Lone Star Summer Swim League
In order to standardize the master Lone Star Summer Swim League database, a uniform Team Manager set up procedure has been established.  Please refer to the following guidelines when setting up your database for the 2010 Season.
System Preference:

Please select the following preferences:


Boys/Girls


Show Ages


Show Birth Dates


Last name first


Default Team Registration:  USS
Default Team Type: Age Group
Default LSC:  ST

Meet Age Up Date:  June 01, 2010
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Team Setup Procedures:

In the Team Manager Team Maintenance menu, under Team Name / Registration, please use the following set up procedure:

1. Team abbreviation should ONLY be Your Team’s assigned code.  Please do not use a designation such as SWIM-10 OR SWIM10.  Some teams may have been using numbers to designate the year, but names such as this can cause problems importing into the master database.  
2. Please use the following team abbreviations:

Canyon Springs 
CSSF

Castle Hills Forest  
CHF Deerfield   
DEER

Encino Park 
EPST


Finesilver Ranch 
FSRT

Harmony Hills 
HHCC

Hidden Forest 
HFST

Hollywood Park   
HPST

Hunter's Creek 
HCST

Inwood 
INWD

Inwood Hollow 
IWHO

Oak Meadow 
OMST
Rogers Ranch
RRST
Summerfield
SUMM
Vineyard
VVST
Vista Del Norte 
VDN

3. Team Name should be your Team’s actual name.

4. Type of Registration:  USS 

5. Type of Team:  Age Group

6. Under Mailing Information be certain the “LSC” field is ST.
7. Please be sure to include the team contact information (name, telephone, e-mail).  I need to know who to call with questions.
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Athlete Menu:

· Enter Last Name, Given First Name, and Middle Initial (Please be sure to include Middle Initial).    IF THE SWIMMER DOES NOT HAVE A LEGAL MIDDLE NAME leave the middle initial blank.  Do not enter a bogus middle initial!  

· If the swimmer has a “Preferred Name” – i.e. goes by middle name, has a nickname, etc., please enter under “Preferred Name”.

· Enter Date of Birth – let the system compute the age.  Every swimmer must have a date of birth entered into Team Manager.

●
Build or enter an ID number.   The id number will be the date of birth in two digit format followed by the first three letters of the legal first name, the legal middle initial, and the first four letters of the legal last name.  (mmddyyFFFMLLLL)  If there are only two letters in the first name, no middle initial, or only three letters in the last name, an asterisk * is used for the missing letters.

· Check the correct gender

· Enter desired contact/medical information for your teams use.
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Team Roster Export Instructions:
1. A team roster must be submitted to Angella Woodard at  call408swim@sbcglobal.net, no later than the start of the first scheduled meet, either May 28th or May 29th 1st depending on the team.   After that, if a team adds a member, they must submit an updated roster to Angella Woodard at call408swim@sbcglobal.net.

2. All swimmers’ names and information must be listed on the roster and submitted before they participate in any League competition.  Swimmers must be registered with their team no later than the second scheduled meet of the season.  All rosters must be complete and FINAL at that time. 

3. In addition to the team manager export roster, please also submit the roster as a word document or in rich text format.

4. The roster information for each swimmer MUST include:

Full Name

Date of Birth




Address

Age as of June 1 (current year)

Zip Code

Sex

Phone Number

Parent’s Names
Exporting Athlete Roster:


From Team Manager 4.0 or 5.0
1. From the TEAM MANAGER Main Menu Bar, click on File then Export then Athletes/Teams.  

2. Specify your Export Drive/Directory.  

3. Leave the filter choices blank to include ALL athletes.  

4. Customize the exported information by checking: Include Contact & Group Information check box. 

5. Click OK

6. Team Manager will ZIP the file using the following naming convention:  TTTT-Rosterxxx.ZIP, where "TTTT" is the Team Abbreviation and "xxx" is a sequential number beginning with "001".  For example, if the roster is for the Team "ABC", the exported file name would be  ABC-Roster001.ZIP

7. Click on Reports from the Main Menu Bar and then Administrative and Athletes.

8. Click on Contact/Mailing/Medical, Recruiting

9. Click on Contact Information

10. Click on the Create Report button and TM will provide a report preview of the Athletes Report.

11. Click on the Export icon (the envelope) at the top of the Print Preview screen and export the report as a Word document.  If a screen pops up that is titled Microsoft Outlook, just click okay.

12. On the Export screen, under format use the pull down screen to select Word for windows document and then click okay.

13. On the Choose Export Screen, select where you want to save the file and under file name, name the file “your team name-roster”.  Click okay.

14. Use your standard e-mail software and attach the roster export file you created along with the word document.  

15. E-mail the Files as an attachment to:

Angella Woodard <call408swim@sbcglobal.net>.  
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From Team Manager II

· From the TEAM MANAGER II Main Menu Bar, click on File, then Export, then Athletes/Teams.  

· Specify your Export Drive/Directory.  

· Leave the filter choices blank to include ALL athletes.  

· Customize the exported information by checking: Include Contact & Group Information check box. 

· Click OK 

· Team Manager will ZIP the file using the following naming convention:   TTTT-Rosterxxx.ZIP, where "TTTT" is the Team Abbreviation and "xxx" is a sequential number beginning with "001".  For example, if the roster is for the Team "ABC", the exported file name would be ABC-Roster001.ZIP

· Click on Reports from the Main Menu Bar and then Administrative and Athletes.

