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SECTION SEVEN:  RUN THE MEET  
 

The day of your meet has arrived, and you are ready to RUN your meet. 

 

From the MAIN MENU screen click on the RUN tab. 
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From this screen, you can just about go to any other screen or section of Meet Manager without 
closing out of the RUN screen by using the tabs across the top of the screen. 

 

Make sure you are in the correct EVENT by clicking into the appropriate EVENT # under the EVENT 
LIST. 

 

You will notice that EVENT 1 has two heats listed half-way down the screen on the left-hand side of 
your screen. 

 

If you are using SEMI-AUTOMATIC (push buttons only) or FULLY AUTOMATIC (push buttons and 
touchpads) timing systems, all you need to do once the race is finish, is to click on the GET TIMES 
button (F3) to retrieve the times from timing systems.    

 

If you are running a MANUALLY timed meet (stop watches), you will see that the pink GET TIMES 
button is greyed out and you will need to type the results in manually. 
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Once you have the times from Heat 1 and all is cleared by the Referee, you can move onto heat 2,3 
4 etc. until all the heats for the event have been completed. 

 

You can now score this event (if using point scores) and print the result. 

 

If MEET MOBILE is being used, the event will be automatically uploaded (See Section 12 on Page 
174). 

 

We will do some MANUAL timing now and go through how to score and print these results. 

 

In EVENT 1, HEAT 1 start inputting the following times into the FINALS TIME column and note the 
DQ in heat 2, lane 4. 

 

RESULTS - Event 1 
 

 
 

 

In Event 1, there has been a disqualification 

in heat 2, lane 4 (Jeffrey Ponds). 

 
You can type DQ in the FINALS TIME column 

or click the DQ check box next to it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Event 1 

Swimmer Finals Time 

Matthew Quinn 49.99 

Andrew Ainsworth 39.01 

Mark Maquire 42.77 

Tim Birmingham 39.44 

Michael Neale 45.64 

Andrew Roberts 32.06 

Jeffery Ponds DQ 

Guy Conway 40.72 
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After all the heat times have been entered, you will note that the winner of this EVENT has 
broken the MEET RECORD and has also achieved a COUNTRY QUALIFYING TIME as 
highlighted in the RECORDS window. 
 

This event can now be scored. 
 

Click on the SCORE button and the PRINT/EXPORT REPORTS screen will be displayed 
showing the RESULTS ready for checking and printing.   
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When Event 1 has been checked and printed, CLOSE OUT ⌧ the screen and you will be back in 

your RUN menu.  You will notice that Event 1 is now marked as SCORED and is purple. 

 

Click on the next EVENT to be run, enter all the FINALS TIMES, SCORE and PRINT the RESULTS 

until all 8 events have been completed, scored and printed. 

 

Take note of the exceptions in each EVENT as these will teach you different skills as you go through 

the process of completing the Meet. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

RESULTS - Event 2 
 

 

After you enter the FINALS TIMES for Event 2   

and score the event, you will notice that in Heat 

2, Lanes 3 and 5 have equal times for 2nd place 

and the points are split.  

 

The points for these swimmers must be adjusted 

before printing the results.  Equal places require 

equal points that reflect the position in which they 

finished. 

 

 

 

 

 

Event 2 

Swimmer Finals Time 

Rachel Pike 36.54 

Sarah Cox 37.18 

Emily Bates 37.22 

Nicola Carol 38.02 

Jessica Chapman 37.00 

Alice Brown 39.30 

Natalie O’Connor 37.00 
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CLOSE OUT ⌧ of the RESULTS screen before printing, back to the RUN screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To adjust these points, click on the JD (JUDGE) button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 



  

 

             © SNSW - Meet Manager and Team Manager - A Basic Guide - July 2020                                         Page | 81       
 

You will see in the JUDGES DECISION / TIE BREAKER screen a JD POINTS column on the  
right-hand side. 
 
