up their own team records in this area. There is a record
match feature (under reports) to use after each meet that will automatically update the
records once they have been initially set up.

The Reports Menu and Labels Menus

Some of the reports are quite useful to use during the course of the swim season.
Event card labels and Best Time Ribbon labels are easily printed from the software.
Once you have created a report or labels, you can either print the report/labels or
export/save the report into Adobe (PDF), Excel, Word, or other formats if you desire.
There are three main categories of reports that are frequently usedd Administrative,
Performance, and Meet. The main categories of labels that are frequently used are
Award Labels, Entry Cards/Labels, Improvement Labels, and Mailing Labels.

The Administrative reports will create rosters in various formats, list meets, list team
records, list time standards, etc. Below are some examples of some of the more useful
Performance report set ups:

This will produce a listing of Best Times by Age Group (say yes to pop-up question
asking if only want fastest time per swimmer):

d
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|EL Top Times Report

teet: |.£\.II Meets j Prelim / Finals Fitter Splits
Athlste Fiters 2l P izt
Finals Only Cumulative
Team: | poy - cen | Age | Lge Grp | Prelims Only Subtractive
. Semiz Only CumiSubt Legal
Groug:
i j" Iz BLit-In r
Subi i
R hd : ESE :‘:duzinm Course Options
ze Masters
W Groug: pu * 0 [(Showe Yards Only)
: SO (Showvy SC Meters Only)
Wyt Subgraugp:
o j" L0 (Shaws LT Meters Only)
Schoal Year: = Include Yy (Comvert to Y, Showe ¥
Lar ’—_| Inactive [ Birthdate [ S5 (Convert to SC, Show ST
" | Registration D [ I LL (Convertto LG, Show LC)
YA [Convert to Y, Showe Actusl)
Stroke Distance Fitters SA (Convert to SC, Show Actual)
Stroke: = Distance: | j LA {Convert to LS, Show Sctual)
* Equal Greater Less
Detes | improvement | Fitters | Stds | Records | Points |
Ewent Fift
v ) .I sre Meet Type:lﬂ
Use Times Since: | 060108 =~ Use Since Date [ * Inclivicusl
- Relay Include DEs and Mss [

Use Times Untit | mDOryy

-
|_|v hd

Uze Times Urtil [~

Chronological [

Sort by

Mame
* Event (Current &ge)
Event (Stroke and Distance)

Mame [ 1 per page )
Event [&ge at Mest)

Include Relay non-leadoff Legs [
Inchude DMLY Relay non-leadaff Legs [

Top Howe Many™?

(0= Al Times)
1 Column  ** 2 Column 3 Column
IE\ ‘ Create Repart | | Cancel |

Note that you should select the Use Times Since date for June 1 of the current year in

order to see times for the current season. You can also select the box

and NSO&6s i

f desired.

to show
Uheand cajumm villegag $e tones by a b

the CNSL All City time standards. Be sure to use the Custom Age groups to get all the

break-outs.

As with all the reports, you can filter the data by sex, age groups, strokes,

t

he
n



This next report will produce Meet Results by Event (includes improvement since a
specified date, tags for CNSL All City time standards):

| 3 Meet Results

Meet: 5110007 PO Ve, DS 2007 Rd | Select Muttiple Mests
Fiters Prelim ! Finalz Filter Splitz
Team: | po - . A * Maone
T ’—_| Fen | Ao | Sess /Div | Finals Only Cumullative
h Prelims Only Subtractive
Subgroup: = L | Semiz Only CumfSubit
hlale Best
W Group:
- h Female B
Wl Subdraug: -
School Year: -
Lse Include
' j' Perzonal Bests Only [ Include Relay Lead-Offs [
Include Inactive [ P o P Evert Fiters
S PO Tt Incliviciual . Incividual and
Relays
Stroke [ Distance Filters R 4
Stroke: Distance:
hd e Standards | Points |
Impravetmnent

