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Hytek Meet Entry
for Surrey County Age Group Championships 2010

Thank you for inputting your entries electronically. This has a number of advantages for both the club
and for the event admin people. Firstly it allows you to be certain that times you submit will be entered
into the meet correctly. Secondly it allows you to check the amount of money due for each swimmer
and for the club’s entries. Thirdly it speeds up the generation of the meet programme and the list of
rejected swimmers. So the more teams there are using this system to enter their swimmers, the
sooner your swimmers will find out whether they have been accepted in the meet.

We have put together the following process flow and instructions which we hope you will find helpful.
You can also use the TM Lite Help file which is very comprehensive, although it explains additional
features that are not required when using it just for entries.

The screenshots in these instructions have been created using a dummy team with made-up
swimmers, so do not expect to see them appearing in the meet programme!

Note for larger clubs: one limitation of Team Manager Lite, rather than the full program, is that you
can only enter a maximum of 100 swimmers in a single team, so larger clubs will need to create two
or more separate teams. You may divide these as you wish, by gender, squad, or some other division
of your choosing.

Note for clubs with the Production version of Team Manager: Clubs that use Hytek’s Team
Manager to manage their swimmers’ times will only need to complete steps C, F, H, I and J. Please
note that at step H4, Hytek will have pre-populated your swimmers’ personal best times in the “best
times” column. You only need to check the “enter” column for those events that you would like your
swimmer to enter from those for which they are eligible. You do not need to add any times in the
“custom times” column, unless you wish to enter long course times that are faster than the swimmers’
short course times. Note that these times will not be converted.

If you have any questions when following these instructions please feel free to contact me, or you can
e-mail the makers of the software on tm@hy-tekitd.com for a response. Once again, thank you for
agreeing to submit your entries electronically, it is much appreciated.

Jenny Richards
jenny_richards@hotmail.co.uk
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A. Install the Hytek software

1. Download the file Swim_TEAM_MANAGER_Lite.zip from the Hytek website and save it to you
desktop. The web address is http://www.hy-tekltd.com. Scroll down and select Download Center
from the left-hand menu and then in the product table select Lite on the Team Manager 5.0 row.

2. Double-click on the Team Manager Lite icon on your desktop to install the program on your
computer. If you follow the on-screen instructions there will be a shortcut on your desktop.
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3. Click on Check for Updates in the main menu and follow the instructions to download the update
required to install the latest version of the software.

B. Importing last year’s athlete roster

1. If you used Hytek last year and you want to import the athlete roster from last year, select File
and then Open/New from the main menu.

2. Select the folder TMIIData and highlight your last year’s database.

3. Select Open and the following window will appear

£3 Convert Database to TEAM MANAGER 5.0 Format ==
Currerl Dalabase Hams
CATHIData\BISC Tooding. mdb

Conversion Options

o e ohoseEn o Open an old T 4.0 or Tis I Detsbsze . Té S0 must first corseert that Dstsbsss 1o
e D TRA 5,0 foemnat, The 5.0 il Tirst bnckun Thid ol ciababass 2o thal youl can lafer Rieshore £ andd
G i wwith Tisd d 0or Thi B or recorreerl & ba e Thd 5.0 forme. Tid 50 well slona st bacup n ibe
CATWEDsEs direschory'.

(Corrert ha THE 2.0 o ThA N Dtk tothe: TS0 foimak el movie §inga o dineciorg Mokl |
= hamed THEDsta sl changs wour TH 50 dersl diractory bo THSDsba a5 well s your i

favorte Directory seftings - RECOWMENCED. |

. Juzst converd the T 4.0 or TH Il Detabase to the TRS.0 format and leave svergthing inthe

curent chatadacss direchony

TH 40 Cealsabiesrtan formel

Carosl

4. Select Convert and the following screen will appear.

=}
Currért Dababacs Mame
CATMIDaLAESSC Toalm g mob

Comvarsion Options

‘o hevve cheosen S0 Opem an obd TH 4 0 or TR D Delabaze. TR 500 mrast Sret comvert that Detsbosse o
At rem TS0 formad . TR 5 000wl first e losp fnt obd deisbese o et you can eter Festors d and
Copen A vtk TR A0 or TR or recomesrd A 4o B TRURD formest, TR S0 il store thet bsckep nins
CATMICals dirschory.