Type the correct points for 2nd position (9 points each) into the JD POINTS column next to both of 
these swimmers, and then click OK.  
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You now need to click on the SCORE button again to bring up your JUDGED and 
completed RESULTS for printing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE:  You will now see a “J” next to the FINALS TIMES.  This indicates that a time has 
been JUDGED. 
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RESULTS - Event 3     

 
 
 
 
 
 
 

In Event 3 there has been 

another disqualification in 

Heat 2, Lane 6 (Tim 

Birmingham). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You will note in the RESULTS for Event 3, that you have EQUAL 12th position.  You do not need to 
do any adjustments on this as 12th position is outside the top ten point score and therefore scores nil 
points.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Event 3 

Swimmer Finals Time 

Matthew Quinn 1:15.67 

Daniel Traynor 1:03.59 

Mark Maquire 2:03.66 

Guy Conway 1:04.69 

Michael Neale 2:00.45 

Andrew Ainsworth 2:01.45 

Jeffery Ponds 1:57.36 

Joshua Kelly 1:20.43 

Mitchell Bradford 2:58.67 

Andrew Roberts 2:00.45 

Tim Birmingham DQ 

Jamie Kazzouh 1:16.48 

Christopher Bartels 1:16.54 

Kirk Johnston 1:02.44 

Brian Smith 1:05.23 

Michael White 1:14.98 

Christopher O’Keefe 1:17.79 
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RESULTS - Event 4 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Before EVENT 5 is started, you notice that there is an obvious error in the ENTRY/SEED time for 

MITCHELL BRADFORD in HEAT 2, LANE 3. 

 

So that this swimmer will not be embarrassed by swimming in the centre lane of the fastest heat, we 

can take him out of the fastest heat and place him in the slower heat where he belongs. 

 

Click on the ADJUST button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Event 4 

Swimmer Finals Time 

Chantelle Kelly 1:27.82 

Erin Renford 1:54.34 

Kate Drury 1:51.23 

Nicole Maltby 1:56.79 

Chelsea Murray 1:46.22 

Sally Hicks 1:23.08 

Kate Bonner 1:24.66 

Joanna Harris 1:08.44 

Rebecca Clarke 1:18.34 

Katherine Glenn 1:25.67 

Melanie Black 1:42.57 
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From the PREVIEW/ADJUST screen, all you need to do is click on Mitchell Bradford’s name in Heat 2, 

Lane 3 and drag him up to Heat 1, Lane 5 and drop him in. Click on SAVE to save your changes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

RESULTS - Event 5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Event 5 

Swimmer Finals Time 

Daniel Traynor 3:00.59 

Kirk Johnston 3:58.43 

Joshua Kelly 3:26.07 

Mitchell Bradford 3:53.23 

Christopher Bartels 3:39.42 

Jamie Kazzouh 3:17.58 

Christopher O’Keefe 3:01.24 

Michael White 3:37.27 
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Before you run EVENT 6, the Marshall has come across to the recording room and advised that 

WENDY HILL has turned up in the marshalling area to swim and that the Referee has allowed this.  

 

You now need to put WENDY HILL into EVENT 6. As you do not have an entry time for her you can put 

her into the slowest heat. 

 
Once again, click on the ADJUST button. 
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In the PREVIEW/ADJUST screen, click on the SHOW ELIGIBLE ATHLETES button which will bring 
up a list at the bottom of the screen of all eligible athletes.   The athletes coloured yellow indicates 
that they are already in that event. 
 
You can now click on WENDY HILL’s name and drag her up to HEAT 1, LANE 5. 
 
Don’t forget to click SAVE to ensure that any changes you make are SAVED. 
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RESULTS - Event 6 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
EVENT 7 is the first of the RELAY events. 
 
Before this is run, the NSW CLUB team has come across with the names for its “B” team which they 
did not have earlier. 
 
So that the names can be printed out on the results, we can put these in through the RUN MEET 
screen without the need to go out and back into the RELAY setup. 
 
With EVENT 7 highlighted in the RUN MEET screen, click on the REL NAMES button (Relay 
names). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Event 6 

Swimmer Finals Time 

Kate Drury 3:40.67 

Melanie Black 3:36.21 

Chelsea Murray 3:30.59 

Wendy Hill 3:20.47 

Erin Renford 3:26.48 

Katherine Glenn 3:19.21 

Kate Bonner 3:18.01 

Nicole Maltby 3:26.28 

Sally Hicks 3:24.88 
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From the RELAY NAMES screen, click on the NSW CLUB B team. 

