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Introduction and HELP! 
Welcome to Team Manager for Windows! This is a windows-based program that is extremely easy to use and 
will quickly become your number one resource for managing all of your team's data including: 

1. your team athletes information: name, age, contact information, and more. 
2. the entry of swimmers into events upcoming meets. 
3. the results of each of your meets with data organized by swimmer or event. 
4. the creation of reports  weekly top-times, and comparison to standards and records. 
5. printing of labels for things like improved times.. 

 
Team Manager for Windows's ease of use is the result of the logical way in which the data is presented and 
organized. This guide will help you through the preliminary stages of inputting your team's data and thereby 
laying the groundwork for maintaining all of your team's information. This step-by-step guide will help you to 
understand the program and allow you to make more advanced use of the program.  
 
If you have any problems, there are other resources that may help you. 

1. “Help” – on the right side of the Team Manager main menu.(You can use the help function to search the 
database of help topics or use it to guide you through the basic steps of getting started.  

2. Look in this manual for related topics. 
3. Contact your Coach, or the MM contact for your team. 
4. Contact last years TM and MM support for your team (They have already been through this!). If you 

don’t know who that was, contact your parent delegate or coach. They may have that contact. 
5. Contact a geek on your team.  With a little poking around they should be able to figure out how to do 

something in Team Manager and Meet Manager  
6. Check the MHSL web site for recent FAQ –www.mhsl.org – Documents – Computer.- FAQ 
7. Contact Hy-tek web site (www.hy-tekltd.com). Under “Support” 
8. If you have exhausted all other resources, or your question specifically pertains to how we use the 

software in the MHSL, then contact this years Computer Chair for the league. Their contact 
information can be found on the MHSL web site (www.mhsl.org). 

 
Conventions used in this document: 

1. The letters “YY” are used to designate the last 2 digits of the current year. Anytime you see “YY” used. 
(e.g. if it is 2008, anytime you see “YY” you would replace it with”08”. 

2. In instructions, you will see things like:  Select (Main Menu)>Setup>Preferences>System Preferences.  
This means that you should go to the Main menu (the starting location for the navigation instructions), 
then select Setup, which will either expose another sub-menu, or take you to a new page, where “System 
Preferences” can be seen, and then you should select System Preferences. This is just one example; you 
will see many such navigation instructions. 

 
 
Note: If you find something in this manual to be inaccurate or insufficiently clear, please submit this to the 
League computer chair. Please be specific about the issue. 
 
* Our sincere thanks to Joanie & Todd Grundman for the creation of the original version of this 
document, several years ago without which this training would not be possible!!  Additional thanks to the 
Rocky Mountain Swim League whose documents were reviewed and leveraged to improve our documentation. 
 
This program is fully compatible with Meet Manager, which will be used for the swim meets. 
 
Good luck! 
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Installing the software 
First load the program onto your computer as instructed on the software. Follow the instructions on the screen 
and use the default to save the program to your hard drive. After the program is fully loaded, remove the 
program disks and store them away for safekeeping (You may need these disks to restore the software in the 
future) 
 
The program will place an icon on your desktop. To open the program, double click on the icon. When 
the program opens, it will open to a colorful background and a title that denotes the version of the 
program that you are using. MM will prompt you to ask if you want to Check for updates (“yes” unless you 
have already done so). In TM you must select “Check for Updates” (2nd menu item from the right and follow 
prompts to download updates.  New releases are available on disk only for an upgrade fee.. If you do not have 
internet access from the team computer, you will need to use a computer with internet access to download the 
updates Go to www.hy-tekltd.com – select “Download Center” from the left hand navigation bar. Follow the 
instructions to download update files. You will then need to move this file to your team computer (using a 
floppy or a USB flash drive). 

 
 

Current Software Versions 
 
  

Software versions for 2008 season: 
Team Manager:  4.0Sc (or later) 
Meet Manager:  2.0Ft (or later) 
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Team Manager: Summary 
 

Team Manager:  Summary  

Before the Season  Before the Meet  After the Meet

Original: May 2006 LLB: TM big picture 
Updated: May 2008: rjm 

• Read the TM Manual 
• Update Team Manager 
• Download Record and 

standard updates 
• Create or retrieve team 

database 
• Set Age-up date to 

6/1/08 
• Age up existing athletes 
• Update Athlete Roster 
• (Verify Team Records) 
• Set up your file 

management for the 
season. 