TEAM MAMAGER =

Bt b filiy creabed that conkaing tha older vansion of vour data before corvarting b TM S0,

Bachup Pl Hame: CLTMIDsts] 53T HSchive-B15C Tooting.oip

Aarchiving oid version 1o 2 TR T MArchive.BUSE Todting zip

5. Select OK and then Close.
6. This will save you having to set up your team and entering all the names again.

C. Importing the Surrey meet information

1. Download the file containing meet events for the Surrey Qualifier from the Surrey website The

web address is http://www.surreyswimming.org and the filename is Entry pack Surrey Champs

2010-20Feb2010-001.zip. Unzip the file to your desktop.

Double-click on the shortcut on your desktop to start up Team Manager Lite.

3. From the File menu, select Import and then Meet Events. Select the file Meet Events-Surrey
County Age Group Championships 2010-20Feb2010-001.hyv, which you unzipped in the
previous section.

N


http://www.surreyswimming.org/
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D. Setting up a new database for your team

1. From the File menu, select Open/New. Enter a name for your database — we suggest you just
use your team name. You will be asked to set up some system preferences. We suggest you use
the following as a guideline. Set the "system age-up date" to today by checking the box beneath it
Always age up to today. This will give each swimmer the correct age in the Athletes Roster. As
entry to the Championships is for age as at 28 March 2010, the meet software will automatically
put the swimmers into the correct age group for the meet.

. System Preferences

Preferences Team!Swimmer Defauls
Gender Designati
A Default Team Registration: || =
Mendomen ()
MaleFemale (MF) Defautt Team Type: | acE

* Boys/Girls (BIG)
Default Country:  [SEET=0E o
Athlete Browser Options
W Show Ages
W Show Birth Date Default State:
[™ Show Schoal Year
Last Mame First
* First Mame First

Defaut LSC:

che

Meet Age-Lp Date

r Showe Only  “Faster than" Meet Start Date
Time STD F Qualifying Times * Meet Endd Date
]
Relay Lead-Off Splits CDAMINRT ﬂu
¥ Use Relay Lead Off Spits Mot Applicable
Stroke Rates System Age-Up Date

J

[ Enable Stroke Rate Reporting Mov 20,2004 el AgeUp

Automated Reminders W Abways Age-Up To Today
Automatic Backup every days

Automatic Update Check every days | Ok | | Cancel |

2. Click on OK to return to the main screen.

E. Add team info

1. From the main screen, click on the Teams menu. The Teams screen appears.
2. Click on Add, the Team Maintenance window appears.

&, Team Maintenance g@@

Team MamesiRegistration
Team Code: [TEST Team Registration: || =
Team Mame: [Test Team SC |
T Type:
“Short” Name: [Test 50 EEM IYPE. | AGE -
Mailing Information
Nl To: | State: -
Address: | 1SR
City: | ) i
Postal Code: Courtry: |zBR -
E-Mail &ddress: |
Telephone Information Miscelansous
Day Phone: . P
. . Minimum Age Eligibility
Eeninolhione: for Open Events:
FAR:

3. Add your team’s information. For Team Code please use the standard ASA 4 letter team
abbreviations, e.g. LEAS for Leatherhead, DORS for Dorking.
In the Mailing Information section please add information for the person responsible for entries.
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Leave the State and LSC sections blank, these are only used for US swimming.

When this screen is complete, click on OK and then on Cancel to return to the Team Browser
screen.

4. Close the Team Browser screen and return to the Main screen by clicking on the X in the top right
corner, or on the small icon on the top left.

F. Setting up the Meet to Enforce Qualifying Times

After you have imported the Surrey Events file, select Meets from the main menu then Edit. In the
screen below check the box Enforce Qualifying Times.

3 Meet Maintenance

Meet Information

Meet Mame: |4 nnual Junior Borough Championships
Locstion:  |[Tooting L eisure Centre
Remarks:
Instructions/Directions
Mtz of 250 characters
on upto 4 lines

Courzel [5 - Meet Type: - Sanction# [ ]

r 0
=
-
Aftitude in Feet: o | Minimum Age Eligibiity / Fiter for Open Events: [0 |
Dates
Start Date: [Mov 12,2006 [5]~| Age-up Date! [Dec 31,2006 [ |
EnciDate: [nov 12,2006 [ =] Use Times Since: | DDMMAY e=hd
[T Use Since Date
Ertry Fees Conversion Factor
Incliviciual Everts: £1 .50 | |pdlate: Ind Fees | Mor-Caonforming Course Factor [ |
Relay Everts: £4.00 | Unicste Rel Fees | Lse to convert results times for
Swvimmer Surcharge: £0.00 non-standardd pool sizes.
Team Surcharge: £0.00|
Facilty Surcharge: £0.00 | QK | | LCancel |

This will prevent you from entering a time that does not qualify. If you do, you will receive a warning.
We will not be accepting any entries that do not meet the qualifying standard.