 

Add the athletes from the ELIGIBLE ATHLETES column on the left-hand side by double clicking the 
names in the order they will be swimming.  If the athlete is coloured yellow, this indicates that they 
are already in a relay in this event. 

 

CLOSE OUT ⌧ of the screen once all athletes have been added.  
 

 

 

 
NSW Club “B”  

Relay Names: 

 
1. Christopher Bartels 

2. Emily Bates 

3. Katherine Glenn 

4. Kirk Johnston 
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 RESULTS - Event 7 
 
 

   

  
 
 
 

 
 
 
 
 

You will see from the PRINT RESULTS screen below that the names of all the FOUR RELAY 
SWIMMERS are printed on the result. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 RESULTS - Event 8 
 

 

 

 

 

 

 

 

Now that your meet has finished, the first thing you should do is make a BACKUP into: 

C:\swmeets7\TEST EVENT 2020\BACKUPS. 

 

 

 

Event 7 

Relay Team Finals Time 

Dragons 7:58.17 

NSW “A” 7:59.43 

Diamonds 7:45.09 

Locals  8:10.21 

Fantasy 8:02.45 

NSW “B” 8:11.17 

Event 8 

Relay Team Finals Time 

Fantasy 3:02.17 

Locals 3:05.69 

NSW 3:24.56 

Dragons 3:54.08 
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SECTION EIGHT:  REPORT PRINTING  
 
You might like to run some reports at the end of your meet for distribution.   
 
There are many reports you can print from MEET MANAGER, but the most important one is a 
complete set of RESULTS. 
 
You can also print a set of results for just ONE CLUB. 
 
You may want to award a trophy for the TOP POINT SCORING CLUB of the meet and perhaps the 
TOP MALE and FEMALE SWIMMERs of the meet. 

 
1. COMPLETE SET OF RESULTS: 

 

From the MAIN MENU screen, click on the REPORTS tab then select RESULTS from the drop 
down. 
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From the RESULTS screen, you can once again choose how your report looks and what you will 
include in the report. 
 
For example, you can choose the number of columns on your page, whether or not you show NS, 
DQs or scratches.   
 
You can display records and relay names and also if you want to include splits. 
 
The choices are yours. 
 
Once all your preferences have been made, click on SELECT ALL in the top left-hand corner of the 
screen to highlight all the events to be included in your results and then click CREATE REPORT. 
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The RESULTS pages should be printed and then distributed to interested parties. 

 

It is a good idea to SAVE this file by clicking on the EXPORT REPORT button on the top left-hand 
side of your screen.  This file should be saved in your RESULTS folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The EXPORT screen will appear.  These files will default to .PDF FORMAT.  Click on OK to start 
saving. 
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Click OK on the EXPORT OPTIONS box when it appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the FOLDER where you want to save the file.  You should save it in the RESULTS folder 
that you have already created for ease of access: 

C:\ swmeets7\TEST EVENT 2020\RESULTS. 

 

Change the FILE NAME to FULL RESULTS and click SAVE.  
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2. A SET OF RESULTS FOR JUST ONE TEAM: 

 

From the MAIN MENU screen, click on the REPORTS tab then select MEET SUMMARY from the 
drop down. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the MEET SUMMARY screen, select the required TEAM in the FILTERS section. 
 

Select DETAILED JOURNAL under the REPORT TYPE/FORMAT/OPTIONS tab and then click 
CREATE REPORT at the top of the screen. 
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From the MEET SUMMARY REPORT screen, click on the EXPORT REPORT button on the top  
left-hand side of your screen.   This file should be saved in your RESULTS folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 

The EXPORT screen will appear.  These files will default to .PDF FORMAT.  Click on OK to start 
saving. 
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Click OK on the EXPORT OPTIONS box when it appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Choose the FOLDER where you want to save the file.  You should save it in the RESULTS folder 
that you have already created for ease of access: 
C:\ swmeets7\TEST EVENT 2020\RESULTS. 
 
Change the FILE NAME to RESULTS for DRAGONS TEAM and click SAVE.  
 
You can now email the RESULTS directly to the DRAGONS club. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

             © SNSW - Meet Manager and Team Manager - A Basic Guide - July 2020                                         Page | 98  
 

3. TOP POINT SCORING CLUB: 

 

From the MAIN MENU screen, click on the REPORTS tab then select SCORES from the drop down.  
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In the SCORES screen, highlight the EVENTS to be included or click on SELECT ALL from the top 
left-hand side of the screen to choose all events in the meet. 