• Add the meet 
• Import events 
• Create meet entries 

(including relays)  
• Create the meet entries 

export file 
• Create the roster export 

file 
• Attach these files to an 

email and send this to 
the host MEET 
Manager by 5:00 PM on 
Thursday (2 days 
before the meet) 

• COMMUNICATE, 
COMMUNICATE, 
COMMUNICATE 

• (phone and email) 

• Import results
• Check for records and 

all-star times. 
• Print reports 
 
 
 
 
 
 
 
 
 
 

These steps are important to the all- star entries process.
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Preparing for the Season 
 
Updating your Team Database 
 
Reusing last years Team Manager File  
Most teams will already have a master file to store and manage meets for their teams.  It is recommended, but 
not required, that meets be continually added to this same file over the years.  This allows reuse of the setup 
information, allows you to renew last years swimmers each year without having to reenter all their information, 
and allows you to show the progress of swimmers over their time on the team. 
*If you need to set up a new team database, please see the  appendix “Setting up a new team database”. 
 
Note:  You cannot open the Team manager file by double-clicking on the database (.mdb) file.  You must 
open the file from the File menu in Team Manager Select (Main Menu)>File>Open/New to either open an 
existing Team Manager file or to create a new one.  . 
 
By default: Team manager will open the last file that was edited using Team Manager.  Typically this would be 
your team’s most up to date file and would be the one to start off the current season.  However, you should do a 
sanity check to ensure this is the case.  Check the list of meets that are included (select (Main Menu)>Meets), 
you should see the meets from the prior year, where your team results are stored.  You can also check the list of 
Athletes (select (Main Menu)>Athletes).. 
 
Annual updates to the database: 
 
Update the swimmer “Age-up” date. 

·  Select (Main Menu)>Preferences>System Preferences 
·  A “System Preferences” window pops up. 
·  On the lower right side, under “Meet Age-up Date”. Enter Age-up date for the coming season: 

06/01/YY (where YY is the last 2 digits of the current year, e.g. in 2008, YY is 08).  You can either 
type the date, or select it using the calendar available via the right most drop-down button. 

·  Below that is the “System Age-up Date” Set it to 06/01/YY also. 
·  Select the Age-Up button… This will cause the ages for all swimmers in the database to be updated 

to their age as of 6/1/YY. This is needed to ensure that they are placed in the proper age events. New 
athletes age will be set according to the age-up date when they are entered. 

 
Update records and standards. 
 

Import the All-Star Time Standards, and league records for the season. There are 3 files that 
contain this information. These are: 
1. MHSLYY-y.rec  - Contains the yard MHSL records for the current year. 
3. MHSLYY-s.rec - Contains the (short course) meter MHSL records for the current year. 
4. ALLSTRYY.st2  - Contains All-Star time standards for the current year. 
(these file names may vary slightly from the above but should be obvious) 
 
To import this data perform the following these steps: 
 
Go to www.mhsl.org>Documents>Computers.  

Look under “Computer data files” and click on the file that you need.. Save file to your 
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hard drive, floppy, or CD or USB flash drive.  NOTE: In some cases, this download process 
may change the suffix on the file (e.g. .rec may get changed to .htm. You must rename the 
file to have the proper suffix as shown on the web site). 

 
To import the records data: 

1. Select (Main Menu):Records-Import Records  
2. Navigate to the drive where you saved the file and click Open. 
3. A window will appear prompting you for the drive to look on for the file containing the records. 
4. Use the drop-down box to select the drive where the files are located. Click OK after the drive 

designator has been selected. 
5. Double Click on MHSLYY-s.rec. Click OK. 
6. Repeat this process for the MHSLYY-y.rec to get the yards records. 

 
Repeat the process above for the meter records 
Repeat the process above for the All-star standards: but you must go to 
 (Main Menu):Standards-Import Standards 

 
 

Entering and updating Swimmer Information 
1. Select (Main Menu)>Athletes. This will open a screen where you can input all of the pertinent 

information on all of your swimmers (Refer to Figure below – The Athlete Database).  
2. NOTE- THIS STEP (2) IS OPTIONAL: One benefit of using last years’ database is so you don’t 

have to enter past swimmers info. At the beginning of the season make EVERY swimmer 
inactive. You do this in the  “Athletes”, window by checking the box to “Show Inactive 
Swimmers”, then check the box next to each swimmer to show them as “inactive”. Then, as 
they register you make them “active”. That keeps all their past results intact and you only have 
to enter data for NEW swimmers. 
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The Athletes database. 
 

3. You can use the line of labels just above the toolbars along the top of the screen to organize 
swimmers by name, gender, birth date, etc. If you need to edit information, highlight the 
swimmer's name and then click edit on the leftupper toolbar or double click on their name. To 
find a swimmer, click the first letter of their last name, then scroll to find that swimmer. 

Find  
Name 

Sort by 
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4. To add new swimmers - Click Add  to bring up the “Athlete Information” screen below. 