G. Add swimmer info

1. From the main screen click on the Athletes menu. The Athletes screen appears.
2. Click on Add. The Athlete information screen appears.
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M Athlete Information
Athlete Information

Lazt Mame || Firzt Mame | | Micidle [ |
Preferred Name Birthclate | DDMb N Age |:|
Buid 1D I # Ahlete Cel 45“
hale Female Athlete Email | |
Member of

Primary Contact Secondary Cortact | Medical Custom |
Team 1
Frimary Mailing Information

Lazt Mame | Team 2
First Names | [ |
Migiling Address |

—_—
—
—

Mailing Address | Group s
-
-
-
[ =

Team 3

Gy | | State | j
Postal Code Courtry [GER |

Fill ir ‘Mzl Ta' if clifferent from first names and last name
Mail o [ | W Sukgroup

Subgroup

Wyuhd Graup

* Use Primary for Mailing Use Secondary for Mailing Use Both School Yr

Primary Contact Information

Home Phone | | Fax | | [ Inactive
Parert 1
Otfice Phone | | cel | |
Email [ | Registration OK |
Parent 2
oOffice Phone | | call | | Recruting Cancel |
Email | |

3. For Surrey entries you only need to complete the Last and First names, Middle initial, date of birth
and gender, and in the Member of section, enter the short code for your team.
Note: When entering date of birth you do not need to type the slashes, just the numbers, so for
17" June 1986 just type “170686” and the date will be correctly formatted.

4. Enter the ASA membership number in the field ‘ID#'.

5. Click on OK to enter the information into the database and progress to a blank Athlete Information
screen ready for your next athlete.

6. When you have entered all your swimmers, click on Cancel to return to the Athletes screen. The
Athletes screen then updates with the details of the swimmers you have entered.

Hy-Tek's TEAM MANAGER - Database: C:\TMIIData\Guildford City.mdb - [Athletes]

3. add Edit Wew Delete Results Goals Recruit  Registration Print  Help - T X

= @/l\ th @ =1 [~ Show Inactive Swimmers
Fitter b-r_f Mo Team m | Group =~ Wb Group v| lewmage l:l
ale i

 Both " Female School Yr - Subgroup hd Wl Subarp - i g |:|
sle|clolEeE|Fles|H]l 1|yl im]|n]olprlalr]|s|T]u|lv]|w|x|v]|:z

First Mame Last Mame il [Gen Birth Age Gt | Sub [1Wd Gr [Vl Sub |Preferred Name Teami o] Teal
| Caroline Moarrizon F 03-Mary-31 13 TEST MORRCHO0030591
] Danry Proud 1 27-Aug-89 15 TEST PROUDHO0Z70S39
| Ectwara Qavvald G| M 18-&pr-91 13 TEST OEWAEGD01 90491

Fiona Brawen F 19-Jan-87 17 TEST BRCWF X001 90157

F oo 3 EDi 33 1
Smith F | 19-Sep-a7 17 TEST SMITHXO01 90987
Johnzon ] 01-&pr-80 14 TEST JOHNHHO001 0490

Jeanette Marks F 10-Cct-91 13 TEST DILLHAOO1 01 091
" John Smith F | M 17-Jun-86 15 TEST SMITJFO01 FOESE
" |Mackie King F 22-Feb-93 11 TEST KIMGMXO0220293
] Philippa Horne F 05-har-31 13 TEST HORMPHO0050391
" |Rokert Clarke W F 29-Jan-92 12 TEST CLARRMWNOO0290192
" sian Williams F 09-hdar-91 13 TEST WILLS 00090351
" |siman Furmicdge 1 29-Aug-89 15 TEST AYLINHO0290559

< | d||

7. Check the details of your swimmers from this screen. Pay particular attention to gender, as you
will not be able to enter swimmers in the correct events if their gender has been entered
incorrectly. If you need to edit any of the swimmers’ details, double-click on their name to return to
the Athlete Information screen and edit as required.

8. Close the Athletes screen and return to the Main screen by clicking on the X in the top right
corner, or on the small icon on the top left.
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H. Add swimmers’ meet entry times

1.
2.

From the main screen click on Meets. The screen shows the Surrey meet highlighted.