Since Date for Improvements: | DB 07

e
|—|v b

Use Since Date for Improvements v
IUze Converted Times for Calculating Improvement [
Don't Showe Improvemert [ Showe Improvemert as Percent [

Sort by
* feet Event Mumber

Standards: | cysL_ace -

Include Time Standards v

Include Onlky Improved STD [

| Create Report | |

* Reports File Expart

Cancel |

11

Highlight the Meet Name, select individual or relay events or both. Again you can show

time improvements since a particular date.
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This report will produce a Season History of Times by Swimmer, useful to give to each
swimmer at the end of the season:

|f3 Top Times Report

hieet: |AII Mests ﬂ Prelim § Finalz Fiter Splts
Athlete Fitters 2l 2 e
Finals Only Cumulative
Team: |po - ! | Age | AgeGrp | Prelims Cnly Suktractive
i i Semis Only Cum/Sukt Legsl
Graup:
H hd + Al r
Sub :
R i :-:.ﬂale | Course Cptions
emale
Wyl Group: - * YO [Show Yards Only)
. S0 [(Shawe SC Meters Only)
Wyl Subgroup:
Sk j' LO (Show LC Meters Only)
School Yeat: = Includde WY (Convert to Y, Show %)
Lae mactive [~ Birthdate [ S5 (Convert to SC, Show SC)
’ j Registration ID [ Goalz [ LL {Convert to LC, Show L)
Y&, (Convert to Y, Show Actual)
Stroke Distance Fiters sS4 (Convert to SC, Showe Actual)
Strake: - Distance: | ﬂ L& (Convert to LG, Showy Actual)
Al Shi Actual
* Egual Greater Less ourses  Show uel)
Dates | inprovement | Fitters | Stds | Records | Points |
Ewent Filt
e ) _I =rE Meet T',-'pe:l—L|
Use Times Since: [06/01 /0 B+  UseSnceDate @ " Individal
Relay Include D@ and NSs W

Uze Titnes Until | pbiDDrse = Uze Ti IIritil
| Hv s Times Until [ Include Relay non-leadoff Legs [

Chronological [ Inciuce OMLY Relay non-leadoff Leas [
Top Howe Mary? nn
Sort by (0 = &l Times) B
* Plame Matne [ 1 petr page
(1 per page ) * 1 Column 2 Column 3 Calunn

\E\ | Cresgte Report | | Cancel ‘

Other reports of interest are (always select YO as the course):

e Meet Entries by event or swimmer

e Meet Entry Spreadsheet (similar to the lineup sheet)

e Top Times Spreadsheet (shows times for all events by age group)

e Record Match (to check for broken team records)d must be run separately for
individual and relay events. Be sure to check box to update records and to show
ties with current records.

e Number of Meets Attended (for All City and trophy eligibility)

Explore the various options to see what type of reports result.
The Labels Menu

There are four basic types of labels: Award, Entry, Improvement, and Mailing. The
Award labels are used to print the results labels for ribbons after the meet results have
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been entered. The Entry labels will print the labels to be placed on the Event cards
prior to the meet (meet entries must have been entered). The Improvement labels will
print labels for Best Time Ribbons after meet results have been entered.

An example of blank Award labels (you will need to do individual and relay events
separately) printed prior to a meet so that the results can be filled in by ribbon writers

during the meet:

|fﬁ Award Labels

Meet: {2107 PO vs. DS 2007 |

Fitters

Team: |po -
Group: -
Subgroup: - - 4
i Group: it
) M Femals
WM Subgrougp; =
School Year: -

Gen ‘Age | Ses=ibiv |

Include

Include Inactive [

Stroke [ Distance Filtters

Stroke: I—L| Distance: I—L|

Label Options
=] Blark Labels [
Awards upto Place (0=ALL) Participation Award [
r
FromEvert: [ | ToBwert [ | r

Sort by
* Meet Event Mumber

Label Types
Laser Printer Dot Matrix
210 1z
* 3x10

A4-UK (2¢8)
A4 - fus (3x11)