 
You can choose your preferences from the selections at the bottom of the screen. 
 
For the top POINT SCORING CLUB, click on TEAM under REPORT TYPE. 
 
Click on the COMBINED button for the GENDER. 
 
Choose NO AGE CRITERIA and STANDARD POINTS. 
 
There is no need to worry about the other two tabs for this exercise. 
 
Click on CREATE REPORT. 
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This is how your TOP POINT SCORING CLUB report will look.   
 
You can now distribute medals / trophies if awarding. 
 
Once you have created your REPORTS , it is good practice to save the reports that you generate in 
the RESULTS folder.  This may save you time at a later date if you have any late requests. 
 
Saving the file is described on Page 93 and should be saved in : 
C:\ swmeets7\TEST EVENT 2020\RESULTS. 
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4. MALE AND FEMALE SWIMMER OF THE MEET: 

 

From the MAIN MENU screen, click on the REPORTS tab then select SCORES from the drop down. 
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In the SCORES screen, highlight the EVENTS to be included or click on SELECT ALL from the top 
left-hand side of the screen to choose all events in the meet. 
 
You can choose your preferences from the selections at the bottom of the screen. 
 
For the top point scoring MALE and FEMALE SWIMMER OF THE MEET,  click on INDIVIDUAL 
under REPORT TYPE. 
 
Click both the MALE  and FEMALE buttons under GENDER. 
 
Choose NO AGE CRITERIA and STANDARD POINTS. 
 
Now click on the GROUPING/OPTIONS tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

             © SNSW - Meet Manager and Team Manager - A Basic Guide - July 2020                                         Page | 103  
 

In the GROUPING/OPTIONS tab, click NORMAL under GROUPING. 

 

In the OPTIONS TABLE, type in 6 for the LIST TOP HOW MANY (you do not want to have all the 
male and female swimmers appear). 

 

Click on CREATE REPORT. 
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Below is how your top point scoring MALE and FEMALE SWIMMER OF THE MEET report will look.   
 
You can now distribute the medal / trophy if awarding. 
 
Remember to SAVE your REPORTS: 
C:\ swmeets7\TEST EVENT 2020\RESULTS. 
 
It is also recommended that you make a BACKUP copy of your meet at this stage and save it in the 
RESULTS folder. 
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SECTION NINE:  CREATING MEET MANAGER AND TEAM MANAGER RESULTS FILES 
FOR DISTRIBUTION AND UPLOAD INTO THE SNSW SWIM CENTRAL RESULTS 
DATABASE  
 

Once the meet is finalised and you have backed up your reports and results, you will need to create 
a MEET MANAGER and a TEAM MANAGER RESULTS file.  These files can then be placed on your 
CLUB/AREA website if you choose, so that external clubs can access a copy of their results.  

 

You can also upload the RESULTS into the SNSW SWIM CENTRAL database with these files if this 
was an approved meet. 

 
1. RESULTS FILE FOR MEET MANAGER: 

 

From the MAIN MENU screen, click on the FILE tab and select EXPORT from the drop down.  Now 
click on RESULTS FOR MEET MANAGER MERGE OF SAME MEET (.HY3) 
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From the MERGE RESULTS screen, click on SELECT ALL in the top left-hand corner of the screen 
to highlight all of the events in the meet. 

 
Now click on EXPORT. 
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The EXPORT FILE PROGRESS screen will pop up and when it is finished, click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The MERGE MEET RESULTS screen will now appear, and you need to select the DRIVE and 
DIRECTORY to save your RESULTS file. 
 

