
 
Team Manager 

To Get Started: 
1. Open Team Manager 
2. Click on “Set-Up” at the top left hand side of screen 
3. Then click on “Preferences” 
4. Then click on “System Preferences” and set preferences as seen below... 

5.  
6. Click “OK” to close the window 

 
To Add/Delete Athletes in Your System: 

1. At the home screen, click on “Athletes” at the top left hand side of screen 
2. It should pull up any athletes in your system at that point.  Make sure your Team is 

correct at the top. For example, Winterset should be WTRS-MV.  Here is what it should 
look like… 



3.  
4. You may sort your athletes by any subgroup…Last Name, First Name, Gen, Age, etc by 

clicking on that specific sub-group title (in blue at the top of each column) 
5. To add an athlete, click on “Add” at the top left hand side of your screen and you will get 

the following pop up window 

6.  
7. You must enter the Last Name, First Name, Birthdate (which then automatically puts in 

their age), Gender, Team 1 (select name using drop down menu).  Then you will click on 



“OK” at the bottom to save the info.  You may enter additional info if you chose to but it is 
not required.  Once you hit “OK”, you can add your next athlete and the Team 1 field 
should already be saved.  If you exit this screen, you will have to enter the Team 1 field 
again. 

8. To delete an athlete, I would suggest making them inactive and not deleting them from 
the system, so their results stay in your system, but they are not available to participate 
this season.  On occasion you will have swimmers that decide not to swim one year and 
then return.  To do this in the system, you will go to the “Athlete” screen seen at step 3 
and double click on the athlete you want to select.  When you double click on the 
athlete’s name, you will see the screen shown at Step 6.  You will then click in the 
“Inactive” box on the bottom right hand side of the screen and then hit OK. 

9. To find an athlete that has been made Inactive so you may reinstate them if they are in 
your system, you will click on “Athletes” as seen in step 3 and then click on the box that 
says “Show Inactive Swimmers” at the top middle of your screen. You will then see any 
additional swimmers that were once in your system.  To make a swimmer active again, 
double click on the swimmer’s name to go to their Step 6 screen.  You will then uncheck 
the “Inactive” box and click OK, which will then make them active again. 

 
To Set Up a Meet for Meet Entry Purposes: 

1. From the home Team Manager screen, click on “Meets” at the top middle of your screen. 
2. Then click on “Add” at the top left of your screen and you will see the following screen... 

3.  



4. You will enter the information in the required fields, which are indicated with an * next to 
them. The “Course” is going to be “Y” for convert all best times to short course yards, 
unless you are preparing entries for Lakewood and then it would be “S” for convert all 
best times to short course meters.  (This is what you will use for championships as well!) 
When you finish entering the required fields on this screen, you will hit the “Save” button 
to go to the “Entry Fees” screen, which looks like… 

5.  

 
6.  You will not enter any information on the above screen.  You will just click on “Save” to go to 
the “Eligibility Rules” screen which looks like… 

 



 
7.    On the “Eligibility Rules” screen, you do not have to enter any information, but you could 
chose to click on “Do NOT Allow No Time Entries” if you only want swimmers to swim events 
that they have times for.  This is really only useful during summer league when doing entries for 
Championships, but you could use it if you want to.  The other field that you may want to check 
is the “Use Times Since” field.  For example it might be useful to use times from last season to 
get started this season, but you may not want to leave it blank or it would pull times from two 
years ago.  Once you get closer to the end of the season, you may only want to use times since 
June 1, 2016 so that swimmers don’t get entered in meets with times from last season.  Once 
you have entered what you want to on this screen, click on “Save”. 
8.  You will then return to the following screen, which will show all your meets that have been 
set up in your system.  

 
9.  To set up the events for your meet, you will highlight the meet that you want to add events to 
(as seen above in royal blue) and then click on “Events” at the top left hand side of your screen. 
It will open another screen and on that screen you will click on “Copy Events” and a new window 
will pop up that looks like this… 

 



10.  You will choose the meet you want to copy the events from, from the drop down menu.  For 
this one, I have selected “16-June-16 Winterset @ Windsboro.  You will then click “OK” and you 
will see the following screen, which should show that you are copying 70 events.  

 
11.  Once you have copied the events into your meet, you will then click on “Entries” on the 
home screen.  You will want to then click on “Max Entries” and enter the following and then click 
“OK” when you have finished: 

● Max Individual= 3 
● Max Relay= 2 
● Max Combined= 5 

12.  Click on “Entries” again and then click on “Swimmer Entry Status” and you may select the 
swimmers who are swimming at that meet by clicking in the “Attending” or “Not Attending” box 
next to each athlete.  I typically select “Enter All” and then click “Not Attending” on the swimmers 
who aren’t swimming.  This is what that screen looks like… 

 
13.  You will then exit out of that screen, going back to the home screen and you will click on 
“Entries” again and then click on “Entry by Event”.  Sometimes I will use “Entries by Name”, if I 



want to enter a specific race for a swimmer, but to do the majority of the entries, I will use the 
“Entry by Event” screen, which looks like this… 
 