Everit Fiters
*  Inclivicual
Relay

Standards | Points |

Standards: | ops-ace -

| Create Report | |

Cancel |

An example of Entry labels (you will need to do individual and relay events separately):

|E3 Meet Entry Labels

Meet: |21 -Jul-07 PO W, DS 2007 ﬂ

Filters

Team: |po -
Group: =
Subgroup: = * Al
W Groug: it
) j' Female
W Subgroup: -
School Year: =

Gen ‘Age | Sess fDiv |

Include Registration D [~
Include Inactive [~

Stroke ! Distance Fitters
Stroke: - Diztance: -

Label Options

7

FromEvert: [ |  ToBwert [ |
Sort by
* Meet Event Mumber
Mame

Cther Options
Show Times Unconverted [
Indicate Canverted Times [

Label Types
Laser Printer Dot Matrix
2x10 1x
* 3x10 3" x 5" Card
3w g
Ad UK (2x8)
Ad - Bus (3x11)
Ewertt Filters
* Indlividual
Relay

Standards: | Points |

Standards. | ops-acc -

inciude Time Standards! ¥

| Create Report | |

Cancel




An example of Best Time Labels (sorted by swimmer):

| = Improvement Labels

Meet: {2107 PO vs. DS 2007

Fitters

=

Team: |po -
Gen ‘Age | Sess fDiv |

Group: ’—L|
Subgroup: ’—L|
WM Group: ’—;|
Wi Subgroup: ’—;|

School Year: =

Include Inactive

Stroke [ Distance Filtters
Stroke: =

Improvement

First Time Swims [~

Distance: I—L|

Since Date for Improvements: [ 0§01/07 =~

Usze Since Date for Improvemerts [W
Use Converted Times for Calculsting improvement [
Shiowe Improvement as Percent [

Sort by
eet Event Mumber
* Mame

The File Menu

Prelim i Finalz Fitter

All
Finals Cnly
Prelims Cnly

Label Types

Semiz Cnly

* Best

Laser Printer Dot Matrix

210
* 3x10

A4 UK (2x8)
A4 - Aus (3x11)

Tx

Restrict Improvement to Meet Type

Meet Type: ’—L|

Standards | Paints |

Standards: | ops-ace -

| Creste Report | |

Cancel

This menu is where all the file support functions can be found. It is highly

recommended to back up your database after each meet onto a flash drive (or

some other media). You will then be able to restore the entire database in the event

14

your computer crashes or if you want to install the database onto another computer that

has the Team Manager software. This is also the menu where you will find the import

and export features that allow you to import meet events and time standards and export

meet results or entries.

The Workouts and Training Menus

These two menus require special add-in software modules that the CNSL did not

purchase. You can ignore them.

Keying Meet Entry Information

e Using the Meets menu, highlight and select the desired meet.

e Check to make sure that Entry events have been set up. If not, you can copy
them from any other meet that has been set up and uses the same order of

events.

e Select Entries from the menu bar.
e Choose to enter by Event or Swimmer. If you are using prepared lineup sheets,
it is probably easier to enter by Event.

e Sel ect
you wi ||

ifUs e

see

Ti mes
each

Sinceodo D(orturrentyeag sodhatk e y i

S Wi

mmer 0S

best

t

me

for

n
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e When an event is selected, you will see a list of all eligible swimmers for that
event. Within the individual event, select all swimmers who are designated to
swim that event by c¢clicking on their name.
automatically included and a check is put in the Entrd box.
o After all the swimmers for an event have been selected, you can automatically
seed that event (i.e., assign heat and lanes). This is done by clicking on the tab
ADual Mpeot odett he top tool bar. Then click

Seedingo. You will key in the number of |
you are even (visiting team) or odd (home team) lanes. Also be sure to select to

seed AFastest heat firsto. The next step
ASeeding and Assign Heat and Laneso; then

the heats and lanes for the one event. You can manually drag swimmers to
other positions or hand key heats and lanes if necessary. This process must be
done separately for each event of the meet.

e Relay events are done similarly. You must first add a relay and give it a named
Relay A, Relay B, etc. for each relay entered. Then you can highlight the 4

swimmers6 names from the | ist of eligible
Again, you can key in the heat and lane assignment. Note that seed times may

not be automatically calculatedd y ou can put i n a ACustom Tir
as a NT.

e Proceed with all 65 events.

