2022 Lone Star Summer Swim League — Team Manager
& SwimTopia Meet Entries

Create a new folder on your hard drive where you will save Team Manager/Meet Manager and SwimTopia files.
It will make things so much easier when you start to look for a file you exported or one that you need to import.

Importing Meet Events into Team Manager:
Locate the meet events file or the meet you want to import from the disk. For Dual Meets or for Tri-Meets, 1
through 4, they will be named:

“MeetEvents-2022 LSSSL DUAL MEET-28May2022-001.zip”
“MeetEvents-2022 LSSSL TRI-MEET-28May2022-001.zip”

For Championship Meets, a separate Division Meet Event file will be provided. Select the appropriate file for your
Division. The event files will be named:

“MeetEvents-2022 LSSSL Division A Championship-xxxxx2022-01.zip”

“MeetEvents-2022 LSSSL Division B Championship-xxxxx2022-01.zip”

“MeetEvents-2022 LSSSL Division C Championship-xxxxx2022-01.zip”

“MeetEvents-2022 LSSSL Division D Championship-xxxxx2022-01.zip”

= Impart Events

From the TEAM MANAGER Main Menu Bar, click on File ot ey g s
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Click on Import, then Meet Events.

Select the location of your CD drive in the pop-up window.
Click on the File name of the file you wish to import.

Click on Okay. TEAM MANAGER will unzip the file into a
temporary directory named TMxTemp and then ask you to choose from the list of files that were extracted.
Select the file shown in the window and click okay.

After the file is imported, go to the Meet Browser and select the new meet.
B3} Add Edit Delete Events Resuts Entries Ageup Reports Window Help

D Xxa@QEfPHan
Course: [Yards Meet Type: | - Meets Since: [ MW/DD/YY ] -] r Use Since Date

E | e | d | v ] 4 | Kk | v | wm | n |

(8 I ¥ R S

N o

(B YMCA STATE CHAMPIONSHIP 2001
YMCA 2001 District Champs

16-Mar-01)Y
| 04-Feb-01]Y
BCYMCA vs Canwell County River Rac| 28-Jan-01Y
Y League Annual Meet @ Southem | 27-Jan-01 !Y

9. For Dual Meets or Tri-Meets, the name of the meet you just
imported will be named:

2022 LSSSL DUAL MEET or 2022 LSSSL TRI-MEET

10. Click on Edit at the top of the browser and change the meet
name, meet date, and the course (yards or meters) to the
correct information for the meet you plan to enter. Edit as
necessary. Foryard pools, select “Y”. For meter pools, select

YM |T‘I-Feb-01 01-Dec-00|01-Aug-00
YM | 28-Jan-01|01-Dec-00|01-Aug-00| $0.00|
YM | 27-Jan-01|01-Dec-00|01-Aug-00| $0.00|

§2.00

I Meet Set

“Postal Code.
Courry.
*Course:

Sancton Number:

50.00|
50.00|

Eniryfees | Edgibity Rues |

50.00 |Kobler, N
$0.00 |Hamilton
$0.00 |Pinehurst

2022 LSSEL DUAL MEET (Renama Mest)

vamous

[San Antenis

=

[usa
r 3

halructions.

Ueet Dates

350 characiers max=um

Advanced Settings

HSJ! *Start Date: Wey 26,2022 @~ Nan-Conforming Course Factor [
End Date: [may 28, 2022 & | X -
“Waat Hoat Enlry Desdine. | Way 25, 2022 = - | L | T
Alrude: (o feet
11. Click Okay.
Save I Cancel I




Importing Meet Events into Swimtopia:

Meets in Swimtopia are managed from the Schedule > All Meets & Events tab in the Manage Team console.
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You can load Hy-Tek Meet Events files (.ev3 format) to create a meet in SwimTopia that retain all the important
meet data.

To import a Meet Event file, visit the “Schedule” tab in Manage Team.
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Click the “Add Swim Meet” button

Then click the “Add Swim Meet” button. You can choose to create a new empty Meet (without Events) or select
“Import Meet Event File...” to use the information in the Meet Events file to create the Meet.

You can then choose the Meet Events file you want to load from your computer.

New Swim Meet > Import Meet Event File

Import a meet event fle (Zip or .ev3 format) to create @ new Swim mest

File 10 upload
Choose File  Meet_Events._.015-002.ev3

Click “Choose File",
then find it on your

m Coneel computer...

Clicking “Upload” adds the Meet to your schedule. You can then review the settings.

For Detailed SwimTopia and Meet Maestro Instructions please see the supplemental document titled:

See SWIMTOPA/MEET MAESTRO SETUP and ENTRY INSTRUCTIONS.

Team Manger Tip:

Pre-Enter Athletes into A Meet

It's important to know what swimmers are able to attend a particular meet so that the Meet Entry Declaration
process will make sense. You will want to "restrict" the list of swimmers when you go to Entries by Event or Entries

by Name menus to ONLY those attending the meet - here's how.




