Operating Procedure for Declaration of Swimmer or RSVP to Event

Below are the step-by-step instructions for how to declare your swimmer for a Swim Meet or to RSVP to an Event.
You will not be able to declare or RSVP in the SwimTopia mobile app.  You will need to access the website via internet.
· Visit:  https://waterstonewaves.swimtopia.com/
· Log-in with your account information (user name and password)
· Select “Season Schedule” from the top menu bar
· Drop down to “Meets and Events” – this will access the team season schedule.  
· Scroll down to find the Swim Meet you wish to declare or the Event you wish to RSVP to
· Select the “Meet Entry” button or “RSVP” button
· Green button = Event is open
· Red button = Event is closed
· You should now be in the declaration page for the Swim Meet you selected
· You should see your swimmer(s) name listed and a note “? Not yet signed up for this meet.”
· Select the “Edit” button below your swimmer(s) name.
· Next to your swimmer’s name, you will see a drop down box.  The default setting is “undeclared”
· Select “Attending this meet”
· At this time you may give information to the coaches in the “Notes for coach:” text box.  
· This information will be available to the coaches during the meet set-up process.
· Select “Not attending this meet”
· This removes your swimmer(s) from the meet roster
· Select the “Save” button
· Now your swimmer(s) name will have a green check mark for attending or a red circle for not attending.  
· To RSVP for an event, select the “RSVP” button from the “Meets and Events” list.
· You should now be in the RSVP page for the Event you selected (i.e. Donut Day)
· You will see names listed for parents/guardians and the swimmer(s)
· Next to each name, you will see radial buttons.  The default setting is “No Reply”
· Select “Attending” radial button for each person you would like to be included in the Event
· Select “Not Attending” radial button for each person you would like to be excluded from the Event.
· Select the “Save” button 
· Now your swimmer(s) name will have a green check mark for attending or a red X for not attending.  
· A green text box will appear “Your RSVP was saves successfully”
