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Electronic Meet Entry Procedure

This document covers the process to be followed where meet entries are being submitted
electronically for Swimming ACT approved meets.

To assist clubs with the preparation of event entries, Swimming ACT will accept entries in
Electronic Format from any club using Team Manager or Meet Manager software. Preparing
entries in this way removes the need for Race Secretaries to prepare summary sheets for
competitors and allows clubs to better track the entry fees owed by each competitor. Cards are
not required where entries are submitted electronically using Team Manager or Meet Manager to
prepare the entry file.

Before processing any entries please ensure that you have the name and date of birth of each
competitor correctly recorded and that their ID matches the Meet Manager ID recorded for the
competitor in the Registration system.

Entries should only be submitted by the Club Race Secretary or a duly authorised official of the
organisation or club.

INSTRUCTIONS (TEAM MANAGER)

1. The first step in completing E-Entries, is to obtain a copy of the event file for Team
Manager. Refer to the meet flyer for details of where to obtain the file for which you intend
to process entries.

2. Save the events file.

3. The event file needs to be imported into your Team Manager database. This is done from the
Team Manager (TM) main menu. Go to:
File; then
Import Meet Events;
then select the location of the meet event file, then the meet event file and import it.

4. From the main menu of TM go to Meets and check that the meet is listed. If it is not, then
retry step 3. If the event is listed then double click on it to ensure that following are correct:
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any discrepancy you found so that it can be corrected for all other users or so that Race
Secretaries can be notified of any changes.

5. If the meet is not “long course only” or “short course only” check that your course
conversion is correctly set before processing your entries. From the TM main screen:
- select Set-Up
- then Course Conversion
_ then the Australia tab #¥ Course Conversion Setup
. High Schoal | College | Australa | UK.
- then Cth on the SeleCt bUtton Yards to SC Meters -and- SC Mete
to use the Australian short course/long course conversion 25/50/1001200 Yards to Erter & factor o be
25450/ 00/200 SC Meters: (Muttiphy *ards by ft
factors. varde)
SC Meters to / from LC
TO turn Off the ConverSIOH factors: Freestyle: E seconds for each extra turm
Backstroke: | 0| seconds for each extra turn
- Select Set-Up Breaststroke: Ijl seconds for each extra turn
. Butterfly: E seconds for each extra turm
- then Course ConVerSlon Incivicusl Medley: [ 0] seconds for esch extraturn
-0R-
B then the Age Group tab Strsight Factor [ 0] applied to &l Strokes
- then set all the values in the “SC Meters to / from LC Typical straight turn factar iz 02 (2 %)
Meters” and the “Straight Factor” to zero (as shown to Long Distance Conversion Facto
the rlght) “ars to Meters, multiply by comversion factor. =or these
. Meters to Yards, divide by conversion factor applied fir:
- then click on the Select button
500 Yards to 400 Meters and 1000 Yards to 500 Mete
1650 Yards to 1500 Mete
Result Browser Conversion Preference
6. To commence processing swimmers entries, go to the L etersto Yars B ———
Meets window, click on Entries and select Entries by o
Name.
7. Select your club abbreviation in the drop down box at the very Member of
top of the page. [Note: This is not necessary if all the swimmers in Teamt: [Yio v
your database have your club abbreviation set against Team 1] Team 2 |
Team 3: ~
Use the features in the top section of the window (sex, age, team) if you wish to filter the
athletes shown to assist with entering individuals into events.
8. Using the entry request submitted for each competitor [this may be a card, email, scrap of

paper or whatever method has been deemed acceptable to you and your club], highlight the
swimmer’s name. The list of events appropriate to the swimmers sex and age will appear
on the lower half of the screen along with their Personal Best time applicable to the meet
and the date achieved. If the swimmer is not eligible to enter and event their time will be
shaded pink. Swimmers times can be checked whilst in this screen by clicking Athlete
Results at the top of the screen.

F1-1M

Best Time | Cus

Sesz | Div |Event Gen Distance | Stroke | &Age |Enter
1 LGN 200 |Free 12412
1 2% S0f M 50| Breast 1z-12| O
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24375

* 54375
*1:23.575
1:23.575

* 31855
*31.8as

T

T
T

T

In this section, select the events that the swimmer wishes to enter. Clarify any discrepancy
with the swimmer before submitting your entries to the meet host.

Repeat the process for all swimmers.
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9. To enter Relay events. Return to the Meets window and select Entries by Event.
Click on “Relays Only” at the very top of the page.

Select your club abbreviation in the “Swim for Team” drop down box at the top of the
page.

If you wish to restrict the relay teams to only those competitors who are already entered in
the meet — click in the box to the left of “Only Athletes Already in Meet”.

If swim ups are permitted click on the “Show Swim-Up Athletes” box.

In the event listing, scroll through the events until you come to the Relay event that you
wish to enter a team into. Highlight this and then click New Relay in the Centre of the
screen.

You can get Team Manager to select the team for you by clicking on “Find Best Relay”
or

Manually enter your team by clicking on the check box in the lower left screen. You can

either get Team Manager to calculate a team time by clicking on “Calculate Custom” or you
can enter a custom time by keying the team entry time in the field under Custom.
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A |Blish [Geilez ! o) | 1 ovenry LS| . Swimmers Ent [Best  [oustom  [Ex [t [Ln]
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Repeat this for each of the teams (where there is more than 1 from your club).
Repeat for all relay events and return to the Meets window.

10. When the entries are completed, on the “Meet Entries by Name” page, go to the top of the
page and select Print. From this page the summary sheet is produced for your entries.

In the filters section; select

- the clubs abbreviation

- Gen — All (to print both Male and Female entries)
all other fields should remain blank.

In the other options section; select
“Include proof of time” and
— indicate converted times.

In the Event Filters section; select

— individual (Where there are relay events Print the Individual Summary sheet, then reprint
the report selecting Relay and Show no Relay Swimmers and send both to the meet host.
This is done as relay events are sorted by Events and not Athletes)
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In the sort by section; select
— by name.

Then create report and export a copy of the report as a pdf. You can also print a copy for
your records.

11. Close out of the Entries window and return to the meets window.

12. Close the meets window and return to the TM main menu and click on “Export Entries”.
Export the meet entries to a file (and note the file name and where it is being saved).

13. Email the meet entries file and meet entries report(s) to the nominated meet contact (as per
the flyer or as notified to you).

14. The official processing the meet entries will get back to you to confirm that:
— your entries have been received
— notify you of any problems encountered during the import
— confirm the number of swimmers and entries (by type — individual and/or relay)
imported
— notify you of any other matter that need your attention (such as missing swimmer IDs).

15. Payments
A copy of the Meet Entry Fees report should be provided to support your payment.
— If you are paying direct into the hosts bank account include a pdf version of this report
with your meet entries.
— If you are paying by cheque, attach the cheque to a printed copy of the report.

To create the Meet Entry Fees report — from the Report menu on either the TM main screen
select Meet Reports or from the Report menu on the Meet screen:

— Select Meet Entry Fees
_ SeleCt the Meet 8 Meet Entry Fee Report B E a
— Select the Team Meet: [07-016-10 2010 MSW Short Course Champio -]
— Remove the tick from the box s . ™ Show Detais
e pecific Team: &S cnder r
next to “Totals on Separate Spestc oo [ <] -
’9 [T Totals on Separate Page

Page Specific Subgroup: ’—L| r::ale

— Click on Create Report. S B
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