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Online Relay Entries 

How to Process Online Relay Entries for Club Race Secretaries and Registrars 
 
1. Club Race Secretaries or Registrars need to log into Clublane and select Relays – Manage from the menu 

bar 
 
 
 
 
 
 
 
 
 
 
 
 
2. This will bring up a list of all upcoming meets that have Relays. There may be more than one page to look 

through. Click on the Meet Code Number of the meet you wish to enter 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. You will then see a list of the available relay events for that meet. Click on the Event Number of the relay 
event you wish to enter 
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Online Relay Entries cont… 

4. Click Add Team 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Start typing in the names of your relay swimmers. A list of possible swimmers will appear. Select the right 
one 
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Online Relay Entries cont… 

6. Once you have selected all your swimmers, press Check Competitors. A green tick should now appear 
next to Valid Relay. The system will automatically choose their best time and the relay seed time will now 
also appear. If you wish to add reserves, you can do so in the reserve boxes below, or if you’re ready to 
finalise, press Save Team 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. Press Return 
 
 
 
 
 
 

8. You will now have a relay team. You can either press Add Team and repeat steps 4-7 to add another 
team, or press Return to return to the previous screen 
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Online Relay Entries cont… 

9. You will now see all your relay teams for that meet. If you wish to add more teams to the remaining 
events, repeat steps 3-7. Once you have added all your teams for this meet and you are ready to pay, 
they will be shown at the bottom of the screen. Payment must be made at this time in order for these 
relay teams to be accepted and processed at the time entries close. When you are ready to pay, press 
Book 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10.  Press Continue 
 
 
 
 
 
 
 

11.  You MUST select the relay fee here. If you leave it at None your relay team will not be accepted. Select 
Yes and press Continue 
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Online Relay Entries cont… 

12.  Check that your details are correct and press Continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.  Enter your credit card details and press Save 
 

 

 

 

 

 

 

 

 

14.  Follow the prompts until you have completed payment. Currently, the OME system does not email you a 
confirmation receipt. To keep receipt of this payment, please take a screen shot of the finalised payment 
page for your records (this can be done on most computer keyboards by pressing the “Print Screen” 
button and copy/pasting into a blank word or paint document) 
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Online Relay Entries cont… 

15.  To check that your entries have been successful, return to the meet info page, click on the OME link and 
from the entry page, click on the Competitors button 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
16.  This will bring up the list of competitors who have entered online only. This list can then be sorted 

alphabetically by club using the arrow button shown below. Find the name of one of your relay 
competitors and click on the little + icon next to their name. This will show the events they are entered in 
and will show if the relay entry was successful 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



____________________________________________________________________________________________________ 
Online Relay Entries_V1_20180508 

 

Online Relay Entries cont… 

17.  Following the close of Online Entries, a Complete Start List will be posted on the Swimming NSW website 
homepage and on the calendar meet info page for approximately 48 hours. It is the Race 
Secretary/Registrars responsibility to check the Start List within the specified time frame. If there are any 
amendments and/or corrections to be made to your relay team, please email 
meet.entries@nsw.swimming.org.au within the advertised 48hour period. PLEASE NOTE: NO changes will 
be made over the phone, if sent to any other email address, or if sent after the specified time and date 
 

18.  If you think you may have missed an entry, please ensure you check the Start List within the first 24 
hours if you wish to request a late entry. For further information regarding late entries, please see the 
Late Entry Policy 

 

 

mailto:meet.entries@nsw.swimming.org.au
https://nsw.swimming.org.au/visageimages/Entry%20Procedures%20Policy%20-%20April%202018.pdf