· Click on Contact Information

· Click on the Create Report button and TM II will provide a report preview of the Athletes Report.

· Click on the Export icon (the envelope) at the top of the Print Preview screen and export the report as a Word document.  If a screen pops up that is titled Microsoft Outlook, just click okay.

· On the Export screen, under format use the pull down screen to select Word for windows document and then click okay

· On the Choose Export Screen, select where you want to save the file and under file name, name the file “your team name-roster”.  Click okay.

· Use your standard e-mail software and attach the roster export file you created along with the word document.  

· E-mail the Files as an attachment to:

Angella Woodard <call408swim@sbcglobal.net>.  

Importing Meet Events:
Locate the meet events file or the meet you want to import from the disk.  They will be named:

“MeetEvents-LONE STAR SUMMER SWIM LEAGUE DUAL-28May2010-001.zip 

“MeetEvents-2010 LONE STAR SUMMER LEAGUE Division A Champ-27Jun2010-01.zip”

“MeetEvents-2010 LONE STAR SUMMER LEAGUE Division D Champ-27Jun2010-01.zip”

“MeetEvents-2010 LONE STAR SUMMER LEAGUE Division C Champ-26Jun2010-01.zip”

“MeetEvents-2010 LONE STAR SUMMER LEAGUE Division B Champ-26Jun2010-01.zip”
1. From the TEAM MANAGER Main Menu Bar, click on File

2. Click on Import then Meet Events.  

3. Select the location of your CD drive in the pop up window.

4. Click on the File name of the file you wish to import.  

5. Click on Okay.

6. TEAM MANAGER will unzip the file into a temporary directory named TM4Temp or TM5Temp and then ask you to choose from the list of files that were extracted.

7. Select the file shown in the window and click okay.

8. After the file is imported, go to the Meet Browser and select the new meet.

9. Click on Edit and confirm that the meet name, meet date, and the course (yards or meters) are correct for the meet you plan to enter.  For yard pools, select “Y”.  For meter pools, select “S”

10. Click Okay.

11. Select Entries and then choose by name or by event to complete your individual entries.

12. For relay entries, select entries and then choose by event.

Meet Eligibility Report:

This report is designed to produce a list of all of the eligible swimmers and their best times for each event in a particular meet. It is a great tool or coaches to use to prepare meet entries after the swimmers have competed in one or two meets.

1. Click on Reports then Performance and Meet Eligibility

2. Select the meet you will be entering from the meet list.

3. Click on the Include No Times check box and TM will include all eligible swimmers even if the swimmer has never swum the event.

4. Make sure the box - Show only eligible swimmers – is unchecked.

5. In Team Manager 4.0 or 5.0, you can click on Include Relays if you want TM to also include eligible Relay events for each age category.  This option is not available in TMII.

6. Keep the default selection – Sort by Age Group

7. Click on the Create Report button and TM will provide a preview of this report.  

8. You can either print the report or export the file to send it to your coach.

Exporting Meet Entries:
1. From the TEAM MANAGER Main Menu Bar, click on File then Export then Meet Entries. 

2. Specify the location where you want to save these entries.

3. Select the meet for which you want to export entries.  

4. Check the box – Export Relays

5. Click Okay.

6. Team Manager will build two export files and then ZIP them as one file.  This one zip file has the following naming convention:  TTTT-Entriesxxx.ZIP where "TTTT" is the Team Abbreviation and "xxx" is a sequential number beginning with "001".  For example, if the Meet Entries are for the Team "ABC", the exported meet entry file name would be ABC-Entries001.ZIP

7. Check What You Have Exported.  After you have built your meet entry export file, click on Reports and then Export/Import File Report and follow the menu prompts to review EXACTLY what information you exported to the file.
Creating Meet Entry Report:
1. Click on Reports then Performance and Meet Entries and select a specific meet from the meet list. 

2. Report Filters – Click on Individual and Relays

3. Click on Meet Event Number

4. Click on the Create Report button

5. Click on the Export icon (the envelope) at the top of the Print Preview screen and export the report as a Word document.  If a screen pops up that is titled Microsoft Outlook, just click okay.

6. On the Export screen, under format use the pull down screen to select Word for windows document and then click okay

7. On the Choose Export Screen, select where you want to save the file and under file name, name the file to match the “name of your meet by event”.  Click okay.

8. Click on Reports then Performance and Meet Entries and select a specific meet from the meet list. 

9. Report Filters – Click on Individual 

10. Click on Name

11. Click on the Create Report button

12. Click on the Export icon (the envelope) at the top of the Print Preview screen and export the report as a Word document.  If a screen pops up that is titled Microsoft Outlook, just click okay.

13. On the Export screen, under format use the pull down screen to select Word for windows document and then click okay

14. On the Choose Export Screen, select where you want to save the file and under file name, name the file to match the “name of your meet by name”.  Click okay.

E-mail Entries:
To e-mail entries to the meet host, just use your standard e-mail software and attach the entry export ZIP file you created, along with the two word documents.  When the meet host receives the file, they will import it and your team will be entered into their meet.  The word documents allow them to confirm that all of your entries have imported correctly.

IF YOU NEED HELP:

Should you need help in setting up your database, please feel free to call Angella Woodard at 408-7946 or 479-0881.  If you leave a message, be sure to include your name, your team’s name, and your phone number(s) and she will return the call.  You may also e-mail your question to call408swim@sbcglobal.net for an e-mail response.
PAGE  
5