 

 
Adding or editing an individual swimmer information. 

 
 
5. Fill in the text boxes. The most important information is the swimmers' first and last names, 

their middle initial and their birth date - use all four digits for the year (it will calculate their 
age for you) and their gender . 

6. For Team 1 drag down to select your team. The additional information boxes do not need to be 
filled out, but I recommend it. This is.a great place to store your team's contact 
information and later produce calling lists or mail ing lists.  

7. Ignore the Registration and Recruiting toolbars. They are used by high school and college 
teams. 

8. Click OK. 
9. The screen will then clear to provide another blank window where you can enter another 

swimmer's information. 
10. Note that there are 3 more tabs in the Edit window to enter additional information about the 

swimmer. The Results toolbar can be used later (once you have results) to look at an 
individual swimmer's results in events that he or she swam throughout the season. 
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11. If there is a common last name,  the “Use Sibling Information” will appear. Clicking on ‘Use Sibling 
Information’ copies the ‘Primary Contact’ information from a brother, sister, or relative that might also 
be on the team.This saves having to update multiple swimmers if details change i.e. a phone number.  
Other contacts and medical information can also be stored for convenience.   

12. TM software will not allow a swimmer to be added unless at least one team is established (‘Team 1’).  A 
swimmer’s ‘ID #’ must also be created using the ‘Build ID’ button on the registration screen (double 
click on the athlete to bring up the registration screen).  This is a requirement for MM.  If no ‘ID #’ is 
established, MM will not recognize that swimmer in its software, and TM will not match the swimmer’s 
results when importing from MM.  For this reason, TM’s must submit the team roster with the entries to 
the MM (see below). 

 

Before each Meet 
 
Meet Set-up 

 
1. Click Meets . If you are using your previous database, this window should show all your 

previous meets. 
 

 
Meet Browser 

 
The Meet browser shows meets that have been maintained over many years.  The benefit of keeping meet details in 
one file allows for copying of Events and use of swimmer times.  The main tabs used for this section will be ‘Add’, 
‘Edit’, ‘Events’, and ‘Entries’.   

 
2. Click on the Add button on the left. This will cause a window to open.(‘Add’ allows a new meet to be 

created.  ‘Edit’ is used to change meet details of an existing meet. The functionality in these tabs works 
the same.) 
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3.   
Figure 4 

 
 
4. Fill in the following text boxes: 

a. Meet Name: (enter your team's name or abbreviation vs. your competitors name or 
abbreviation, I usually use the convention Away team at Home Team ….e.g. Foxridge at 
Piney Creek  

b. Location: (e.g. Piney Creek)  
c. Course: For now, you must make all of your meets S, for meters (well adjust this later) 
d. Meet Type: AG for Age Group 
e. Start Date: (enter the date of the meet) The ‘Start Date:’ and ‘End Date:’ is for the meet itself.  Our 

dual meets are one day meets so these date fields are usually the same.  The Prelims / Finals Events are over 
the course of a week.  The ‘Start Date:’ should be the first day of Events while the ‘End Date:’ should be the 
Finals date. 

f. End Date: ( enter the date of the meet, or the Finals if this is for championships). 
g. Age-Up Date : (the computer will default to the age-up date you entered earlier but 

make sure it is 06/01/YY) 
h. Check the box to “Use Since Date”  
i. Use Times Since: 06/01/YY (this will use times achieved during the current year. Early 

in the season, you may want to use last years times, so use YY-1, e.g in 2008 use 2007 
for early season seeding). (Note: use caution with “use time since” when preparing Top Times 
reports – it could be that a swimmer swam faster LAST year, which would change the 
swimmers’ rankings when placing them in events and/or Prelims.) 

j. The rest of the information is non-essential, but don't hesitate to enter information such 
as city or remarks for your own reference. 
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k. Click OK and then Cancel to close window. 
 
The meet that you just entered will now pop up on the Meets screen. Eventually, all of the 
meets that you swim during the summer will appear on this screen. Highlight the meet that 
you just entered and on the leftupper toolbar click Events . This will open the Events 
window.  
 

 
 
 
l. Click on Copy Events From.... . A new window will appear. 

 
 
 

m. In the drop down box, click on the meet titled “Default Events.” (Exhibit A is a listing of all 
Events)The figure above shows how this ‘Copy Events’ procedure should be accomplished.  If 
you do not already have a “Default events” see appendix A (Setting up a new Team Database)  
on how to load this default file from the League web site. 

n. Click OK. All of the  events should now be copied into the new meet. 