C:\ swmeets7\TEST EVENT 2020\RESULTS.  Then click OK. 
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When the EXPORT SUCCESSFUL screen appears, you can click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The MEET MANAGER RESULTS file has now been saved: 
 
C:\ swmeets7\TEST EVENT 2020\RESULTS\Merge Meet Results-Test Event 2020-01Jan2020-
001.hy3  
 
This file can now be used by external clubs to upload into their MEET MANAGER if they choose.   
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2. RESULTS FILES FOR TEAM MANAGER AND THE SNSW SWIM CENTRAL RESULTS DATABASE: 

 

From the MAIN MENU screen, click on the FILE tab and select EXPORT from the drop down.  Now 
click on RESULTS FOR SWIM MANAGER or SWIMS or NCAA or USMS. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click OK on the EXPORT RESULTS screen. 
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The EXPORT FILE PROGRESS screen will pop up and when it is finished, click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
The MEET RESULTS screen will now appear, and you need to select the DRIVE and DIRECTORY 
to save your RESULTS file. 
 

C:\ swmeets7\TEST EVENT 2020\RESULTS.  Then click OK. 
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When the EXPORT SUCCESSFUL screen appears, you can click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The TEAM MANAGER and SWIM CENTRAL RESULTS file has now been saved: 
 
C:\ swmeets7\TEST EVENT 2020\RESULTS\Meet Results-Test Event 2020-01Jan2020-001 
 
This file can now be used by external clubs to upload into their TEAM MANAGER database if they 
choose.  
 
This is also the file that your CLUB RACE SECRETARY or similar should use when uploading the 
RESULTS into the SNSW SWIM CENTRAL results database.  
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SECTION TEN:  HOW TO USE A MEET MANAGER OR TEAM MANAGER E-FILE TO 
ENTER AN EXTERNAL MEET  
 
1. USING A MEET MANAGER E-FILE TO ENTER AN EXTERNAL MEET: 

 
You are the RACE SECRETARY for your club, and you wish to enter some swimmers into the TEST 
EVENT 2020 meet that is coming up using the MEET MANAGER E-ENTRY file. 
 
What you need to do before you start is to set up a FOLDER and SUB-FOLDERS on your computer 
to keep all of the data. 
 
Before entering any swimmers, go into your C:\ Directory on your computer and add a new FOLDER 
called TEST EVENT 2020. 

 

Within the newly created TEST EVENT 2020 folder make the following sub-folders: 

1. Backups 

2. Entries 

3. Reports 

4. Results  

5. Shell 

 
This way you will not become confused with all the different files that you will be making and saving 
as you go through this process. 
 
You have either been sent the E-FILE or you have downloaded it from the HOST club and what you 
should do now is put that E-FILE (or SHELL) into your FOLDER named SHELL: 
 
C:\TEST EVENT 2020\SHELL. 
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Once you have done this, go back into the MEET MANAGER program and click on the FILE tab from 
the MAIN MENU screen and select RESTORE. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the RESTORE screen opens up, select the UNZIP, COPY DATABASE TO A SELECTED 
FOLDER, AND OPEN THIS NEW DATABASE option. 
 
Then click OK. 
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Now go to your C:\TEST EVENT 2020\SHELL folder and click on the file.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
When the SELECT RESTORE TO FOLDER screen appears, choose the DRIVE and DIRECTORY 
to copy to. 
 
For this exercise, we will put it straight into the C:\TEST EVENT 2020 folder and then click OK. 
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The UNZIP screen will appear, and you just need to click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Once the Backup has been UNZIPPED, click OK. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If the LOG IN screen below appears, just click OK. 
This is only used if you are networking your computer with another Meet Manager computer. 
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You are now ready to start ENTERING your CLUB, ATHLETES and RELAYS into the TEST EVENT 
2020 SHELL. 

 
i) ENTERING YOUR CLUB : 

 
You need to add your CLUB name first before you can enter any of your athletes.  
 
From the MAIN MENU screen, select the TEAMS tab. 
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When the TEAMS screen opens up, click on the ADD button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

When the ADD NEW TEAM screen appears, enter your TEAM information as shown below.  For this 
exercise you are the RACE SECRETARY for the LOCAL SWIM TEAM. 

 

There is no need to input anything more than the TEAM ABBREVIATION and the FULL TEAM 
NAME.  Any further information that you may wish to enter can be added at a later date.  

 

TEAM ABBREVIATION  ->  LOC 

FULL TEAM NAME  ->  LOCAL SWIM TEAM 

 

Click OK after you have entered your club information and then click CANCEL. 

