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How to set up your club’s TEAM MANAGER database and submit entries

If your club already owns a copy of the TEAM MANAGER (TM) software please proceed to step 13.

If your club does not currently have a copy of the TEAM MANAGER software, you can download a free

trial version by following steps 1 to 12.

1. Go to http://www.hy-tekltd.com/downloads.html and click on the link for

2. A pop-up screen will appear and you will be prompted to save the file.
save in your ‘Downloads’ folder on your computer.
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Sports Software
e Ot
| S=e Downloads
Swimaming
update
+ ried] Onening Swim, TEAM MANAGER, Litecze

R You have chosen te open

~  STORE 51 Swim_TEAM_MANAGER Lite.exe
which & Binary File (565 MU}
Tosarc itz fvesee by Rebitd o

Wensld yoou like be save thes fike?

TEAM MANAGER 6.0

View elesson of lew Features

ABOAUT 15 PARTHERS

IlLiteII

e file should automatically

3. Locate the file where it has been saved on your computer and select ‘RUN’.
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http://www.hy-tekltd.com/downloads.html

4. The Install Wizard will begin, follow the prompts until Installation is complete and select ‘FINISH’.

1] TEAM MANAGER Lite 6.0 - InstaliShield Wizard |

InstaliShield Wizard Completed

The InstallShield Wizard has successfully installed TEAM
MANAGER Lite 6.0. Click Finish to exit the wizard.

Launch the program

< Back Cancel

5. In TEAM MANAGER select FILE>OPEN from the top left menu bar. This will open the computer
navigation box. Find the location where you would like to save your TEAM MANAGER database,
e.g. 2012 SWIM MEETS ENTRIES FOLDER. Name the database by typing in the name you wish to call
your TEAM MANAGER database (your club name and year will suffice).
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6. Complete the System Preferences information as follows, and select OK:

r Preferences - Team/Swimmer Defaults
- Gender Designations
% Men/Women (AW
" Male/fFemale (MJF) Default Team Type:
" Boys/Girlz (BIG)

Default Team Registration

Default Country:

rAthlete Browser Options ——————————— Default LSC:
[V Show Ages
[¥ Show Birth Date
[ Show School Year
* Last Name First
" First Name First - Meet Age-Up Dat

Default State:

" Meet Start Date
r Show Only “Faster than™ Time STD / (~ Meet End Date

Qualifying Times
& [Dec3t 2012 [~

- Relay Lead-Off Splts —M—— ' Not Applicable
[¥ Use Relay Lead Off Spiits

- State / Province Labels System Age-Up Date——M

* Use "State” " Use "Province” Dec 31,2012 [&1 ] Age-Up

- Stroke Rates [~ Always Age-Up To Today

|~ Enable Stroke Rate Reporting

- Automated Reminders
Automatic Backup every days I |

Automatic Update Check every daps

7. Select ‘TEAM’ from the top menu bar to add your Teams details

= TEAM MANAGER - Dgiabesa\Aussi 11\Branch Administrator\Swim Mect=\2012 Swim Mects\Wiasteremai

File Set-up Athlet eets Standards Records Workouts Training Reports  Labels Che
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8. Select ‘Add’ and complete the pop-up box using your club’s details. Only the completed fields below
are necessary, and select OK:

"_"_TEAM MANAGER - Database:X:\Aussi 11%\Branch Administratori\Swim Meets\2012 Swim Meets\Masters.mdb - [Team Bro
B3+ Add Edit Delete Results Coaches Maintenance Print Window Help

D& XOPESE
A | B | ¢

Im
I
163
I~

| o J

Day Phone

d Barbarians

B4 Team Maintenance I E‘ﬁlg

- Team M /Registration

Team Abbr: |QBR Team Registration: | ausT 'l

Full Team Name: |0u eensland Barbarians
Short Team Name: |Barbarians. TeamType: |MAS vl

Team Division: 'I

- Mailing Information

Mail To: | State I -
Address: | 55
City: | I vl
Postal Code: Country: IAUS =
E-Mail Address: |
r p Information

Day prore:
Evening Phone:




9. Return to the main screen using the red ‘X’ (exit) button in the top right hand corner of the screen.

10. To add new athletes select ‘Athletes’ from the main screen and then ‘Add’ from the athlete screen
that will appear

11. The following details are required:

Last name, First name, Birthdate, Team and ID# (please note — this must be the Masters Swimming
Australia ID membership number issued upon registering, the BUILD ID button will not produce this).
Select ‘OK’ once completed.

