Meet Manager 101

1. Installing the Program & Updates (http://www.hy-tekltd.com )

2.  Set-up the Meet – the meet invitation is the guide

A.  Set-up

  I. Meet Set-up

  II. Athletes/Relay Preferences 

  III. Seeding Preferences

  IV. Report Preferences – Headers (information required by SRS, such as pool location, pool length, and sanction number), Format, Punctuation, Printer (preview to screen prior to meet, print directly to printer during meet saves time)

V. Scoring Preferences – entry limits (essential – if this is completed, no one should end up in more events than they are allowed), max scorers per team, #award labels to print

  VI. Scoring Setup – see the meet invitation for scores; be sure to check points for relays – some meets [such as Spook Splash] don’t score relays, so they must be changed to 0 points.
B. Events

  I. Adding Events – Multi-Age Group (click on the box, put in the age groups into which the event will be scored), Scoring Event (yes or no), Entry Fee (usually different individual vs. relay events; if meet only has a surcharge, that will be entered in the Financial Report:  Team Reports, click on the Entry Fee Summary tab to complete)
  II. Records – update from previous meet

  III. Time Standards – download from Snake River web site and import using the File menu
  IV. Sessions (Heat Sheet vs. Psych Sheet; Session title, start time, entry limit, interval)

  V. Comments (event sponsors)

  VI. Use reports to proof hand entered information

3.  Meet Entries

A. By Disk or e-mail file

B. Hand entering

I.Team must be entered before entering athletes

II. Be sure to enter the athletes full name, including middle initial, and birth date to build their USA Swimming ID number; if you are missing information on an athlete, contact me for it

III. Proof hand entered times

C. Seeding (by computer) – seed one last time before printing heat sheet, then don’t seed the whole meet again (individual events can be re-seeded, but not recommended!).

D. Exception Report – will be generated by program with disk entries; should check against entry limits (# events allowed per day)

E. Once ALL entries are done, send backup file to Snake River Registration Chairman 

( luptak@cableone.net ( to verify all athletes entered in the meet are currently registered – don’t make the Registration Chairman have to ask for the file (she gets cranky)

4. Heat Sheet

A. Psych Sheet – referee likes to look this over for discrepancies

B. Team Report, use athlete entry count 

C. Session Report, gives time line (separate page each session)

D. Meet Program – print by session, or everything is printed in seeded format (whether you want it that way or not); print in double column, usually w/ records (if not also time standards)

E. Print 35 heat sheets w/o cover, ads, etc. for running meet (for officials, timers, computer desk); printed 150 for last year’s Spook Splash (in past, used ~40 to 60% of entered swimmers) to sell

5. Pre-Meet Reports

A. Team Report, use Entry Fee Summary to ensure teams have paid correctly

B. Entry lists go in coaches packets, giving each coach a list of athletes & their entered events

C. Meet Check-in sheets – post for events 400 yards & longer:  athletes sign in or cross out prior to check-in deadline, then their cards are seeded according to referee’s specifications (see “F” for labels for the cards for these events)
D. Lane Timer Sheets – print “sort by event then lane, include entry time & double space, 2 events or lanes per page”, sort, cut apart, reverse staple into packets by stroke (packet of butterfly, packet of breaststroke, etc., in event order); these go into lane timer boxes before each session – reverse stapling makes it easier for timers to tear off a sheet from the packet
E. Relay labels – go on cards, sort by team, cards go in coaches packets; include lane & heat assignment on cards
F. Event labels for Relay/Distance cards – events 400 yards or longer; include times but NOT lane or heat on cards (print from fastest to slowest); sort by age group (11-12, 13-19) and gender, keep in order from fastest to slowest.
G. For Spook Splash Trophies, need to do labels with swimmer’s name and team (by age group) beforehand to have ready to go on trophies at meet’s end; select Mailing/Registration Labels, click Registration Labels, Athletes Only, 1st Sort by Athlete, 2nd Sort Alphabetical, do one gender at a time, then the age group limits; this may take more labels, but it helps the people in the office who are trying to get labels on trophies one age group at a time – it minimizes the number of swimmers who somehow don’t get a trophy – or just print all the gender alphabetically
H. Names for t-shirts – we usually save an Athlete Roster as a .csv file (which can be opened in Excel), sorting the athletes alphabetically; the report can also just be done alphabetically by team; some t-shirt vendors can take this file to electronically do the athlete names
6. Running the Meet (& reports during the meet)