 

 

 

 

 

 

 

 

 

 

 

 
 

You can now CLOSE OUT ⌧ of the TEAMS screen back to the MAIN MENU screen. 
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ii) ENTERING YOUR ATHLETES: 

 

From the MAIN MENU screen, select the ATHLETES tab. 
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When the ATHLETES screen opens up, click on the ADD button. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 

 
When the ADD NEW ATHLETE screen opens, the TAB key can be used to move from field to field. 
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Read the information below about the relevant fields and then enter your ATHLETES listed below. 

Last Name Type in surname 

First Name Type in first name 

MI Middle Initial.  Do not use this field 

Pref Name Preferred Name.  Do not use this field 

Birth Date Type in DOB in format: DD/MM/YY 

Age Meet Manager will compute the age automatically once the DOB has been entered 

Reg ID # 
Registered ID.  NEVER change this field.  It is generated by Meet Manager and is 
the systems unique code for each athlete. 
This IS NOT the swimmer’s registration or capitation number. 

Team Use the drop-down box to select the team name. 

Gender (M/F) Type in “M” or “F” for gender. 

Retain Gender 
This button is checked so that you can enter all the females or males without the 

need to type each time.  Untick if you wish to enter manually. 

Build ID 
This button is only used if you need to alter an athlete’s name or DOB and if the 
system does not automatically re-build the Reg ID # 

Status  
Meet Manager will default to Normal for all athletes.  You would only change this if 
you needed to add Exhibition or Disability swimmers 

Eligible Events 

Once you have entered the above information, Meet Manager will then generate all 
the Eligible Events that the athlete can enter. 
Click on the events to be entered. 
If you make a mistake, just double click on the yellow row to delete the entry and 
then put the swimmer into the correct event. 

Entries 
Enter the swimmer’s entry times. If there is no entry time, the default is NT (no 
time).  The “L” after each time denotes Long Course. 
TIP: You can type in all entry times without using the decimal points or colons. 

 
All these swimmers are members of your Local Swim Team. 
 

NAME DOB EVENT ENTRY TIME EVENT ENTRY TIME 

Brian Smith 06/07/2004 3 - 100m Back 1:03.64   

Michael Neale 08/06/2011 1 - 50m Free 39.00 3 - 100m Back 3:00.12 

Mitchell Bradford 04/06/2010 3 - 100m Back 1:26.06 5 - 200m Breast 2:59.96 

Daniel Traynor 04/05/2010 3 - 100m Back 3:00.01 5 - 200m Breast NT 

Chantelle Kelly 03/11/2009 4 - 100m Back NT   

Wendy Hill 20/07/2010 These two swimmers are relay only swimmers.  They still need to be 
entered into the Athlete database.  They have no individual events.   Faith Hill 14/12/2009 

Mark Maguire 06/06/2012 1 - 50m Free 40.79 3 - 100m Back 2:07.66 

Sarah Cox 05/10/2011 2 - 50m Free 50.10   
 
 

 
 

Click OK to save after entering each swimmer.  This moves you to the next blank athlete screen. 
 

 

Click Cancel when all your athletes have been entered.  
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The ATHLETES screen has now been populated with your 9 LOCAL SWIM TEAM members. 
 
You can click on each swimmer to view their details and their ELIGIBLE EVENTS and ENTRY 
TIMES will be listed below and highlighted in yellow. 
 
If you see that you have made a mistake, you can either double click on the swimmer’s name or use 
the EDIT button at the top of the screen to open up their profile and make the appropriate changes. 
 
You can make changes to the ELIGIBLE EVENTS from the front of this screen by clicking on the 
yellow highlighted event.  This will then ask you if you want to delete the swimmer from that event. 
 
You can also add swimmers into extra events from the front of this screen by simply highlighting the 
event that you want to put them into. 
 
You can make changes to the ENTRY TIMES from the front of this screen also.  Just click into the 
ENTRY TIME column and make the necessary changes. 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you are happy with all your entries, you can CLOSE OUT ⌧ of the ATHLETES screen back to 
the MAIN MENU screen. 
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iii) ENTERING YOUR RELAY TEAMS : 

 

From the MAIN MENU screen, select the RELAYS tab. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

When the RELAYS screen opens up, you need to highlight the EVENT # of the Relay you are going 
to enter.  
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You will see that your TEAM name is listed in the bottom right-hand corner of the screen.  Double 
click on the LOCAL SWIM TEAM name to enter them into the Event. 
 