From the Entries menu, select Entries by name. The Entries screen appears, showing the list of
swimmers in the top part of the screen with the first name in your list highlighted. The bottom part
of the screen shows the events the swimmer is allowed to enter. Qualifying times are shown on
the right-hand side of the screen in the Slower than (SCM) column.

B Hy-Tek's TEAM MANAGER - Database:C:\TMIIData\Guildford City.mdb - [Entries by Name]

B3 Bind Time Calc  Wiew Print  Help - g x
& E@ é t For thiz Meet, Swim for Team: ‘ j
~ " Male Team ,—L‘ Group ,—L| W Gr ’—L| Low Age [ ]
sl lcloplelefoelul|t]|slwrll|m|lulofe|alr|s|T|u|lv|wl|xl|lv]sz
First Mame Last Marme Mid |Gen Birth Age Gt | Sub |Preferred Name Team |ID Citizen -
Fiona Brown F | 19-Jan&7 18 TEST | BROWFX00190187
| |Roben Clarke w | F | 29-Jan-g32 13 TEST RD0230192 b
» SCa Edhvvards F 02 5 g S T 833
Simon Furmidge M | 29-Aug-ea 15 TEST  |FURMSX00290859
[ |Phiippa Horne F | 08Mars 13 TEST  |HORMPXO0020351
[ |Howsrd Johnsan M | o1-aprsn 14 TEST  |JOHNHXO0010430
[ |Maddie King F | 22Fens3 12 TEST  |KINGMX00220283
[ |Jeanette Marks F | 10-Ccts 13 TEST  |DILLHXO001 01091
| |carcine Morrizon F 03-May-31 13 TEST |MORRCAKO0030531 -
Show Relay Entries i Show Swim-Up Events
gArrsrﬂEn{rissYS Relay Entries 0 S |l D 2 l::timsdidnmmpakethecuﬂuff.
05-Feb-05 Surrey County Age Group Championships
Sess | Div |Evert Gen|Distance| Stroke | Age |Enter | Best Time | Custom Time | Exh | At | Bonus Thz‘r?-v[v\fdrs] Th’;is;‘irds] ThSafTEZVM] Th::s[ﬁ;M] Thir?\[’VS?M] Th::?;(’;M] Achis
2lal F S0|Back  |09-03 s056s| ] | O | O 5157
[i] 4lal F 50|Free 03-09| | 238|000 O 44 88
[i] 12|a| F 50 Bresst |09-08| [ | ool o 5533
[i] 14/a| F 50|Fly 03-09| | 4987|000 O 5023
[i] 16/a) F 100 |1 0g-08| [ | ool o 1:54.22
[i] 1a/a| F 200 |1 0g-09| [ | ool o 40549
[i] 21|al F 200 |Fly 03-09| | 27| 00 O O 43014
[i] 23la| F 200 |Free 0g-08| [ | ool o 23661
[i] 25(a| F 200|Back  (09-09| [ | ool o 40363
[i] 27|al F 200 Breast |09-03| | amess| 0 O O 436,97
] 2lal F 400/ M 03-09| [ | ool o 5:21.69
] 3s|al F 400(Free  [08-09] [ | ool o 719
< | »

To enter a swimmer in an event, highlight their name in the top part of the screen. The bottom
part of the screen shows events they may enter.

Key in their entry time for each event in the Custom Time column. When entering times you do
not have to enter punctuation. So for a time of 4:31.67, just type “43167” and the time will be
formatted correctly when you move out of the cell. To move between the Custom Time rows, use
the up and down arrow keys or the mouse. When you have entered times for a swimmer, the line
in the top part of the screen containing the swimmers’ name is shaded blue.

When you have entered all your swimmers’ entry times close the Entry screen and return to the
Meet Browser screen by clicking on the X in the top right corner, or on the small icon on the top
left.

Enter relay entries and times

From the Meet Browser screen click on the Entries menu and select Entry by Event. The Entries
screen appears, showing the list of events in the top part of the screen and the list of swimmers
eligible to enter the event in the bottom part of the screen.
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BN Hy-Tek's TEAM MANAGER - Database:C:\TMIIData\Guildford City.mdb - [Entry by Event] CEK
B3 Time Calc  Wiew Print  Help - 8 x