 
14. The first thing you want to do, if you have pre-entered your athletes (step 12), is click on the 
box next to “Only Pre-Entered Athletes”.  This will keep you from accidentally adding a swimmer 
that is not swimming to an event. 
15. For Relays, if you have “Best Times” for swimmers, you may have the computer find the 
best relay, by clicking on “New Relay” and then “Find Best Relay”.  If you do these steps again, 
you can add a “B” relay and a “C” relay, etc.  If you don’t have enough times for swimmers, you 
may double click on the swimmer’s name and it will add them to the relay.  As you add 
swimmers to the relay, their name will be highlighted in yellow, as seen below… 

 



16.  If you want to move swimmers around on the relay, you will left click on the swimmer’s 
name and drag them to the position you want them.  To delete a swimmer from a relay, you will 
click on “Clear Swimmers” and follow directions.  If you want them to stay, then click “No” and if 
you want them removed, then click “Yes”.  If you need to delete an entire relay from the entries, 
you must remove the swimmers from that relay and then uncheck the box under the “Ent” 
column on the bottom right hand side of the screen. 
17.  If you want to look for a swimmer that could swim up an age group, IF YOU DO NOT HAVE 
ENOUGH swimmers in a particular age group, then you can click on “Show Swim Up Athletes”, 
which is in the middle left hand side of your screen and you will then have access to swimmers 
that are eligible to swim up.  Be sure you don’t accidentally select a swimmer that you entered in 
their correct age group, as it will not show them as already being on a relay.  They can’t swim 
on relays of the same event, in two different age groups!  You also can’t swim someone up if 
you have enough swimmers in an age group to make a relay.  
18.  Once you have the relays entered, you can click through the rest of the events and select 
the swimmers that you want to swim each event.  As long as you followed Step 11 above, they 
system will give you an error message if you try to enter a swimmer in too many events.  Here is 
an example of an individual event entry screen.  This screen is for the M 25 Free 08&U (which is 
highlighted in royal blue).  You click on the box next to the swimmer’s name, under the “Entrd” 
column, to select a swimmer for the event.  I have selected two swimmers (highlighted in yellow) 
for this event.  It will also show you how many events each swimmer is entered in for this meet, 
(highlighted in pink) to the right of their name.  If you want to select swimmers by times, to make 
sure you enter your fastest swimmers in particular events, you may sort your swimmers by their 
times, by clicking on the “Best Time” column above their entry times. 

 
19.  Once you have entered swimmers for all 70 events, it is a good idea to run a report to make 
sure you don’t have too many swimmers entered in an event, per our league by-laws.  It is also 
a good idea to make sure you have swimmers selected for all of your relays, which also shows 



on the report.  You can run a report by going to the home screen and then selecting “Reports” at 
the top of your screen.  Then click on “Entry Report” and you will see the following screen… 

 
20.  You will want to click on the circle next to “Individual and Relays” under “Event Filters” if you 
want to see entries for both types of events.  You can choose to run the report to sort by “Meet 
Event Number” which is what I typically do to check entries, or by “Name” which is what I 
typically do to show swimmers what they are swimming in the meet.  Once you select these 
things, you will then click on “Create Report”. You will then be given a report that looks like 
this…(you can see below that I have a relay that didn’t get deleted, but needs to be because it 
doesn’t have any swimmers associated with it (#6 Male 11-12 200 Medley Relay B). You may 
print or save this report, by clicking on the file or printer in the top left hand corner of this screen. 
If the report is more than one page, you will use the arrows in the top left hand corner to move 
to the next page of the report. 



 
21.  At the “Meet Brower” screen, in the “Reports” tab, there are several other great reports that 
you might want to consider using, but this is the main report used.  There are also several good 
reports on the home screen of Team Manager, in the “Reports” tab. 
 
Export Entries To Share With Meet Manager Or Email To The Other Team: 

1. On the Team Manager home screen, click on “File” and then “Export” and then “Meet 
Entries”.  You will see a pop up that looks like this… 

 



2.  You will then select the meet that you want to retrieve entries for, from the drop down menu. 
Then click “OK” and you will see where your file has been saved.  Be sure to take note of where 
the file has been saved because sometimes the system will file it in a hard to find location.  You 
will then locate your file there and can then attach it to an email or put it somewhere to be 
imported into Meet Manager.  The steps for importing the meet entries into Meet Manager 
should be included in the Meet Manager notes. 
 
To Enter a Meet Results File into Team Manager After a Meet Is Complete: 

1. Go to “File” on the Team Manager home screen and then “Import” and then “Meet 
Results”.  Once you click on “Meet Results” your computer will open the file where it 
thinks you have saved your meet results.  If they are saved somewhere else, like on a 
flashdrive, then you can pull them up from there.  

2. You will then double click on the file that you want to import and hit “Open”.  It will then 
give you a prompt to unzip the file, such as this... 

 
3.  Click “OK” (TRY TO REMEMBER WHERE IT IS UNZIPPING TO), and the file should pop up 
in a new window.  You will then double click on the file that you want to import and you will get 
this screen… 



 
4.  I typically select the box next to “Overlay duplicate results” and “Add New Teams/Athletes” 
before I hit “OK”, because I like to be sure that I have all the meet results.  It should then give 
you an import successful message in the bottom left hand corner and show you the number of 
records that were processed, over on the right hand side of the screen.  You may then hit 
“Close” and you now have your results in Team Manager from the meet. 
  


