Holywell ASC TEAM MANAGER HELP                                                               April 08


Help Sheet for Team Manager

April 2008
Electronic Entries Require either Team Manager or Team Manager Lite.  However, Meet Manager can be used. 

Team Manager Lite is a free download from Hy-Tek at www.hy-tekltd.com  that enables users to enter meets created by Hy-tek's Meet Manager and also to evaluate the Team Manager programme.

Note HELP can be obtained from the Help file on the top Toolbar of the Main TM Screen
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Load up Team Manager

The programme is usually stored under

C:\Hy-Sport> TM4

The database is then stored in the same directory.

A second new Directory will be automatically set up.  This directory is where the backup files automatically go and also the database will be stored.  You can move the database to where you want,

C:\ TMIIData

Management of Team Manager

Updates

At intervals when you load up TM you will be asked if you want to check for updates.  If you are connected to the Internet and click OK this will automatically happen otherwise periodically you will need to check the Hy-Tek Download Centre for updates
Download the update (SWTM4Update.zip) to 

To Install Update if not automatic

On Main Screen

File>Install Update opens Team Manager screen
Choose No 

Opens Install Team Manager Update Program Update Screen 
Click on SWTM4update.zip and then Open
Opens  Install Team Manger Update Screen 
Click ok

Follow screen instructions

Backups

At intervals when you load up TM you will be asked to back up.  You should also back up every time you make changes to the database

To Back up

On Main Screen

File>Backup opens Backup Current TM Database.

The default backup directory is  C:\ TMIIData

You can write a comment if desired 

Select OK – get Backup Database name to C:\ TMIIData – select Yes
The database will be backed up to C:\ TMIIData with a file name like SwTM4BkupMeet Name- Meet Dates–00x.zip for example SwTM4BkupHolywell ASC 2006-05.zip

Using Team Manager 
Set-up a Team
Click Teams/Add
Enter Team Code according to the ASA codes (available from the ASA website)

Enter Team Name

Enter Short Name

Click OK and close Teams Window

To Add An Athlete 

From TM Main Screen

Click Athletes then Add

In Athlete Information
Enter Athlete's Last Name, First Name, Middle (If Applicable), Birthdate, select Male or Female.  

In Member of set Team 1 to your team.
Click Build ID and Add WASA No to ID#   (not sure that you really have to click build ID first)

Click OK to exit Athlete Information – a new blank Athlete entry Window will  appear

Click Cancel in Athlete Information to close this Window ad get back to Athletes Window

Close Athletes Window.

To Merge Athlete Information where there are multiple entries

From TM Main Screen Click Athletes  - Two ways -= first way easier!

1. Click on Athlete entry that you want to Merge – the one that you do not want to keep – highlights in blue

Hold left click on mouse down and move to Entry that you want to merge to (the one you want to keep)

Merge box opens

Click OK to confirm

2. Select Athlete that you want to merge – Do not select the one you want to keep i.e, select the one with the Old WASA number.

Click EDIT from top Toolbar to get Athlete Information window

Change the Athletes name to exactly match the Name in the entry that you want to keep (including either the middle name of initial).

Click OK and a Duplicate Athletes Name window will appear

Click Merge to merge with the entry that you want to Keep

To Edit Athlete Information

From TM Main Screen Click Athletes 

Select Athlete by clicking on name – field highlighted in blue

Click EDIT from top Toolbar

Make changes and click Ok to exit Edit Screen

Swimmers Who Have Left (Inactive Athletes)

In Athlete Information window

Check Inactive box (just above OK). This keeps the details but does not delete them from the database
To see Inactive Athletes tick Show Inactive Swimmers box on top toolbar

Electronic Entries

Meet Event Files are either sent by email or downloaded from a website.  Remember where you have saved the file(s) in the computer.

To Import A Meet Set Up

From TM Main Screen Click File>Import

Select Meet Events
This will open Import Events window.

Browse to find the Meet Events files  - they will be named

'Meet Events-Meet Name- Meet Dates –00x.zip’ 

for example
'Meet Events-NWASA Championships Relays Age Group 2006-18Feb2006-001.zip’

Select the file of the first meet you wish to enter, and click open.

TM should unzip file to a temp folder on screen, select the file click open and follow screen prompts to load meet.

Go back to File/Import/Meet Events and repeat for this procedure for the files of any other meets you wish to enter. (You will probably need to browse again to find the downloaded files.)

Add Entries to a Meet

Click Meets (on TM Main Screen Top toolbar)
Meets that have results are highlighted in Green

Meets with no results are White 

The meets you have previously imported should be displayed. 

Select Meet that you wish to add entries.