~* TEAM MANAGER - Database:X:\Aussi 11\Branch Administrator\Swim Meets\2012 Swim Meets\Masters. mdb - [Athletes]
B Layout Add Edit View Delete Results Goals Recruit Registration Print  Exportto HTML Help

0= X @/l\\ @4 @ é & ﬁ ™ Show Inactive Swimnrmers
f* Both Team - Group WM Group - Low Age [

v
" Male )
" Female School ¥r - Subgroup hi WM Subgroup b High Age ’_
A | B | ¢ | D E | F | e | Hu | v | s | k | v | wm |
Last Name |Firstiame | Wi |gen | Bith | Ace | Gr | Grioined | sub |wmMGr|wi Sub|Preferred Name | Team1 | Joined |

B ' Athlete Information E@éj

Athlete Information
Last Mame: [smith First Mame: |Jghn Middle:
Preferred Name: Birthdate: | 19/05/1965 [ Age: |47
Build ID ID # (7596584 Athlete Cell:
Gender (M,F): E Athlete E-Mail:

Member of
Primary Contact | Secondary Contact | Medical | Custom | EmailExport | Team1: [FEENL | Jomed: [DDmmY 2]
Primary Mailing Information - 3
Fathers Last: Fathers First: sam <
Mother's Last: |smith Mother's First: Team 3:
Mailing Address:
g | Group: Joined: [DDMIANYY [2] =]

Mailing Address:

City: State | ﬂ Subgroup:
Postal Code: Country: | AlS WM Group:

Fill in "Mail To" if different from first names and last name WM Subgr:

Swap Mother/Father

Names, Tele, E-mail Mailto: | School ¥r:

LIIT

* Use Primary for Mailing Use Secondary for Mailing Use Both

Primary Contact Information

Home Phone: | | P | |
Father ]
Office Phone: | | cen | | P ::l:.canl:|<\:r;zr”.m:|
| e IT1

E-Mail: |

Mother Registration oK |
Office Phone: | | cel |

E-Mail: |

Recruiting LCancel |

12. You have now completed the setup of your club’s TEAM MANAGER database.

13. You are now ready to import the Meet Events shell into TEAM MANAGER and begin the entry
process.

14. Download the TEAM MANAGER FILE (Meet Events) shell from Masters Swimming Queensland and
save in the same location that your TEAM MANAGER database is saved on your computer.



15. In TEAM MANAGER select FILESIMPORT >MEET EVENTS from the main screen:

= TEAM MANAGER - DatabasciXiVAussi 11\Branch Administratoriswim Mects\2012 Swim Meets\Masters.mdb I |
Set-up | Athletes | Teams | Meets | Standards Records Workouts Training Reports  Labels Check for Updates Help
Open / New Ctrl+ 0

Open Demo Database
Convert Database to TM 6.0 3

Backup Ctrl+B
Restore Ctrl+R
Unzip File

Repair/Compact Database

Purge 3

Import 3 Meet Results
Export 3 Meet Events
Install Update Athlete Rosters
Meet Entries
Enable Network Login

Open in Multi-User Mode

Network Administration

Pro Swimmer for Palm QS

Team Registration Online

Login to Team Connect Online SISl i
SWIMS Results or NCAA Results

[z USA-5 Meet Entries

License Management T&F TEAM MANAGER Roster

Exit Ctrl+Q Workouts

KMAussi 11\Branch Administrator\Swim Meets\2012 Swim Meets\Masters.mdb
HMAussi 11\Branch Administrator\Swim Meets\2012 Swim Meets\Masters TM Entries.mdb

16. Locate where you have saved the Meet Events shell on your computer and select open.
Hint: TEAM MANAGER Meet Events files will usually be named ‘Meet-Events-name of the meet’.
Press ‘Open’. A pop-up box will appear telling you that the file must be unzipped, select ‘OK’. Another
Computer navigation screen will appear, where the unzipped file is located. Double click on the file.
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17. The below screen will appear after the import has been completed successfully, select ‘OK’:

o o) S

Imipart File Mame: CAHY-SPORTWSWIM TEAM MANAGER 6.0 LTEXTMETEMPMEET
EVENTS-2012 PAN PACIFIC MASTERS GAMES-08NCV2012-001 EV3 |

Meet Mame: 2012 Pan Pacific Masters Games |

Courge: LO Start Date: 811/2012

Cancel

18. To begin entering athletes into the meet, make sure you have all athletes wishing to compete added in
to your Team Manager database (steps 10-11).

19. Select ‘Meets’ from the menu bar on the main TEAM MANAGER screen.

20. Make sure the meet you wish to enter is selected e.g. 2012 Pan Pacific Masters Games and select
ENTRIES> ENTRIES BY NAME from the top menu bar.

= TEAM MANAGER - DatabaseiX:
B Add Edit Delete Ewents BesuP[Entries] Ageup Reports Help

si 1&\Branch Administrator\Swim Meets\2012 Swim Meets\Masters.mdb - [Meet Browser] — - —
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£0.00| Southport Olympic Swimming F
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21. Select the athlete you wish to enter (they will be h
applicable events.

Type in the ‘Custom Time’ column the time that th

have supplied on the Individual Nomination Form.