The RELAY DESIGNATOR (A, B C etc.) box will then be displayed which allows you to enter several 
TEAMS from the one club into that relay event. 
 
The first team will be the A TEAM, click OK. 
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The LOCAL SWIM TEAM has now been added to the RELAY TEAM ENTRIES. 

If you have an Entry Time for your team, click into the ENTRY TIME column and add this time.  If the 
team does not have an entry time, leave the default NT (no time) in this field. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once your TEAM is entered, all your ELIGIBLE ATHLETES will be displayed in the bottom left-hand 
corner of the screen and you now need to select the swimmers who will make up the relay team. 

For this exercise we will enter the following swimmers into the following relays: 

EVENT 7 - Mixed OPEN 4 x 100m Medley Relay.  ENTRY TIME:  8:08.56 
1. Daniel Traynor 
2. Brian Smith 
3. Chantelle Kelly 
4. Sarah Cox 

 

EVENT 8 - Girls 6-10 Years 4 x 50m Freestyle Relay.  ENTRY TIME:  3:06.13 
1. Sarah Cox 
2. Faith Hill 
3. Wendy Hill 
4. Chantelle Kelly 
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To add the athletes that are swimming in the relay team, double click on their name from the 

ELIGIBLE ATHLETES list in the order that they will swim.  You will notice that they transfer over to 

the RELAY ORDER field. 

 

NOTE:  The order of the swimmers is most important and especially so in the Medley Relay events. 

  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once all your relay teams and swimmers have been entered, CLOSE OUT ⌧ of the RELAYS 

screen and all your information will be saved. 
 
You can go back to this RELAYS screen from the MAIN MENU screen at any time to add or alter 
relay information. 
 
You have now finished entering all the information that you need. 
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Before creating your EXPORT file, you should now BACKUP your data. 
 
From the MAIN MENU screen, click on the FILE tab and then select BACKUP from the drop down. 
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When the BACKUP CURRENT DATABASE screen appears, ensure that you are in the right DRIVE, 

ie C: (Windows) 

 
Under the DIRECTORY setting, select C:\ TEST EVENT 2020 showing the sub-folders underneath 
that you previously created. 
 
Double click on the BACKUPS folder so that your files will be saved here. 
 
Click OK to save. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

When the BACKUP OTIONS screen below appears click on OK. 
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Once the BACKUP is complete, click OK. 
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Now it is time for you to create the file that you will forward to the MEET CONVENOR of the TEST 
EVENT 2020 meet so that they can import your TEAM information into their meet. 
 
From the MAIN MENU screen, click on the FILE tab and then select EXPORT from the drop down.  
Now select ENTRIES FOR MEET MANAGER MERGE OF SAME MEET (.HY3). 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click OK when the EXPORT ENTRIES screen appears. 
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Click OK when the EXPORT FILE PROGRESS screen appears. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the MEET ENTRIES screen, you need to choose the DRIVE and DIRECTORY where the 
information data will be stored. 

 

As you have already made these folders, select the C: (Windows) under DRIVE and under the 
DIRECTORY panel select C:\TEST EVENT 2020 and then double click on the ENTRIES sub-folder. 

 

Once you have made your selections, click OK.  
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You will now see the ZIPPED FILE SUCCESSFUL screen and you just need to click OK. 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Now that you have saved your entry data file, you will also need to create a couple of ENTRY 

REPORTS from MEET MANAGER to go with your ENTRIES file. 

 

From the MAIN MENU screen, click on the REPORTS tab and select ENTRY LISTS from the drop 

down. 
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From the ENTRY LISTS screen, click on the REPORT TYPE/OPTIONS/FORMAT tab at the bottom 
of the screen.  
 

• Select BY TEAM from the REPORT TYPE box. 
 

• Select ATHLETE AND RELAYS from the OPTIONS box. 
 

• FORMAT and SPLIT SCREEN OPTIONS are by default and do not need to be changed. 
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Now click on the INCLUDE IN REPORT tab and tick ENTRY TIMES. 

 

Click on CREATE REPORT at the top of the screen. 
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The TEAM ENTRIES report needs to be saved and also sent with your ENTRIES file. 