Individual entries may be made by either Event or Name but the more convenient is by Name
Click Entries and select Entries by Name.  When a swimmers name is highlighted all eligible events for that swimmer are shown
To add by event click Entries by Event and all the swimmers eligible are listed. 

You may get an information box telling you entry times must be entered in custom time field. Click OK.
 In Window showing swimmers scroll down, if necessary, to required swimmer and select. 

To help finding the names, you can select Males or Females only from toolbar above the names and only Males or Females will appear in the Athletes fields. You can also select by clicking on the First letter of the surname from ABD toolbar

When a swimmers name is highlighted all eligible events for that swimmer are shown. Click the box in the Enter column to select an event to enter.

If the swimmer has a time listed for that event, this will be the fasted time that is stored in the database (Should be PB) 

If no time or want to add a custom time click the corresponding box in the Custom Time column and enter the time. Complete your entries for all swimmers.

Relays

Relays can only be added by selecting Entries by Event. 

At top of Window in Swim for Team select your team. In Window showing events scroll down, if necessary, to required event and select it. 

Click New Relay in lower part of Window, this enters the event. Eligible swimmers should be shown in LH lower Window. Click on your selected swimmers for this event.

Complete all your entries then close Entries Window.

Repeat for any other Meets you wish to enter, and then close Meets Window.
Export Meet Entries for Electronic Entires

Before exporting the entries you can check them in a report that you can print out  or export to Word or Excel  - see Creating Reports below

From TM Main Screen Click File>Export/

Select Export Entries 

In Export Entries box select which Meet to export. Click OK. 

This creates a zipped file that is exported to directory C:\TMIIData.

The filename of the first Meet entry that you export will be 'your club code'-Entries001.ZIP, second Meet entry will be 'your club code'-Entries002.ZIP and so on for each meet that you export.  You should keep a record of which numbered file relates to which Meet in case you need to make changes to your entries.  

Alternatively – you can rename the Zip file to reflect the Meet Name.   To do this Open Windows Explorer, browse to C:\TMIIData, right click on relevant zip file and select Rename.  C:\TMIIData. You can then rename the file with the the Club code and Meet title (make sure that the Club Code in still in the title)

Sending Electronic Entries out

The Export files can be attached to an email or copied to a CD to send out.

To see an overview go to Help and click TM  
Creating Reports

A number of Different reports can be created.

Reports are created in Crystal Reports that you can print out.  To save them you need to export to a suitable application such as WORD or EXCEL and save the exported file

To Print Out

Printer Set Up: The default printer can be set up in via the Printer + spanner Icon on top toolbar.  You cannot print from this icon

To print out:  Click on the Printer Icon on top toolbar.  

To Export to WORD or EXCEL

Click on envelope icon on top toolbar.  In Export window, under Format select Word for Windows or EXCEL etc and under Destination select application and Click OK. The report will then appear in the relevant application and can them be saved under any file name s=using File>Save AS

Meet Entry Lists

From TM Main Screen Click Reports>Performance>Meet Entries to get Meet Entries window

Under Meet – at top of window- select Meet that you want make a report on

Under Filters In Team select your team.  You can also select just Male or just Female and any other combinations.

Under Event Filters select which type of report you wish to create such as Individual or Relay depending on the Meet.

Click Create Report.  A report will be created in Crystal Reports and you can check them from the screen or print out

Note that if the report has multiple pages, the next pages can be found by using the arrows on the top toolbar on the Report

Meet Fee Lists

Most meet setup files will have the fees per race etc incorporate and an report of the summary of  the fees owed by each swimmer can made.

From TM Main Screen Click Reports>Performance>Meet Fees to get Meet Entry Fee Report window
Under Meet – at top of window- select Meet that you want make a report on

Under Specifc Team select your team.  You can also select just Male or just Female and any other combinations.

Click Create Report.  A report will be created in Crystal Reports and you can check them from the screen or print out

 Import Electronic RESULTS
Results are sent as a zip file Meet Results- xxxxx  Meet 200x – date –00x.zip 

If emailed save results file  C:\ TMIIData or another suitable directory

On Main Screen

File>Import  - then select Meet Results in drop down box   

Opens Import Results window  
Find Meet Results- xxxxx  Meet 200x – date –00x.zip   on CD or wherever it was filed

Double click on Meet Results- xxxxx  Meet 200x – date –00x.zip   opens Team Manager Dialogue box 

Click OK  

Opens Import Results window again

Double click on Meet Results- xxxxx  Meet 200x – date –00x.hy3  filr

Opens another format Import Results window

Under Import Criteria – select Add New Teams/Athletes   and select Overlay Duplicate Results (not always necessary)

Click OK to confirm
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