g@w = ﬁ Evert [ 39| |<|>| Swim far Team:|TEST ﬂ Session: [ | Division | ﬂ

05-Feb-05 Surrey County Age Group Championships

. X Slovwver Faster Slovver Faster Sloweer Faster -
Sess || B ||Seceni] | ||l PSR | SIElE || AgR I"R‘Than-[\r‘ds] Than [¥ds] | Than [LCM] | Than [LCM] | Than [SCM] | Than [SCM]
0 R 200 Medley | 09-11| R | [ [
0 | | F 200 [Medley | 09-11| R | | | |
39 200 |Medley | 12-13| R
Meet Brovwzer to change Open Min. Lge11 Team | j Group | j Wwikd Gr | j
lI: Showy Swvim-Up Athletgs ' - converted time W - Subgroup | j witd Sub | j
iy Ailillies HReaty !n Meet. Select Swimmer by clicking Entered Box then Right Click to enter as Relay Only
lI: Only Athletes Already in Session @ indicates & Relay Only swimmer
slelclop e[ Fleln| i ol m][n]olrlalr|s[t]ulv]|[w|[x][v]:z
Event: [39] 12-13 Female 200 Medley Relay Mewv Relay [ Include Relay Man Lead-Cff Splts
First Mame Last Mame id |Ertrd | 4Bst | Bonus
Robert Clatke W ] Clear Swimmers | Find Best Relay |ElestReIayReport |
Phili H v
||p;?'|a ?me | O | g Swvimmers Ert |Best Custom Ex | Ht [LM
Waddie King | O | O
1 2, NT| 210005 [
Jeanette Marks | O | O 5 a i 2'150E‘ O
Caroline Maorrizon | O | O 3 o
Sian williams | O | mi
5
53
7
g | | »
4 »

2. Inthe toolbar at the top of the screen select your team name from the drop-down list beside
Swim for Team.

3. Inthe top part of the screen, scroll down until you get to the relay events.

4. To enter arelay team in an event, highlight the event in the top part of the screen. Swimmers who
are already in the meet are shown in the bottom left. For the Surrey County Championships this
year, please declare the names of your relay swimmers at this stage if you know them. If any of
your expected relay swimmers have not been entered for an individual event, please enter their
details as set out above in the section on Add swimmer info and enter them into a relay team.
This will ensure their details are recorded in the meet database.

5. The entry pack also includes a Relay Entry Form which you are asked to complete for each
event setting out the names of your swimmer in swimming order and hand it to the Meet
Administrator by the end of the Warm-Up for the relevant session. You must register relay teams
during the registration period in the usual way.

6. Click on New Relay in the bottom part of the screen. A new relay team is added in the bottom
right of the screen. Add a maximum of two teams per event.

7. Inthe Custom column, please enter an estimated entry time for the relay team. This will allow for
seeding to take place, although there are no qualifying times for relay events.

8. When you have entered all your relay teams close the Entry screen and return to the Meet
Browser screen by clicking on the X in the top right corner, or on the small icon on the top left.

Check meet entry info

1. From the Meet Browser screen you can print out reports of entries to allow you to check the data
you have entered, entry fee information and save the reports.

2. From the Meet Browser screen select the Reports menu. Choose from Entry Report to show
details of the entries for the meet or Entry Fee report to see details of all the fees required from
individual swimmers.

3. Select how you want your report to be shown. You can choose to sort by swimmer, event
number, gender, age, stroke and distance. When you have selected how you want the report to
be generated, click on Create Report. You will now be shown the first page of the report you
have selected, with the following toolbar. This example shows that there are 3 pages to the report
and a total of 63 entries included.

Entry Report

X 10f3 » o] =] &|&|&| [0z <] oz  100% B3 of 63
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4. If you don'’t like the way the information has been sorted, close the report by clicking on the X at
the left of the toolbar. If you want to print the report, click on the Print icon, the first of the
coloured icons. To save the report in a wide range of formats, click on the Save icon the third of
the coloured icons.

5. When you have finished looking at and printing reports, close the report and return to the Main
screen.

K. Export entries ready for sending

1. From the Main screen, from the File menu, select Export and then Meet Entries. The following
screen appears.

si| Export Entries g@@

Expart to Drive:
EZ -]

Expart to Directory:

[= =)

Entry Export Restrictions

Meet: | 05 Fab-05 Surrey Cournty Age Group Champ ﬂ

Export Relays [
P

0K
Cancel

2. Save the file to your hard disk. A confirmation message appears, with the 4-letter short
abbreviation for your team, “Entries” and a number. This number will be 001 the first time you
export your entries, increasing by one each time. In the following example, the team abbreviation
is TEST.

TEAM MANAGER

Entries exported ko CATMIIData, TEST-Entries00z2, ZIP




