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The new database, TEST EVENT 2021, will now open up ready for you to purge DATA from the last 
meet. 
 
From the MAIN MENU screen, click on the FILE tab and then select PURGE from the drop down.  
Now click on REMOVE DATA SELECTIVELY.  

 
  

 

  

  

  

 

  

   

 

 

 

 
 
 
 

From the REMOVE DATA screen, tick the ENTRIES/RESULTS box and then click on OK.   
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Click OK when you see the NOT REVERSIBLE message screen. 

 

 

  

 

  

  

The  DELETION/CHANGE screen now opens, just click OK. 

 

 

 

 

 

This now leaves you with all the TEAMS, all the ATHLETES, all the EVENTS and all the updated 
RECORDS from last year. 

If your meet will not have the same TEAMS and ATHLETES competing, you can also PURGE these 
from the new database. 

From the MAIN MENU screen, click on FILE -> PURGE -> REMOVE DATA SELECTIVELY.  Now 
tick the TEAMS box and you will see that TEAMS, ATHLETES, ENTRIES/RESULTS and RELAYS 
will now ALL be deleted. 

Click OK and then click OK to the next two DELETION screens.   

You now have only a SHELL left for this new meet (EVENTS and RECORDS). 

You will now see the message screen below.  Click OK.   
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This will open up the MEET SET-UP screen so that you can update this meet’s details. 

If you leave the TEAMS and ATHLETES in your new database, you will have to open up the MEET 
SET-UP screen. 

From the MAIN MENU screen, click on the FILE tab and then select MEET SET-UP from the drop 
down. 

Change the following information and leave the rest as previously set: 
 

 

 

 

 

 
 
 
 

If you have left the athletes in from the last meet, you now need to click on the AGE-UP ATHLETES 
button at the bottom left-hand side of the screen so that all your athletes will be AGED-UP to the 
current meet start date.  If you PURGED athletes, then you do not need to do this. 
 

 

 

 

 

 

 

 

   

  

Meet Name Test Event 2021 

Start and End Dates 01.01.21 (for both) 

Age-Up Date 01.01.21 

Entry Open Date 01.11.20 

Entry Deadline 01.12.20 

Class 

Age Group. 
Don’t forget if you have MULTI-CLASS 
swimmers, you should change this from AGE 
GROUP to DISABLED. 
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Click YES when the RE-COMPUTE screen opens. 

 

 

 

 

  

  

Now click OK when the ATHLETE AGE-UP is COMPLETED. 

  

  

  

  

  

The system will now ask you if you need to change the AGE-UP date, but you have already done 
this, so click NO.  
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The MEET MOBILE PUBLISHING screen will now appear. 
 
This step cannot be done until all other information for the meet has been set up. 
 
For this exercise we will not use MEET MOBILE so just tick the NOT INTERESTED IN PUBLISHING 
MEET MOBILE FOR THIS MEET box and then CLOSE OUT ⌧ the screen. 
 
NOTE:  If you decide later to publish your results via MEET MOBILE, just click on the SET-UP tab 
from the MAIN MENU screen and then click on MEET MOBILE PUBLISHING from the drop down.  
Uncheck the NOT INTERESTED IN PUBLISHING MEET MOBILE FOR THIS MEET tick box and 
follow the instructions in Section 12 on Page 174. 
 
Also note that MEET MOBILE is not available 7 days after the meet has finished. 
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If you have HEADERS set up from the last meet, you may want to change these for the current 
meet. 
 

From the MAIN MENU screen, click on the SET-UP tab and the select REPORT PREFERENCES 
from the drop down. 
 

  

  

  

  

  

  

 

 

 

 

 

Click on the REPORT HEADERS tab and change the headers accordingly.  Now you need to check 
your FOOTERS tab if these were set up for the last meet. 
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Click on the FOOTER tab in the REPORT PREFERENCES screen and make the appropriate 
changes. 
 

  
  

  

  

  

  

  

  

  

  

  

 

  

 

 
 
You now need to set up your PRINTER OPTIONS.   
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Click on the PRINTER OPTIONS tab and set up the printer that you will be using to print your 
program, results and reports. 
 

This may change from time to time and can be changed when needed by clicking on this tab. 
 

By default, the LABEL PRINTER also needs to be set up even though labels are not used.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you are happy with all your REPORT PREFERENCES, click OK to save. 
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You are now ready to start entering your current ATHLETES into their respective events, ADD any 
new TEAMS and ATHLETES and start SEEDING your meet.  
 
Once you are happy with ALL your entries, you can now PURGE any ATHLETES and TEAMS that 
are left over from the last meet and who are not entered in this current meet. 
 
