Instructions for Exporting a Team Roster from Team Manager

1. In Team Manager 4.0, on the main menu screen, highlight REPORTS

2. ADMINISTRATIVE

3. ATHLETES

4. Click on CONTACT/MAILING/MEDICAL/RECRUITING tab

5. REPORT CHOICES appears, choose CONTACT INFORMATION

6. On the bottom left of the box, under GROUP FILTERS, select your TEAM, GROUP, and SUBGROUP. (within each athletes roster info, you can indicate/designate G for group (girl) A  for subgroup (A team).  If you’re unfamiliar with this, please call me.

7. In the middle of the box, select the appropriate SORT, which is AGE ASCENDING

8. In the bottom of the box, select the appropriate gender

9. Click CREATE REPORT button

10. On the next screen, the report will show.  You can print a copy for yourself and mail copies to the appropriate teams or continue as follows if you would like to email the rosters to the appropriate teams

11. On the ATHLETE CONTACT LIST screen where the report is displayed, click on the little envelope icon that has a red arrow pointing downward, that is located on the top menu bar.

12. An EXPORT box will appear.  Select the proper FORMAT by choosing WORD FOR WINDOWS DOCUMENT.

13. Under the destination portion, select DISK FILE and click OK

14. CHOOSE EXPORT FILE box will appear.  Choose where you would like to save the document and write a name for the file (ex. LHY GIRLS A DIVISION) where is says FILE NAME.

15. Click SAVE

16. Repeat the process for each dual meet team.  Make sure you name each of the reports differently according to the team’s division and sex.  For example, LHY Girls B competes in the D division.  I would name my file LHY Girls D Division.

Please make sure that the sex and division is indicated some where on or in the file.

Any questions, don’t hesitate to contact me.  It’s simple once you have things set up correctly.  