¢ If you prefer to enter the data by swimmer, rather than event, you will see a list of
events that each swimmer is eligible to swim. Just highlight the designated
events for each swimmer. Automatic seeding must be done by event. Relays
should be entered by event, however.

e After all the events are completed, you can print entry labels for the cards and
various entry reports.

The next illustration shows how to select swimmers for an event:
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TEAM MANAGER - Databasi 5\P0OSwimTeam.MDB - [Entry by Event]

E3- Time Calc  Athlete Results  View Relays Only  Print  Dual Meet Setup  Help - 8 x

IE @@@ =) f Swvim for Team: |po j Session: [ | Division | j
L2

14-Jun-08 Time Trials 2008
. . Slowver Faster Slovwver Faster Slowver Faster j
Sess | Div |Bvert] |Gen |Distance | Stroke | Age |WR | 1o oo | Than [vils] | Then [Lom] | Than L) | Then (s | Than [sou
K 12 | F 100 |IM 13-14] | [ 0 0 0 0 [ —
L1 13 | M 50|Free 1518/ | 0 0 0 i 0 0
1 14| | F 50|Fres 1518 | | il 0 0 0 0 il
J | 0 0 0
1| | 18] | F | 25|Free | oaU| | | [ ] ol 0| ol [
1| Izl Tow | 5 lFres | nzngl 1| nl nl nl nl nl nl j
| Clear Al | Enter &1 | — Team |po -| Groun - /M Gr -
Cutoff Time Fudge Factor:
- by Suby Wit Sub
[T Show Swim-Up Athletgs Vo EEmEr el r - LbGroup - ul -
[™ oOnly Athletes Already in Mest .

indicates atime did not make the cuttaff.
o indicates atime (- fudge factor) make the cuttoff.

¥ Standards: =

a8l clop [ E[Flelnwl ol (min]lolrlaealr|[s [T [ulwv [w|x[v]z
| Event: [15] 063U Male 25 Free
Last Mame First Mame tdl Team | Best Time Custom Exhib | Aft | Bonus | Heat | LM | Gen | &ge | YT Birth Achisved  [Mest Achisved
Jack PO 2817Y oo g M 5 26-Mar-03|  01-Aug-05|2008 CNSL ANl City Championship
Corinelly Ethan PO 34.58Y O o d 1 [ 15-Feb-02 19-Jul-08 |FO Ws. HC 2008
Escjuivel Dravicd PO 3BTV O O O L] El 05-May-03 01-Aug-08 2008 CNSL Al City Championzhigp
Filds Luke PO 30.46Y O ol d 1 [ 16-Dec-01 19-Jul-08 |FO Ws. HC 2008
Marlowe Luke PO 31.51Y O gl d M [ 26-Oct-01 21-Jun-08|CC Y. PO 2008
Orlosky Andrew PO 35.38Y O o d 1 [ 12-Feb-02 19-Jul-08 |FO Ws. HC 2008
Orlosky Michael 2] 31.35Y O jgfd M [ 12-Feb-02 26-Jul-08|PO W's. LR 2008
Peterson Malan PO 45.31Y O O O ] Bl 22-Mow-02 01-Aug-05 2008 CHSL All City Championzhip
Recht Ben PO 33.33Y O jgaf g M [ 28-Sep-01 26-Jul-08|PO W's. LR 2008
Silberman Sebastian PO 58.57Y O ol d 1 [ 22-May-02 12-Jul-08 |DS Ws. PO 2008
Taber Micholas PO 1:07.48Y 0o gl d M 4 08-Mov-03 21-Jun-08|CC Y. PO 2008
Thalheimer Benjamin PO 27.30Y O o d 1] [ 06-Dec-01 26-Jul-08 |FO Ws. LR 2008
\Wisttz Austin PO 25 84Y O ol d 1 3 01-Sep-01 01-Aug-08 | 2008 CNSL All City Championship
\Windsor Robby PO 24.08Y O ol d 1] [ 23-Aug-01 26-Jul-08 |FO Ws. LR 2008