From the MAIN MENU screen, click on the FILE tab and then select PURGE from the drop down 
and then choose REMOVE DATA SELECTIVELY.  
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From the REMOVE DATA screen, tick on both the DELETE ATHLETES WITH NO ENTRIES box and 
the DELETE TEAMS WITH NO ATHLETES OR RELAYS box.   

Now click OK.  

 

  

 

  

 

  

 

 

 

 

  

 

 

 

 

When the DELETION COMPLETED message appears, click OK. 

 

 

 

  

 

 

You are now left with only your CURRENT DATABASE, ready to seed and run your meet.  
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SECTION SEVENTEEN:  HOW TO EXPORT ADVANCERS FROM MEET MANAGER (ie: 
FOR THE SPEEDO FINALS MEET)  

 

From the MAIN MENU screen, click on the FILE tab and select EXPORT from the drop down then 
choose ADVANCERS (.Hy3). 
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From the EXPORT ADVANCERS screen: 

 
1. Click on SELECT ALL to select the events you wish to use for the advancements  

2. Specify the TOP HOW MANY to advance for each event, ie 4 athletes per event  

3. Leave MAXIMUM QUALIFIERS PER EVENT blank  

4. Leave OR RANGE OF PLACES FOR FINALS blank  

5. Click the SELECT BEST TIME FROM FINALS ONLY option  

  
Click on EXPORT at the top of the screen and Meet Manager will export those advancers based on the 
criteria you set up above.  
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When the EXPORT FILE PROGRESS screen appears, click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

The MERGE ADVANCER ENTRIES screen will appear, and you need to choose the DRIVE and 
DIRECTORY where you want to save the file, then click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The EXPORT SUCCESSFUL message will appear, just click OK. 

 

 

 

 

 

 

 
 

Your ADVANCERS file is now ready for you to email through to the CONVENOR of the next round of 
competition - no keying errors or mistakes. 

 

    Merge Advancer Entries-Test Event 2020-01Jan2020-001.hy3 
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SECTION EIGHTEEN:  HOW TO PRINT RESULTS FROM A MEET USING TEAM 
MANAGER  
 
You may wish to print results from an external meet for the club coach or to put on the noticeboard 
or in your club newsletter. 
 
From the MAIN MENU screen, click on the MEETS tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Highlight the TEST EVENT 2020 meet and then click on the REPORTS tab at the top of the screen 
and select MEET RESULTS from the drop down. 
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From the MEET RESULTS screen, check that the MEET NAME is correct and then select: 

1. Your TEAM (DIA) 

2. Tick the DON’T SHOW IMPROVEMENT box 

3. Sort by NAME 
 

Click on CREATE REPORT. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



  

 

             © SNSW - Meet Manager and Team Manager - A Basic Guide - July 2020                                         Page | 219  
 

Below is a sample of the INDIVIDUAL MEET RESULTS report which shows the swimmers in 
alphabetical order, the times swum, the Event numbers, the Event descriptions, the swimmer’s 
overall place in the event and the points they scored. 
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SECTION NINETEEN:  HOW TO CREATE A NEW DATABASE IN TEAM MANAGER  
 
You may be setting up your first DATABASE or wanting to set up a second DATABASE in TEAM 
MANAGER.  
 

From the MAIN MENU screen, click on the FILE tab and select OPEN/NEW from the drop down. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose the location where you want to save your DATABASE.  The TEAM MANAGER system will 
default to C:\WINDOWS\TM5Data on your computer. 
 

Click on the FILE NAME and give your new DATABASE a name, ie CLUB SWIMMING ONLY and 
then click OPEN. 
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Complete the SYSTEM PREFERENCES for your new DATABASE by using the drop down boxes 
and the following suggestions: 
 

Athlete Browser Options UNTICK SHOW SCHOOL YEAR 

Default Team Registration AUST 

Default Team Type AGE 

Default Country AUS 

DO NOT USE! DEFAULT LSC or DEFAULT STATE 

Meet Age-Up Date MEET START DATE 

System Age-Up Date TICK ALWAYS AGE-UP TO TODAY 

 
 
You can change the SYSTEM PREFERENCES at any time.  From the MAIN MENU screen, click 
on SET-UP -> PREFERENCES -> SYSTEM PREFERENCES. 
 
When all your preferences are set, click OK. 
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Click YES when the AGE-UP ATHLETES screen appears. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click OK when the COURSE CONVERSION option screen appears. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your new DATABASE is now set up and ready for you to start adding your team name and athletes. 
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SECTION TWENTY:  HOW TO SET UP YOUR TEAM IN A NEW TEAM MANAGER 
DATABASE  
 
From the MAIN MENU screen, click on the TEAMS tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When  the TEAM BROWSER screen opens, click on the ADD tab at the top of the screen. 
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When  the TEAM MAINTENANCE screen opens, fill in the TEAM ABBR and the FULL TEAM NAME 
sections. 
 