Mountain High Swim League Team Manager Handbook 2007 
   Page 13 

 
 
o. Close on the Meet Events window. 
p. Now you are back on the Meets window. 
q. At this point you can edit your meets to Yard meets if so required (Select the meet, 

change the Course to Y). If you don’t start them out as meter meets, the events will not 
copy. NOTE: Don’t try to do anything to combine events this will be addressed by the Clerk of 
course and Meet Manager. 

r. Select “Entries: Max Entries” In the upper right corner of the window, enter the Max 
Individual Events (3), the Relay events (2), and the Max Combined events (5). Placing 
this data in the prescribed fields will create an alert if this criterion is to be violated. 

 
Follow this procedure every time you set up a new swim meet 
Now you are ready to enter swimmers into their events. This is normally done by the 

coaches. 
 

 
Entering Swimmers into Events 
You should still be in the Meets screen. Highlight the meet in which you wish to enter swimmers. 
 
 
Now, we are ready to enter swimmers in their events for our meet.  There are a number of options 
here to complete the entry process.  Entries can be entered by Names or Events.  .  Make sure the 
meet to be completed is highlighted and has the right facing arrow on it.. 
 
Here you have the option to enter swimmers into their respective events either individually by name 
or by event.  Use whatever is best for your team Let's start by entering swimmer's into events individually by 
name. 
Select – Entries>Entries by name. 
This will open another window where you will enter a swimmer into events. 
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Next to For this Meet, Swim for team: select the drop down box and click on your team's name. This 
will bring up the names of all of your swimmers.  

 
 
Highlight the first swimmer's name. All of the events that this swimmer is eligible to swim will pop 
up below. You can now go below and enter the swimmer into his/her three individual events by 
clicking on and highlighting the events that you want them to swim. 
This screen is an ideal spot to look at each swimmer's entries individually to assure that you have not 
accidentally entered the swimmer in too many events. You cannot, however, access relay entries 
from this screen. Relay entries are discussed below. Click on the next swimmer’s name and continue 
this  process  until all swimmers have been entered  
All swimmers and relays must either have a time or ‘NT’ (no time) in the ‘Best’ or ‘Custom’ time field 
of the ‘Meet Entries by Event’ section. Otherwise, Meet Manager might not properly add swimmers to 
their Events.   
There is no need to enter decimals or colons when entering times.  Team Manager will automatically 
put them in once the field is exited.  Exhibition swims are no longer used in the league.  Exhibition 
designation is no longer necessary.  
 
As previously stated, MHSL limits swimmers to 3 individual events and 2 relays.  TM will give alerts if 
any swimmer violates that requirement.   
 
 
Click Close this window. 
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If you choose to enter swimmers by event, 
Select – Entries:Entries by Event. 

 
 
Select the Swim for team:, drop down to select your  team. 
Select the event for which you wish to make entries . 
Select the Team drop down and Select your team.  
 
The computer will progress through the events one by one, showing you which athletes are eligible to 
swim in which events. Entries that you selected in the -by Name section will now appear in this 
section. If you don't want to enter any swimmers, click Next Event. You can also use the Enter All 
button to enter all swimmers in an event or Clear All to do the opposite. It is in this screen that you 
will do your relay entries. 
As you progress through events, if there are events where you have no eligible athletes (for instance 
a team with no 15-18 boys), the computer will alert you that you have no eligible swimmers for this 
event. When the warning screen pops up click OK and continue on. 
 
To enter swimmers into relay events, Select – Entries>Entries by Event .  
 
 
Choose the first relay event. 
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Click on the first relay (usually the A relay) or click New Relay .The program will then show you all 
eligible athletes on the left  and the relays on the right. You can enter swimmers into the relay by: 1) 
Click on the names one by  one and drag  them to the spaces under “Swimmers” next to the relay list. 
2) Double click on the names. 3) Select the “Entrd” box next the swimmer name.  Enter the names, 
top to bottom, in the order  hat you want the swimmers to swim (especially important for Medley 
relays). You can enter additional relays by clicking the New Relay button. To assure that you don't 
enter swimmers who aren't swimming in that meet, click on the box titled Only Swimmers Athletes 
Already in Meet. 
 
All relay swimmers’ names must be entered into the TM file prior to being sent to the Home Team. 
 
If you make a mistake in order, you can just click and drag the swimmer to a different place in the 
relay (it will swap with the swimmer in that slot).  You can also select the “Clear Swimmers” button 
and start over. 
 