This illustrates how to seed the swimmers for an event (8 lane pool; visiting team in
even lanes):

B
@ @@w = f Evert < > Swim for Team: [po ﬂ Session: [ | Division | ﬂ

21-Jun-08 CC Vs PO 2008
] ] Slowver Faster Slovwer Faster Slowver Faster -
sess | Div |Bvert| |Gen|Distance | Stroke | 488 | | qpon 1yis) | Than Pvds] | Than oM | Than (L) | Than [SCh] | Than Scu] ﬂ
1 1 X 200 (Medley | 1518 R o o o 1) o o
1 2 ¥ 100 |Mecley | 05-10| R 0 1) 1) 1} 1) 0
1 3 X 200 (Medley | 1112 R o o o 1) o o
1 4 ¥ 200 |Medley | 13-14| R 0 1) 1) 1} 1) 0
1 | I 0 ' ] 0 I
: 1| | Rl F [l nl nl nl nl nl nl j
Clear &l Enter All
Cutoff Time Fudge Facto
[ Show Swim-Up Ath|et§s ' - converted time
[~ Only Athletes Already in Mest & indicates atime di Mumber of Lanes [
= % indicates atime (- Seedio
Even Lanes (*
a [ Bl c o | e[ F e [H] T [ u [ v [ w [ ox [ ¥ [z
| Ocld Lanes
L: Firzt Matme bl |Ertrdd | Tesm | Best Time Gen | &ge [ Y Birth Achigved  [Meet Schieved
Aidan PO 56.25Y Heat Order ] 17 15-Jun-90 01-Jun-08& | Unofficial Times
Ciabs |Bracks PO 545 Slovwvest Hest First M| 16 01-Feh-02|  28-Jun-08 PG Vs, PH 2008
Gy |Brady PO T ) M| 15 24-Jul-92
Hanson | Theodare PO NT Fastest Heat First M| 15 28-Aug-92
Foth |Michae| PO 59.558Y I 16 05-Mow-31 19-Jul-08 PO Vs, HC 2008
Wolter |Elrennan P 1:07.22Y Ll 15 24-Cct-92 01-Aug-08 | 2008 CHSL ANl City Ch

ok Cancel
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This shows the actual seeded event:

Keying Meet Results Information

Using the Meets menu, highlight and select the desired meet.

Select Results from the menu bar.

Check to make sure that Results events have been set up. If not, you can copy
them from any other meet that has been set up and uses the same order of
events.

Choose to enter results by Event or Swimmer. If your event cards are sorted by
event, it is easier to enter the results by event.

One way to limit the number of swimmers that appear is to check the box that
says limit to swimmers who have been entered in the event. Then you will not
see swimmers who are not swimming that event. If you have a swimmer who
does not appear in the list, just uncheck the box and you will see all the eligible
swimmers for that event.

For each swimmer that has a result, scroll down the list of names and enter the
averaged (and converted if a meter time) time and place. Points can be entered
if desired. If a swimmer has a DQ on the card, check the DQ box. You can also
choose to enter NS for swimmers who were entered in the meet, but did not
show up to swim.

Once you are finished with all swimmers for an event, you can move to the next
event.

If relay swimmers have changed for a particular relay, you can easily substitute
names. In this case, you probably do not want the box for limiting only swimmers
who were entered in the event checked.

After all the results have been entered, you can print Top Times reports, Meet
Results reports, Best Time labels, etc.