A. Download events to console

B. Export Start Lists (names file) for scoreboard 

C. If using the interface and events have been downloaded, clicking Get Times should bring in the information from the console; the Race Number (which is at the top right of the sheets that come from the console operator) can also be used to bring in the information

D. If NOT using the interface, double check your hand entry of times

E. Double check all DQ’s – look at the slip to make sure it matches the event, heat, and lane marked on the lane timer sheet or the console sheets

F. Score Event will print results  - preference:  single column (if set to print directly to printer) – post as quickly as possible (awards people usually come out for results & labels)

G. MUST enter names of relay swimmers (if file entered them, verify names from the cards)

7. Deck Seeding Events, 400 yards or longer 
A.  Should attend an Administrative Clinic to understand seeding; essentially, fastest swimmers are in the middle lanes.  Referee will tell you how he/she wants the swimmers seeded – fastest to slowest or slowest to fastest, regardless of gender, or alternating heats of single gender swimmers.  
B. Form on the team laptop (or Excel) can be used to type in names, give to referee to proof, then post (faster than writing by hand!).  
C. Cards need heats & lanes written on (plus “Combined Event #/#” if combining events), then passed out to either the coaches &/or the swimmers.  

D. Post seeding sheets several places, plus give copies of the heats to referee, deck referee, starter, timing console operator, and computer operator.
E. Use seeding sheet to “Adjust” the heats, moving swimmers into the appropriate lanes to match the information brought into Meet Manager via the Interface; use the Race Number so splits for each swimmer are included in the meet data.  Use the same Race Number when adjusting the athletes, regardless of different ages or genders swimming in the same heat.
8. Award Labels

A. Print labels in batches that will most efficiently use label sheets.
B. For Spook Splash, individual labels should have been prepared prior to the meet; as soon as the last individual event for an age group is complete, print “Scores:”  Individual Report, Use Athlete Age as Athlete Criteria, make sure to set up Age Criteria.

9. Post Meet Reports

A. Print 3-column results, usually only with records.  
B. Some teams will ask for a meet back-up on a disk, and/or …
C. Some teams will ask for a printed meet summary, as well as results for just their team (they write their newspaper article on the way home from the meet)

D. Must send meet back-up file to Patty Stratton, stratton@cableone.net (see information at http://www.snakeriverswimming.org/Documents/submitting_meet_results.pdf )

E. Send meet backup file to Snake River webmaster; find the link on the Snake River website.
10. Championship Specifics
A. Challenge 50’s:  these must be set up with three rounds:  preliminaries, semi-finals, and finals.  When the event is set up in Meet Manager, make sure (1) it is not scored, (2), it is not multi-age, and (3) second round moves 8 swimmers up, but after second round (yet before seeding for third round), change the number of lanes (ie, swimmers) to 4.  Before printing the heat sheet for the finals, “Adjust” the swimmers into lanes 3 – 6 (since Meet Manager will seed them into Lanes 1 – 4).  [You may also just want to leave the number of lanes at 8, and manually delete swimmers 5 – 8 after seeding for the third and final round.]
B. 200 / 400 IM – fastest heat needs to swim in finals.  Put the events into the Saturday morning preliminary session first, then put them into the final session.  Meet Manager will notify you that you already have it assign to another session.  It will ask if the fastest heat(s) are to swim in finals and how many heats are to swim in finals.  Only the fastest heat is to swim in finals – put in the number 1.  Check the heat sheet to make sure it states the fastest heat will swim in finals.

C. Traveling Team Trophy, Highest Percent of Improved Times:  This information will come from the Meet Summary, Summary Totals Report.  Make sure to only consider teams with at least 8 swimmers and 56 splashes; subtract the number of DQ’s from the total number of splashes to ensure at least 56 splashes.  Keep track of those who scratch from the whole meet (or whose results were all No Show’s), and subtract these from the number of athletes per team in the Teams, Athlete Entry Count Report.  Check the bottom right percentage, Improved Times Percentage.  The team that meets the above criteria, that has the highest percentage, takes the trophy home.  

D. Traveling Team Trophy, Team Highest Average Points Per Swimmer:  Teams must have at least 8 swimmers and 56 splashes to be considered for this award.  Once all events are scored, take the final point total for each eligible team and divide by the number of athletes.  (Be sure to use the number of athletes who participated – subtract off swimmers who were scratched or No Show’s for the whole meet).  Team with the highest average points per swimmer takes the trophy home.