Teams can move swimmers up an age group. You can have those eligible swimmers names appear 
in the eligible swimmer name list on the left by clicking the box titled Show Swim-up Athletes. An 
example of this function is to allow you to enter a 13-14 year-old in a 15-18 year old event. Keep in 
mind, once a swimmer advances to an older age group, he/she must swim the rest of the meet in that 
group. They may not move back down to their legal age group. The only exception is for 13-14 year-
olds. They may swim up for the medley relay and then move back down to their age group for the 
remainder of the meet. 
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NOTE:You can also use the “Find Best Relay button” to have the computer calculate the best relay.. 
However, a word of caution is given.  Depending the ‘Use Times Since:’ date in the Meet Maintenance 
component (Table 4), the ‘real’ best relay might not be chosen with this feature.  Remember, the software is 
looking for the best combination from information available to it.  TM may not have good information to sort if 
the ‘Use Times Since:’ does not cover an appropriate period of time. 
 
Once you have entered all swimmers into their events, click Close this window . To view your meet 
entries in total, Select Entries>Entry browser. . This will show you all of the entries that you have 
entered. You can make changes to these entries by going back into the entries either - by Name or -
by Event . 
Later you will be able to use this same screen to view your swimmer's results. You can look at them 
under a screen where all events are shown using the Results button, or view them -by Event or -by 
Name, in the same fashion as you did when entering the swimmers enter their respective events. 
You can also print these respective screens using the print function in the left top toolbar. For 
examples of the reports, please see Appendices C & D. 
Click Close this window. 
 

 
It might be useful to run a report to see if any swimmer is entered in too many events.  From the Meet 
Entry report select “Reports>Entry Report”. 
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Select “name” to run this report by swimmer.Select your criteria and hit ‘Create Report’ to generate a 
list of events or swimmers showing the following output. 
-Note that ‘Ahlbrandt, Carter’ is entered in 4 individual events.  It is easy to correct any swimmer in 
too many events.  Go back to the ‘Entries’ tab and de-select the event that should not be swum to get 
swimmers back to maximum allowed. 
-Note: MM will also catch this error.  It might be advantageous to run this report a couple times to 
ensure data correctness.  Some have found it useful to post the final report for swimmers to review 
for their Meet Events. 

Table 12 

 
 

 
Exporting Your Entries 
Now that you have your entries created in Team Manager, you are ready to export the information to 
a file that will be brought (imported) into Meet Manager. To do this, place a blank disk in your floppy  
disk drive (usually A), or insert your USB flash drive.  

1. Go to the main menu toolbar 
2. Select File>Export :Meet Entries   
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3. This opens another window. 

 
 
4. In the upper left hand corner select the target drive.for exporting the file (Drive A  for the 

floppy, or your USB flash drive).  
5. Make sure the correct meet is selected, and that “Export relays” is checked.  
6. Click Okay. The system will create an Entries export file on the target drive. A message will 

appear that tells you the export has been completed show you the pathname of that file (MAKE 
SURE YOU KNOW WHERE THE FILE WAS PLACED).  (You can repeat this process, if you 
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need to, but each time meet manager will increment the last digit of the file name…e.g 
001…002..etc.  Make sure you choose the proper file to move to meet manager. 

7. Click OK on the confirmation box. 
8. Click Cancel  on the “Export Entries” window. (if you click OK, it will just create another version 

of the file.)  This will return to the main Meet Manager screen. 
9. The file name should have the following standard name <Team Abbreviation><Dual Meet 

Date>.zip.  A file name: PCRK 060108.zip would be Piney Creek’s dual meet entries for their 
Meet on 6/01/08.  The name change is best accomplished by using the ‘Rename’ feature in the 
Explorer window before attaching the file to the email to the host team. 

10. You should also send a team roster along with your entries: this will make adding swimmers 
easier if this needs to happen on the day of the meet. Select (Main menu)>File>Export> 
Athletes/Teams; select team and “all”.  Rename the output file to<Team Name> 
<date>Roster.zip, and also attach this to the email to the host team. 

11. Attach the entries export file and the roster file to an email and send it to the host team Meet 
Manager   Indicate your team name, and PLEASE PROVIDE YOUR CONTACT 
INFORMATION SO THAT IF THERE ARE ISSUES THEY CAN CONTACT THEM TO 
RESOLVE THE ISSUES QUICKLY. (The meet manager for the host team can be found in the 
MM contact list on the MHSL web site:www.mhsl.org>Documents>Computers>Meet Manager 
Contact list) 

 
THESE FILESTHIS FILE MUST BE SENT BY 5:00 P.M. THUR SDAY PRIOR TO THE MEET. 
If you made a disk, remove the disk; label it with the name of the meet, your team's MHSL code 
and the file creation date. This disk (or the USB flashdrive should be taken to the dual meet and 
given to the scorer’s table. They will return this to you with your meet results on it. Once you have 
the results, you will Import them back into Team Manager. 