“* TEAM MANGGER - DatabasexX:\Aussi 11\Branch Admini

ighlighted in blue) and click the ‘Enter’ box for all

e swimmer will be entered on i.e. the time they

ktrator\Swim Meets\2012 Swim Meets\Masters.mdb - [E

B Find Iime\{lc Athlete Results  Wiew Print H

Ip

= = For this Meet, Swim fgr Team:
] AOIGEY | ‘ [ |
[¥ Only Pre-Entered Athlete " Wale Tean - Group j. WM Gr
" Female
School Tr Subgroup Wh Sub
e = =
a | 8 | c |\ob Ell e | e | 8 | 1 ]
Last Name First Name MN Gen Birth Age Gr | Sub |Preferred Name Team |[ID
QBR
[ Show Relay Eniries ; [
S -
Current Entries 4 Relay Entries 0 =R D Meet Division
\ AN
= Slower
Sess Div |Event. Gen | Distance| Stroke | Age |Enter| BestTime | Custem Time | Exh| Al | Bonus Than-[vds
1 1 |x 400(Fly Open ansel| O[O O
1 2| | x 400(M Open| OJ ool o
1 3| | x £00|Back Open| [J ool o
1 4 [ x 400|Breast | Open soeL| 1| OO OO
1 5| | x 100|Back apen| O ojg| o
1 8 | x 200|IM Open| OJ ool o
1 9 | x 200|Fly Open| OJ ool o
1 10| | x S0|Free Open| [J ool o
1 1 X 50|Back Open ssoo| 1 [0 OO
1 12| | x 400|Free apen| O ojg| o
1 13| | x 200|Breast | Open| [ ool o
1 14 | x 100|Fly Open| OJ ool o
1 17| | x 200|Free Open| [J ool o
1 18| | x 200|Back open| [J ool d
1 19| | X 100|Breast | Open osesiLL O O
1 20| | x 100|Free Open| OJ ol o
1 21| | x 50|Breast | Open| [J ool o
1 2| | x S0|Fty Open| [J ool o

22. Repeat the above step for each athlete until you have completed all entries for your club.

23. Return to the main screen of TEAM MANAGER

24. Select FILE>EXPORT>MEET ENTRIES

25. Select where you would like to save the Entries file
the Left-hand side of the pop-up screen. Make sure
menu on the right-hand side. Select ‘OK’. Close t

[ EXport kntries
Export to Drive:

Entry Export Rest
| 2 x MSOSERVIMasters]

=

on your computer from the drop-down boxes on
the correct meet is selected from the drop-down
he window once Entries file has been exported.

rictions

Meet:

Export to Directory:
ax:\
23 Aussi 11

a Branch Administrator

a Swim Meets

232012 Swim Mests
(L1 Budget
(23 PPMG Minutes
[Z Results & Records

08-Mov-12 2012 Pan Pacific Masters Game

Export Relays W
Export Only Relays [

Use Unconverted Times [

Do not include Entry Times [

]’
Cloze



26. In order for MSQ to be able to ensure that all entries have been entered into our file correctly, you
will need to create a Meet Entry Report and include it in your email to MSQ — there is no need to
complete a Nomination summary sheet.

27. From the main Team Manager screen select FILE>SREPORTS>MEET ENTRIES. Make sure the correct
meet appears in the ‘Meet’ box. Select ‘Create Report’.
TSR 000 @ T

Meet: | na Nov-12 2012 Pan Pacific Masters Game

Other Options
Show Times Unconverted [
Include Proof of Time [~
Include Team Address [~
Indicate Converted Times [
Do Not Show Entry Times [

Teer: [ -], | Age | sess/oy |

Group:

Subgroup:

" Male
" Female

WM Group:

WM Subgroup:

School Year:

b

Totals on Separate Page W
Incluge Inactive [

Event Fitters
* Individual r Individual and
Relays

Include Offical StatemeNt [

Stroke / Distance Fitters

Stroke: Iﬂ Distance: Iﬂ |

Sort by
(% Meet Event Number (" Meet Event Number (1 per page )
" Meet Event Heat/Lane " Meet Event Heat/Lane (1 per page)

" Mame " Name ( 1 Swimmer per Page )
" Age " Stroke and Distance

| Create Report I | Cancel I

28. Save the report as a PDF by selecting the ‘save’ symbol in the top left corner.
Save into an applicable location (prefe ere the ‘Meet Entries’ file is saved).

[¥ Keep Athletes / Events together

TEAM MANAGER Lite HY-TER S TEAMMANAGER 60 50042012 Pag
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> o = ]
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ETTS =]

29. Attach both the ‘Meet Entries’ File and the ‘Meet Entries Report’ to email and send to
laura.lynn@swimming.org.au

**pPLEASE NOTE** The meet entries file will either be named as your club code e.g. QRB or ‘Meet
Entries, please ensure the ‘Meet EVENTS’ file is not file being sent to MSQ by mistake.
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