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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 asked to email an export file of their teamôs athletes after Time 
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. 
 

 
 

mailto:CNSL@columbiaassociation.com
http://www.cnslswimming.org/
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Set-up/Preferences/System 
 

 

 
Gender Designation:  Male/Female 
Athlete Browser Options (recommended) 
 Check Show Ages 
 Check Show Birth Date 
 Click Last Name First 
Do not check Show Only ñFaster Thanò Time Std/Qualifying Times 
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 
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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: 
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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. 
 

 
 
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. 
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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. 
 
In order to be able to merge all the teamsô data and meet results into the central CNSL 
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.  Swimmersô times will not be affected.  If you 
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 
  Harpers Choice 
  Long Reach 
  Pheasant Ridge 
  Pointers Run 
  Dorsey Search 
  Huntington 

 Phelps Luck 
 Thunder Hill 
 Wilde Lake 
 Claryôs Forest/Hawthorn/Swansfield 
 Kings Contrivance 
 Oakland Mills 
 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 
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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.  Some of the items are quite nice to use (Parentsô 
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 parentsô names in the separate blocks or use the ñMail toò block.  Both 
methods will be valid when printing reports that call for parentsô names. 
 
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 
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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.   
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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. 

 
 

 
 
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. 

 Team Code Time Trials 2009 (example:  PO Time Trials 2009) 

 Home Team Code Vs. Away Team code 2009 (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 
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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.):  0 
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 
meetðno 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 
will be provided to you to import into your database.  Then you will be able to ñtagò the 
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 usedðAdministrative, 
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): 
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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 to show the DQôs 
and NSôs if desired.  Using the Stds tab in the right-hand column will tag the times by 
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, 
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This next report will produce Meet Results by Event (includes improvement since a 
specified date, tags for CNSL All City time standards): 
 

 
 
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: 
 

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

 Meet Entries by event or swimmer 

 Meet Entry Spreadsheet (similar to the lineup sheet) 

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

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

 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: 
 

 
 
An example of Entry labels (you will need to do individual and relay events separately): 
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An example of Best Time Labels (sorted by swimmer): 
 

 
 
 
The File Menu 
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 
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 

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

 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. 

 Select Entries from the menu bar. 

 Choose to enter by Event or Swimmer.  If you are using prepared lineup sheets, 
it is probably easier to enter by Event. 

 Select ñUse Times Sinceò button and key in June 1, 2009 (or current year) so that 
you will see each swimmerôs best time for this season. 
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 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 clicking on their name.  Notice that the swimmerôs best time is 
automatically included and a check is put in the Entrd box.  

 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 
ñDual Meet Setupò on the top tool bar. Then click on ñDeclare Lanes and 
Seedingò.  You will key in the number of lanes for the home pool and whether 
you are even (visiting team) or odd (home team) lanes.  Also be sure to select to 
seed ñFastest heat firstò.  The next step is to actually seed the event by selecting 
ñSeeding and Assign Heat and Lanesò; then select ñSeedò.  This will assign all 
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. 

 Relay events are done similarly.  You must first add a relay and give it a nameð
Relay A, Relay B, etc. for each relay entered.  Then you can highlight the 4 
swimmersô names from the list of eligible swimmers that will be in that relay.  
Again, you can key in the heat and lane assignment.  Note that seed times may 
not be automatically calculatedðyou can put in a ñCustom Timeò or just leave it 
as a NT. 

 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. 

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

 