 
Please be courteous and understand the TM file is the first step of many to create a proper and well-
run meet: 
 
All meet entries are considered final at the time the file is sent to the Host Team.  It is expected some 
deck changes will be required on the day of the meet.  These changes should be minimal. 
 

After the meet 
 
Importing Meet Results from Meet Manager 
THIS IS IMPERATIVE.  You must import the results from each meet into your Team Manager 
database.. This is necessary in order to have your swimmer results in order to submit them to All-
stars (these instructions will be provided later, separately). 
To import the results from a completed meet, click on File>Import>Meet Results. 
 
 
A dialog box pops up to help you select the correct path to the results file.  Select the correct drive 
and click OK. Once you are at the correct sub-directory, you will see file which should be named – 
Meet Results - <meet name><meet date>.00N.zip. For example: 
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Double click of the file which will show the following dialog. 

 
 
Click OK. 
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Double click on the Meet Results file which will show (something like) the following: 
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 Leave the defaults but make sure:: 
Add New Teams/Athletes – is checked. 
Import Relays – is checked. 
Import Splits – is unchecked. 
Save Relay Lead Off as Result – is checked. 
Then click on the OK button and you will see the data being counted as it is imported into Team 
Manager 
 
The results will then be reported: 
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Click Close . 
If all the data cannot be imported, a message box will appear telling you to run the Exception 
Report .Click OK to close this dialog box. To run this report, select Reports from the menu bar and 
Exception Report. This report will tell you exactly what data was not integrated so you may either fix 
the output or manually enter the data yourself, or work with your MM to fix data problems if the 
‘Records Checked’ does not equal the ‘Records Processed’ 
If the integration has been successful, close out the dialog box and exit Team Manager or choose 
another option on the toolbar. 
 
Note: The imported file might change the meet name or create another meet (two meets on the same 
date) if both the TM and MM have not followed the same naming schemes. This is not fatal.  Both 
meets can be maintained.  The name of the Meet can also be renamed and/or eliminated to reduce 
clutter or confusion from duplicative meets. The entry times are unimportant going forward (unless 
previous meet entries are used to create a new meet).  When the cleanup process is complete, make 
sure the results are available for the next meet. 
 

Special Instructions for All-stars 
One of the important reasons for importing the All-star time standards and your meet results into 
Team Manager is that these are important precursors to preparing your entries into All-stars.  
In order to create your entries file for the All-star meet, you follow the same steps as you would for 
creating other meet entries, with a few additional steps. 
The overall process would be as follows: 
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1. Ensure that you have imported all of your meet results as specified above. Any results you 
leave out decreases your swimmers chances of making All-stars. 

2. Confirm that you have imported the All-star Time Standards.  These are required for you to be 
able to confirm that your swimmers have achieved All-star times. 

3. Create a Top Times report to identify the All-star swimmers 
 
 

Other Features 
Click on Reports in the toolbar on the main screen. Explore the different options on this menu to 
generate and print many different reports including meet entries, results, performance reports, etc 
(See Appendix Listing) 
Click on Labels to see your options that are available. 
 
Also, I have found it helpful to the coaches to give them each copies of Meet entries by name to 
review and have on hand at the meet. 

Conclusion 
With time, your team will come to rely on this program to organize all of your meet data. The best way 
to learn this program and fully take advantage of all of its capabilities is to spend time exploring its  
features.  (you should always make a backup copy of your database before exploring though!). Don't 
hesitate to be creative and venture into areas of the program that were not discussed in the 
aforementioned discussion. Other areas that weren't discussed are very important in the use of 
transferring information back and forth between Team Manager and meet manager. Good luck and 
don't hesitate to ask for help or clarification on any aspect of the programs that you don't understand. 
 

Important tips to Remember 
Keep the databases of teams within your division separate. There is absolutely no reason why you 
would need to be able to access multiple teams’ data within the same databases. Meet Manager is 
the forum in which teams' data is combined and swimmers heated into events. After first completing 
the entry of your team information, be sure to back up your database. You can back it up to a floppy 
disk or a USB flash drive by using the function found under the File toolbar on the main menu.. You 
must update your database weekly throughout the swim season in order to prepare for All-star entries 
(more on that later). 
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Attachments and Appendices 
 
 
Attachment 1: EVENT LIST 

 