Click on Meets from the Main Menu bar, highlight the meet and then and then click on Entries / Swimmer Entry
Status. Use this list to Pre-Enter your Athletes to restrict the number of swimmers displayed in the Entries by Event
and by Name menus.
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Entering Athletes/Relays into Meets in Team Manager:

| Agestini
|Andrews

| 25-Mar-89

M| u |

03-Jan-57
22-Apr-38
11-May-38

Julke Ann

| Thomas
|Tori
|John

Select Entries and then choose either by name or by event to complete your individual entries. Always do individual

entries FIRST.
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For relay entries, select entries and then choose by event. Pick a Relay event and TM will list all of the swimmers
that are eligible to swim in that relay event. For example, pick a Boys 11-12 200 Free and TM will list all of the boys
in your Database that are between 11 and 12 years old based on the age-up-date of the meet. Click on the New Relay
button to add a new Relay and if it's the A Relay, then click on Find Best Relay and will search your Database and

find the Best Time for that particular Gender/Stroke/Distance.

If you do not have a relay result for that

Gender/Stroke/Distance or you do not want to use their best time, you can enter a Custom Entry time.
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If you click on the Calculate Custom button below the list of Relay Swimmers, TM will add up the Best Times for each
swimmer and store it as a Custom Time. This will only work if four or more swimmers have times for that stroke
already recorded in the database.

If you click on the Show Swim-Up Athletes check box and TM will add athletes in the list that are younger than the
lower bound of the event age. For example, in an 11-12 Relay Event, TM would add to the swimmer list all of the
swimmers of that gender who were 10 years old and younger in addition to all of the 11- and 12-year-old swimmers.
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Click on the Only Athletes Already in Meet check box to filter the eligible swimmer list with only swimmers, who
have been previously entered in the meet.

For a Medley Relay, you can tell TM what stroke to use for the Best Time column. Next to the Best: choice under the
Clear Swimmers button pick the stroke from Free, Back, Breast, and Fly and TM will show you the best time for each
swimmer in the stroke selected.
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Entries in SwimTopia:

Go to Manage Team > Schedule > Meet Name > Entries. There you'll see the meet entry matrix, which is all the
meet entries for your roster by age group.
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Exporting Meet Entries from Team Manager:

1.

2.
3.
4

oo

From the TEAM MANAGER Main Menu Bar, click on File then Export then Meet Entries.
Specify the location where you want to save these entries.

Select the meet for which you want to export entries.

Check the box — Export Relays
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Click Okay.

Team Manager will build two export files and then ZIP them as one file. This one zip file has the following
naming convention: TTTT-Entriesxxx.ZIP where "TTTT" is the Team Abbreviation and "xxx" is a sequential
number beginning with "001". For example, if the Meet Entries are for the Team "ABC", the exported meet
entry file name would be ABC-Entries001.ZIP

Check What You Have Exported. After you have built your meet entry export file, click on Reports and then
Export/Import File Report and follow the menu prompts to review EXACTLY what information you exported to
the file.

Creating Meet Entry Report in Team Manager:

Reports by Events (This file is not required but can be quite helpful to everyone to check entry maximums):

1. Click on Reports then Meet Reports and Meet Entries and select a specific meet from the meet list.
2.  Report Filters — Click on Individual and Relays
3. Click on Meet Event Number
4. Click on the Create Report button
5. Click on the Export icon and export the report as a PDF.
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Reports by Name:

7.

10.
11.
12.

On the Choose Export Screen, select where you want to save the file and under file name, name the file to match
the “name of your meet by event”. Click okay. o=

Click on Reports then Meet Reports and Meet Entries and
select a specific meet from the meet list.

Report Filters — Click on” Individual and Relays”

Click on “Name”

Click on the Create Report button

Click on the Export icon and export the report as a PDF. = T T

On the Choose Export Screen, select where you want to save the file and under file name, name the file to match
the “name of your meet by name”. Click okay.




Exporting Meet Entries From SWIMTOPIA:
1. Click on Manage Team > Schedule > Meet > Entries > Merge/Export, lock entries, and download the Meet

Entries (.zip compressed.hy3 format) file to your local drive.
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Meet Entries Exports

When using a system other than SwimTopia for meet management, you'll need to share entry files with with your meet host. Entry files
for different systems are provided below, along with a roster file for your team

@ Meet Entries - Hy-Tek format ( zip/hy3) 6 mm—

Creating Meet Entry by Name Reports In SWIMTOPIA:

To generate a Meet Entry Report by swimmer in alphabetical order, go to Manage team > Reports > Meet Entries
by Athlete then select the meet and choose your desired report options, check “Only include attending athletes.”
When you hit Generate Report, you can then Print or Download to CSV and edit to meet your desired print
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Be sure to review and make any necessary corrections prior to emailing your entries.

BE SURE TO DOUBLE CHECK YOUR ENTRIES BEFORE SENDING THEM TO THE MEET HOST. Always confirm that
you do not have any athlete entered in more than 3 (three) individual events and in more than 2 (two) relays.




E-mail Entries:

To e-mail entries to the meet host, just use your standard e-mail software and attach the 1.) Entry export ZIP file
you created, 2.) along with the entry PDF report. When the meet host receives the file, they will import it and your
team will be entered into their meet. The documents allow them to confirm that all of your entries have imported

correctly.

REMINDER: *Dual Meet and Tri-Meet Entries are due to the Meet Host two days prior to the
Dual Meet or the Tri-Meet start date. (no later than 6:00 PM)

IF YOU NEED HELP:

Should you need help in setting up vyour database, please e-mail your question to
call408swim@shcglobal.net for an e-mail response. (Preferred method). Please provide your name, your
team’s name, and your phone number(s) and she will return the call.