All other defaults should be kept and there is no need to fill any other fields at this time. 
 
Click OK.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click OK once the CLUB has been added and then click CANCEL. 
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Your club has now been created. 
 

You can now close out of the TEAM BROWSER screen by CLOSING OUT ⌧ or click on the 

YELLOW FOLDER with the up arrow symbol.   This will take you back to the MAIN MENU screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
NOTE:  The TEAM NAME must be set up first before you can add an athlete.  When you add an 
athlete, one of the compulsory pieces of information that TEAM MANAGER requires is the TEAM 
that the athlete belongs to. 
 
You cannot save athlete information unless you have assigned them to a TEAM. 
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SECTION TWENTY-ONE:  HOW TO ADD ATHLETES INTO A NEW TEAM MANAGER 
DATABASE  
 
From the MAIN MENU screen, click on the ATHLETES tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the ADD tab at the top of the ATHLETES screen. 
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When the ATHLETE INFORMATION screen appears, fill in the following information. 
 

This is all the information that you need to fill in at this time. 
 

1. LAST NAME 

2. FIRST NAME 

3. BIRTHDATE - System will calculate age 

4. MEMBER OF TEAM - select the DIAMONDS team that you previously set up - DIA. 

5. BUILD ID - click on this button so that the system can build the athlete’s MMID # (see 
footnote below) 

6. GENDER 
 

DO NOT use the following boxes: 
 

a. Middle name/initial 

b. Preferred name 
 

Click OK after each member is entered and then click OK when the ADDED screen appears. 

 

 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

Continue to add your athletes and then click CANCEL once ALL members have been added. 
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You have now started to build your ATHLETE database. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  MMID stands for MEET MANAGER IDENTIFICATION NUMBER. 
 

This IDENTIFICATION number is generated automatically in both the MEET MANAGER program 
(Reg ID#) and TEAM MANAGER (ID#). 
 

The IDENTIFICATION # is a combination of the first three (3) letters of the SURNAME, plus the first 
two (2) letters of the FIRST NAME, plus the six (6) digit DATE OF BIRTH - dd/mm/yy format. 
 

For example, the MMID for REBECCA CLARKE - DOB:  17/10/2000 would be as follows: 
CLARE171000 
 

The MMID for CHELSEA MURRAY - DOB:  04/04/2011 would read: 
MURCH040411 
 

If the swimmer has a two letter surname, the systems will automatically add a space, eg. 
NATHAN ZU - DOB:  15/07/2006 would read:  ZU NA150706 
 

If you have twins for example, STEPHANIE and STEVEN JONES - DOB:  03/05/2008, the MMIDs 
would be identical:  JONST030508.  You would need to then add an x at the end of one of these 
MMIDs:  JONST030508x 
 

This IDENTIFICATION # is used by both programs to associate swimmers with results.  If the 
IDENTIFICATION # does not match the swimmers NAME or DATE OF BIRTH, then results will not 
be accredited to that swimmer. 
 

This is also the IDENTIFICATION # that is is used in the NATIONAL RESULTS DATABASE (Swim 
Cetral).  If there is no match between swimmer and MMID ID, then results will not be uploaded or 
accredited to that swimmer. 
 

It is VITALLY IMPORTANT that you do not manually change this number and ensure that the ID # is 
built correctly in both the MEET MANGER and the TEAM MANAGER programs. 
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At any time, you can EDIT or CHANGE ATHLETE information.  You may have misspelled a name or 
entered a date of birth incorrectly.  It is very import that you EDIT this information. 
 
From the MAIN MENU screen, select the ATHLETES tab. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the ATHLETES screen, highlight the swimmer whose information you wish to change and then 
click on the EDIT tab at the top of the screen. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

             © SNSW - Meet Manager and Team Manager - A Basic Guide - July 2020                                         Page | 230  
 

Once you start to build your ATHLETE database, you may have many athletes and a short cut to 
selecting individual athletes quickly is to use the ALPHA tabs across the top of the screen.  This will 
take you directly to the first letter of SURNAMEs that you are searching for. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once the ATHLETE INFORMATION screen appears, make your changes, and then click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

NOTE 1:  If you change the spelling of a NAME or DOB, you MUST click on the BUILD ID button so 
that the MMID IDENTIFICATION # is UPDATED - this DOES NOT happen automatically. 
 

NOTE 2:  Be sure to get the GENDER of the athlete correct.  Once results are put against their 
name, you CANNOT change the gender. 

 