Mountain High Swim League 
Order of Events 

Boys 
Event 

#     
Girls 

Event # 
1 Boys 13-14 200 Free 2 
3 Boys 15-18 200 Free 4 
5 Boys 8 & U 100 Medley Relay 6 
7 Boys .9-10 200 Medley Relay 8 
9 Boys .11-12 200 Medley Relay 10 
11 Boys 13-14 200 Medley Relay 12 
13 Boys 15-18 200 Medley Relay 14 
15 Boys 6 & U 25 Free 16 
17 Boys 8 & U 25 Free 18 
19 Boys .9-10 50 Free 20 
21 Boys .11-12 50 Free 22 
23 Boys 13-14 50 Free 24 
25 Boys 15-18 50 Free 26 
27 Boys 8 & U 25 Fly 28 
29 Boys .9-10 50 Fly 30 
31 Boys .11-12 50 Fly 32 
33 Boys 13-14 100 Fly 34 
35 Boys 15-18 100 Fly 36 
37 Boys 6 & U 25 Back 38 
39 Boys 8 & U 25 Back 40 
41 Boys .9-10 50 Back 42 
43 Boys .11-12 100 Back 44 
45 Boys 13-14 100 Back 46 
47 Boys 15-18 100 Back 48 
49 Boys 6 & U 25 Breast 50 
51 Boys 8 & U 25 Breast 52 
53 Boys .9-10 50 Breast 54 
55 Boys .11-12 100 Breast 56 
57 Boys 13-14 100 Breast 58 
59 Boys 15-18 100 Breast 60 
61 Boys 8 & U 50 Free 62 
63 Boys .9-10 100 Free 64 
65 Boys .11-12 100 Free 66 
67 Boys 13-14 100 Free 68 
69 Boys 15-18 100 Free 70 
71 Boys 8 & U 100 IM 72 
73 Boys .9-10 100 IM 74 
75 Boys .11-12 100 IM 76 
77 Boys 13-14 200 IM 78 
79 Boys 15-18 200 IM 80 
81 Boys 8 & U 100 Free Relay 82 
83 Boys .9-10 200 Free Relay 84 
85 Boys .11-12 200 Free Relay 86 
87 Boys 13-14 200 Free Relay 88 
89 Boys 15-18 200 Free Relay 90 
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ATTACHMENT 2:  FILE MANAGEMENT  
 
This attachment provides recommendations for how to create and maintain an orderly set of databases, files and all 
computer artifacts on your computer, and to pass them on to your successor. 
 
It’s a good idea to back up all of your files to a CD, a memory stick, or another computer.  You never know when your 
computer could crash.   
 
File Management:  One archive! 

·  Team Manager (TM)  archives all results for all swimmers year-after-year 
·  On your hard drive (c:\) use the TMIIData file to store all your team data  
·  In TM, add all meets for every year to a single file: 

o Name it c:\TMIIData\<team name>.mdb 
·  On your hard drive, create a swim team file to store reports, results, etc. 

o Name it c:\swmeets 
o Create subfolder for each year  

�  c:\swmeets\2007 
o Create one subfolder for admin stuff 

·  c:\swmeets\2007\admin 
·  save events file here    c:\swmeets\2007\admin\events.hyv 

o Create 7 subfolders for each meet + prelims + finals 
·  c:\swmeets\2007\<opposing team><date of meet MMDDYY> 
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Appendix A - Setting up a new Team Database: 
When using Team Manager 2 for the first time, you will need to create a team database. The 
database contains the swimmer info, records, time standards, meet entries, etc. You will be creating a 
database for your team that will eventually contain all of this information. Perform the following steps 
to 
Create your team database: 

1. Select (Main Menu)>File> Open Database./New. This will open 2 windows. The foreground 
window  will be  prompting you for a new database name. 

2. In the “file name” box type the MHSL character abbreviation for your team. (See the 
abbreviation list on the MHSL web site: www.mhsl.org>Documents>Computers>Team Codes.) 
This will create a database where all of your team's information is kept. 

3. Click OK. This will close the foreground window and allow access to the “System Preferences” 
setup window. 

On the left side of the System Preferences window. 
4. Under “Gender Designation” Select the radio button for “Boys/Girls (B/G) . 
5. Under “Athlete Browser Options” Select “Show Ages ”, “Show Birth Date ”, and “Last Name 

First ” in the  box. 
6. Under “Relay Lead-off Splits” – select “Use Relay Lead off splits”  
7. Don’t check anything else on the left side of the window. 
 

On the right side of the System Preferences window 
1. Under For “Default Team Registration: ”, choose USS from the drag-down box. 
2. For “Default Team Type:” , choose REC from the drag-down box. 
3. For “Default Country ” choose USA from the drag-down box. 
4. . For “Default LSC ” choose CO from the drag-down box. 
5. For “Default State:” , choose CO from the drag-down box 
6. For “Meet age-up Date:” select the third option and enter 06/01/20YY in the “MM/DD/YY 

box. (where YY is the last 2 digits of the current year) 
7. For “System Age-up Date: ”, enter 06/01/20YY (The age up date is set by the league as 

6/1/YY and will not change during the season.) 
8. Select the Age-Up button- this will run through the entire database and update the ages of the 

athletes to their age based on this age-up date, this should be done each year, when the new 
age-up date is set at the beginning of each season. New athletes age will be set according to 
the age-up date when they are entered. 

