2/12/2007

STEP-BY-STEP ON INPUTING SWIMMERS’ ENTRIES TO TEAM MANAGER.

1. Download TEAM MANAGER LITE software from the following link:

http://www.hy-tekltd.com/downloads.html
2. The following screen will appear. Click on the Lite . (highlighted in Yellow) and save the 23MB file onto your desktop
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3. Once the software is downloaded, you should see this icon on your desktop.
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4. Click on the icon to install TEAM MANAGER LITE into your computer.

5. After installation, you should be able to see this icon on your desktop.
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6. Click on the above icon and launch TEAM MANAGER LITE. You will then directed to the following screen. Type OK to start TEAM MANAGER LITE.
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7. TEAM MANAGER LITE Main Screen will be displayed as follows:
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8. Once the Main Screen is displayed, you are ready to key in Your Club Info. Do a File / Open
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9. A window will pop up; key in your club name. Eg Dolphin Swim Club and click OPEN
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10. When you key in your Team the first time, a SYSTEM PREFERENCES Screen will be displayed as shown. Key in the parameters highlighted in yellow.  Type OK when complete.
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Note that you need to key in the SYTSTEM PREFERENCES SCREEN only once. You no longer need to key in SYSTEM PREFERENCES SCREEN if you reopen your Team Manager.
11. You will then be shown the Main TEAM MANAGER LITE Screen
12. Click on Team / Add fill up the Team Maintenance Screen as follows:

· Team Code (Not more than 4 Alphabets in Capital eg CSC)

· Team Name in Full

· Short Name (eg SSA Branch)

· Team Type (Choose AGE = Age Group Team)

· Mail to:  (Name of Official responsible for keying in entries in the club)

· Email Address

·  Day Phone (Mobile Phone preferred)
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13. Once you completed the Team Maintenance Screen, type OK.

14. A blank Team Maintenance Screen will reappear. Type Cancel.

15. Then EXIT the Team Browser Screen.

16. You will be shown the Main TEAM MANAGER LITE Screen. 


Click on Athletes / Add and the following screen will be displayed.
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17. Key in the following info on the Athlete Information Screen (highlighted in yellow)
· Last Name (Surname) 

· First Name (Christian name preferred)

· (Maximum of not more than 14 characters include spaces for Last + First Name as the Scoreboard in SSS can only display 14 characters maximum\

· Birthdate (MM / DD / YY); The Age will then be automatically updated.

· Gender

· Athlete Email (Optional)
· Team 1 (Drop Down List of Teams)

· OK

· Fill in the next swimmers
Note:  You can only key in 100 swimmers as you are using the LITE Version  which is FOC.
After keying in all your swimmers’ particular, import the Event file from your Desktop to Team Manager Lite. The Event file for SNAG 2007 is attached together with the email sent by Dexter)
18. Do a File / Import / Meet Events



Import the  .HYV file
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19. You then clicks Meet / Entries / Entries By Name
· Highlight first swimmer participating

· List of eligible events displayed

· Check enter for the first event participating

· Key in Entry Time in Custom Time Column in format MM:SS.SS
· Please note that Entry Time slower than QET will be rejected by Meet Manager
· Go to next event and do the same

· After all events completed for the first swimmer, move to next swimmer and repeat the entries
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20. Close the above screen when you have keyed in all your swimmers’ entries.

21. The team clicks Reports / Performance / Meet Entries to create a report of the meet entries to verify that all entries are complete and correct.
22. Upon verification, the TM person clicks File / Export / Meet Entries. This will create a zipped file that is to be e-mailed to the meet host. (email to dexter.kang@swimming.org.sg )
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