SwimTopia Meet Maestro 
Meet Maestro Training Videos – For Seven Hills League Volunteers that will be working at the computer during swim meets:
Meet Maestro is the software that will be used to merge entries, make changes, and run the meets.  It is very important that computer admin volunteers watch training videos ahead of time to learn how to run the meets.  The admin workers need to be assigned a role by the team rep so that they can log in to run the meet.  Meet Maestro is not accessible until entries are complete and marked “ready”.  Changes are then locked out and the meet can be merged. 
https://help.swimtopia.com/hc/en-us/articles/360025358072--Training-Videos-Meet-Management-with-Meet-Maestro-.   There are a couple of training videos on this page along with other information.  I highly recommend watching the webinar that’s 1.5 hours long because it is very comprehensive. Important takeaways from these videos:
· The meet templates are already set by the league and linked.  Do NOT unlink a meet. The meet templates already include our league rules such as events, age-up date and entry limits.
· Any computer can be used to login and run the meet.  Only an internet connection is needed.  Even if the internet connection goes out during the meet, the changes will still save and update when connected to the internet again.  
· Our league uses place judge slips. Per our league rules, these slips should only be referenced by the computer admin if a timing malfunction has occurred during the heat.  A timing malfunction includes two watch times more than .31 seconds apart, only one watch time, no watch times, or illegible watch times. The computer admin can manually change the places in a heat to match the place judge slip if needed.  
· More than one computer/volunteer can be used to run the meet.  It is advised that the volunteers not be entering data on the same page the same time though.  Example of how two people can run the meet is one person enters times & DQs for even heats and the other person odd heats.  Another way is one person enters all the times and the other person enters DQs, checks Place Judge slips and prints labels.  
· Changes such as scratches, relay names, deck entries, adding heats, and deleting heats can still be made after the meet entries have been merged.  Only someone in an admin role can make changes to the meet.  If the Away team has changes after the meet is merged, they must communicate with the home team to get “permission” to make changes.  The Away team cannot; add/delete heats, collapse heats, move/change home team athletes. 
· DQ slips can be found on under Documents on our league website.
· Files such as heat sheets, timelines, and results can be attached to your team’s SwimTopia site under the meet so that parents can access that information ahead of time. Save as PDF file. 
· The Gear/Settings icon in Meet Maestro will get you to the Reports page where pre and post meet reports are available.  Pre-meet reports include entry lists, place judge slips, timer sheets, heat sheets and timelines. Post-meet reports include results, DQ reports, improvement labels, record breakers, etc.
· Heat sheets and results will be automatically updated in the SwimTopia mobile app for parents and guests.  Be sure the check the settings in Meet Maestro for the mobile app. There is a free app and a Pro version app which costs $2.49 per month/$9.99 per year.
· Instead of using the generic place judge slips as we have always done, Meet Maestro allows you to print place judge slips specific each heat in the meet.  That is in the pre-meet Reports section. A couple of teams reported that using the generic forms work better. You are able to manually change the swimmer’s place if needed after you enter times.
· You can enter times either by heat or by lane. For one event, you can opt to enter all times from from lane 1, then lane 2, then lane 3, etc. or just enter it by heat like it’s been done in the past.  
· Combining Events – to combine events, the admin will adjust the lanes appropriately and manually mark the heat sheets for age group parents and officials.  Ex: If only 2 girls and 2 boys are  in the 25 freestyle, assign the girls to lanes 1 & 2 and assign the boys to lanes 5 & 6.  They will swim at the same time, but the heats will remain separated within Meet Maestro.
· Important Awards labels setting for our league: when setting up our awards, “Award Type” should be set to Heat Place, NOT Overall.  This way, each heat will get ribbon labels. To make things easier on our admins, we will be printing labels for everyone.  This is different from our league rules, but we have no way to create awards settings in Meet Maestro at this time.
· The meet template is set up so that heats 2 & higher are exhibition/non scoring heats. These heats should still receive ribbons when you mark “Heat Place” in the Awards Type.  When collapsing heats, be sure that there are only 3 scoring swimmers per team in heat 1.  If one team has more than 3 swimmers in a heat, there will need to be someone marked exhibition.  
· Once all the events on the left side bar are green, this means everything has finished and the meet is ready to score.  Lock Out Changes, then Transfer Results.  This automatically sends the results back to SwimTopia and our league page for anyone to see. No files need to be sent.  Times and results automatically update for each team. 
· There is an after-hours phone line for help needed during meets.  It might send you to VM, but it is checked regularly, and you will get a call back. There is also a “?” Icon on each screen that will take you to problem solving issues for whatever page you are on. 