9. Click OK. You can always return to this menu and change any of the information by selecting 
Setup-  

 
Establish Report Preferences -Preferences-System Pr eferences f 

1. From the main menu. Select Setup, then Preferences, the Report Preferences. 
2. Under “Report Headers” enter the text you want printed at the top of all reports.  
3. Under “Punctuation” highlight “As Keyed/Imported ” and “No Designation. ” 
4. Select your label types (we generally use 3 X 10 labels). 
5. The program will search your computer's hard-drive and determine your default printer. If this 

is not the correct printer, select the default printer for Team Manager. 
. 
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Import additional data: 
Import the events, All-Star Time Standards, and league records for the season. There are 4 files that 
contain this information. These are: 
1. MHSL_Ev.hyv - Contains the events listing in Meters (this file does not typically change from year 
to year. If you have a yard pool, you will still start with this file and then change it to Yards. 
2. MHSLYY-y.rec  - Contains the yard MHSL records for the current year. 
3. MHSLYY-s.rec - Contains the (short course) meter MHSL records for the current year. 
4. ALLSTRYY.st2 - Contains All-Star time standards for the current year. 
(these file names may vary slightly from the above but should be obvious) 
 
To import this data perform the following these steps: 

1. Go to www.mhsl.org>Documents>Computers.  
2. Look under “Computer data files” and click on the file that you need.. Save file to your hard 

drive, floppy, or CD or USB flash drive.  NOTE: In some cases, this download process may 
change the suffix on the file (e.g. .rec may get changed to .htm. You must rename the file to 
have the proper suffix as shown on the web site). 

To import the event data: 
1. Go to the Main menu: Click on File>Import Meet Events.  
2. Navigate to the drive where you saved the file and click Open. 
3. A window will appear prompting you for the drive to look on for the file containing the events. 
4. Use the drop-down box to select the drive where the files are located. Click OK after the drive 

designator has been selected. 
6. Double Click on MHSL_Ev.hyv. Click OK. 
7. Click OK on the import box. This will import the events into your database. (This will place a 

meet called “Default Events” under the Meet menu. We will discuss this in more detail later.) 
*If this is an existing database you do not have to import Meet Events as you already have those in 
the system from last year and these do not change. 
 
To import the records data: 

7. Select (Main Menu):Records-Import Records  
8. Navigate to the drive where you saved the file and click Open. 
9. A window will appear prompting you for the drive to look on for the file containing the records. 
10. Use the drop-down box to select the drive where the files are located. Click OK after the drive 

designator has been selected. 
11. Double Click on MHSLYY-s.rec. Click OK. 
12. Repeat this process for the MHSLYY-y.rec to get the yards records. 

 
Repeat the process above for standards: by going to (Main Menu):Standards-Import Records  
 
Entering Team Data 

1. Click on Teams on the toolbar. This will open a window where you can enter your team name. 
All of the information on your team will be maintained and organized under this team name. 

2. Click Add . This will open another window where you can enter your team's information. 
a. For Team Code, type the MHSL abbreviation that you used earlier to denote your team. 
b. For Registration, enter USS.  
c. For Team Type, enter REC. 
d. Under Team Name, enter your full team name. 
e. For the LSC, use our state code of CO. You can fill in the rest of the text boxes as you 

desire, but none of the information is required. 
f. After you have finished entering the information click OK. This will empty the fields. 
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g. Click Cancel to exit the window. 
 

Remember that you only want to have your team in this section. Other teams' information 
will be kept in their own separate databases. . If you want to add a second team, follow the 
steps above to create another new database for the second team. 
The toolbar buttons found along the top of the window designate how the information is sorted 
on the screen. By clicking on Name it will sort the information name first. If you choose City , it 
will organize the information by city name. This option is not very important on this screen 
since you only have your team, but similar options are available in later use of the program. 
You will return to this page later as it is the location where you can look at your entire season's 
results for every swimmer and every event swam.  

 
 
Now go to - Entering and updating Swimmer Information in the main document, page 5. 

 
Appendix B – MHSL Team Codes 
For the current listing of Team Names, Abbreviations, and Divisions, go to 
http://www.mhsl.org/teams.html 
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Appendix C – MHSL Meet Entries Report by Name  
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Appendix D – MHSL Meet Entries Report by Event 

 