 

Click on the EXPORT REPORT button on the top left-hand side of your screen.  This file should be 

saved in your REPORTS folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The EXPORT screen will appear.  This file will default to .PDF FORMAT.  Click on OK to start 
saving. 
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Click OK on the EXPORT OPTIONS box when it appears. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the FOLDER where you want to save the file.  You should save it in the REPORTS folder 
that you have already created for ease of access: 

C:\TEST EVENT 2020\REPORTS. 

 

Change the FILE NAME to TEST EVENT 2020_LOCAL SWIM TEAM ENTRIES and click SAVE.  
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The other report that you will need to produce is the TEAM ENTRY FEE report.   

 

From the MAIN MENU screen, click on the REPORTS tab and then select TEAMS from the drop 
down. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the TEAM REPORTS screen, click on THE ENTRY FEE SUMMARY tab.  You do not need to 
change any of the default settings.  Click on CREATE REPORT at the top of the screen.   
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When the TEAM ENTRY FEE report has been checked for accuracy, you will need to save this 
report so that you can send it with your ENTRIES file. 

 

Click on the EXPORT REPORT button on the top left-hand side of your screen.  This file should be 

saved in your REPORTS folder. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The EXPORT screen will appear.  This file will default to .PDF FORMAT.  Click on OK to start 
saving. 
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Click OK on the EXPORT OPTIONS box when it appears. 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the FOLDER where you want to save the file.  You should save it in the REPORTS folder 
that you have already created for ease of access: 

C:\TEST EVENT 2020\REPORTS. 

 

Change the FILE NAME to TEST EVENT 2020_LOCAL SWIM TEAM ENTRY FEE and click SAVE.  
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Now that your ENTRY FILE and REPORTS have been created and saved, you need to forward 
them to the MEET CONVENOR of the TEST EVENT 2020. 
 
This is as simple as emailing the files. 
 
See below a sample email with ENTRY FILE and REPORTS attached.  
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2. USING A TEAM MANAGER E-FILE TO ENTER AN EXTERNAL MEET: 
 
You are the RACE SECRETARY for your club, and you wish to enter some swimmers into the TEST 
EVENT 2020 meet that is coming up using the TEAM MANAGER E-ENTRY file. 
 
What you need to do before you start is to set up a FOLDER and SUB-FOLDERS on your computer 
to keep all of the data. 
 
Before entering any swimmers, go into your C:\ Directory on your computer and add a new FOLDER 
called TEAM MANAGER TEST EVENT 2020. 
 
Within the newly created TEAM MANAGER TEST EVENT 2020 folder make the following  
sub-folders: 

1. Backups 

2. Entries 

3. Reports 

4. Results  

5. Shell 

 
This way you will not become confused with all the different files that you will be making and saving 
as you go through this process. 
 
You have either been sent the E-FILE or you have downloaded it from the HOST club and what you 
should do now is put that E-FILE (or SHELL) into your FOLDER named SHELL: 
 
C:\TEAM MANAGER TEST EVENT 2020\SHELL. 
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From the MAIN MENU screen in TEAM MANAGER, click on the FILE tab and select IMPORT from 
the drop down and then click on MEET EVENTS. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
From the C:\TEAM MANAGER TEST EVENT 2020\SHELL folder, click on the event file. 
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Click OK when the UNZIP folder opens. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the IMPORT EVENTS screen opens, click on the MEET EVENTS file. 
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You will see the IMPORT EVENTS screen showing the Name of the meet, course details and the 
start date of the meet.  Check the details and then click OK.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Events are imported (8), click OK and the meet will be added to your TEAM MANAGER database. 
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When the MEET SETUP screen opens, you can go through the three tabs - MEET DESCRIPTION, 
ENTRY FEES and ELIGIBILITY RULES to check the meet information if you wish, otherwise just 

CLOSE OUT ⌧ this screen. 

 

Now CLOSE OUT ⌧ of the MEET BROWSER screen back to the MAIN MENU screen.   

 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You are now ready to start ENTERING your ATHLETES and RELAYS into the TEST EVENT 2020 
SHELL. 
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i) ENTERING YOUR ATHLETES: 

 

From the MAIN MENU screen, click on the MEETS tab. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
Highlight the TEST EVENT 2020 from the MEET BROWSER screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


