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Step by Step (Brookdale 2001)
Running a Swim Meet:

Before you start, you must have a copy of the meet template for your pool provided by the park district for your pool loaded in a directory of your choice.  I use the directory C:\AAyyyy where AA is the pool abbreviation and yyyy is the current year (so this year I use BR2002).  I name my templates HHAAyyyy.mdb where HH is the home team abbreviation and AA is the away team abbreviation.  You only need to create mdb files for home meets you will get the away mdbs from the away meet home team.  You can create these at the start of the season and save yourself some time when you actually have to do the work.

Open Meet Manager

Go to file->open and select the directory and file you will use for the meet.

Go to Set-Up and make sure each page is correct.  (You can do this at the beginning of the year, but it is a good idea to check it before you actually start loading data just in case there is a bug).   

Note** - The original park district templates set the Entry Limits to 4 for individual and allowed 3 Max Scores per event.

/Setup / Meet Set-up

· Meet name =  use Home Name vs Away Name year

· Location = name of home pool

· ID format = other

· Base country = USA

· Pool size = correct number of lanes, no touch pads except for city

· Class = age group

· Course = correct for pool (most use yards)

· Meet Type = standard

· Meet Style = 2 team dual

/Setup / Athlete Relay Preferences 

· Check only Enter Ages (useful to scan for swim ups), Warn if times out of range.  

· Make sure date for computing ages is correct especially the year

Import the records file.  Go to Events->Records->Import browse to C:BR2002 and click BR-Y.rec.

/Setup / Entry Scoring Preferences

· Scoring Awards 

· Check Score fastest heat only

· Allow foreign athletes point scores

· Maximum scorers per team per event Individual = 2 Relay = 1

· Top how many award labels (pool lanes determined) ie - 6 individual and 2 relay

· Entry limits

· Max 5

· Individual 3

· Relays 2

· Check for warning

· Scoring set up

· Individual = 5,3,2,1

· Relay = 8,4

Don't usually need to check rest as the defaults work.

Import Rosters & Entries

Go to file->Import->Entries 

Unzip roster file and after unzipping hit cancel

Go to file->Import->Rosters

select the Hfile001.hy3 file that shows up in C:\hy-sport\Win-mm\CLtemp Click on open

Click OK

Make sure to include entries with no time is checked click OK

Repeat the above 5 steps for team 2  (Note: a short cut is to save your team roster file unzipped in a special place by renaming the Hfile001.hy3 roster file to something like brroster2002.hy3).

Put one of the two disks in A: drive

Go to file->Import->Entries 

Unzip file and select the Hfile001.hy3 file that shows up in C:\hy-sport\Win-mm\CLtemp Click on open

Click OK

Print exception report and deal with issues using run program.

Check overall meet with run program for obvious collapsible heats (mistakes and less than 6 in two heats) and possible event combinations (e.g. usually the older relays can be swam as one heat and it is best to adjust the lanes so that the Clerks of Course get them in the right place at the start).  Change the line up lanes for any events you combine to make them easier for the clerks when the kids hit the pool.   Keep notes to give to starters and coaches.

Reports:

Before meet:

Four meet programs (away coach, home coach, computer, starters)

· Reports->Meet Program

· Team, age range = blank

· Sex = both

· Rounds = all rounds

· Columns = triple

· Athlete ID = none

· Includes = none

· Relay athlete names = 4 

· Time stamp = date and time

· Format = none

· Select all

· Create report

· Copies = 4

Four events summaries (away coach, home coach, computer, starters)

· Reports->Events

· Event list include heat count checked

· Sort = event #

· Sex both

· Rest unset

· Recycle event totals page

Four 1/2 sized event summaries (judges)

· Same settings as above but use the brother 2 on 1 page setting or appropriate scale settings for printer

· Reset to single page

Lane/timer sheets

· Reports->Lane/Timer

· Age range = blank

· Sex=both

· Rounds=all rounds

· Format = 2 events or lanes per page

· Parameters

· Include entry time not checked

· Double space checked

· Relay athletes names = 4

· Lanes appropriate for pool Brookdale is 6

· Sort by = lane then event

· All heats checked

· Make sure that you have all events with one or more heats e.g. 10 needs at least one heat even if you don't have any swimmers assigned since it will throw the following sheets off if you don't.

· Select all

· Create report

· Make sure there is lots of paper in the machine

· Sort by event number into piles of 12 (events 1-10B), 10(11-20), 10(21-30), 12(31-40B), 10(41-50), 10(51-60), and 10 (61-70) and put the first set on the clipboards.

Clerk of course meet program 

three reports per team (both, male only, female only)

· Reports->Meet program

· Team= team initials (do this report for both teams)

· Age range = blank

· Sex = both

· Rounds = all rounds

· Select all

· Columns = triple

· Athlete ID = none

· Includes = none

· Relay athlete names = 4 

· Time stamp = date and time

· Format = none

· Create report

· Sex = female

· Select all

· Create report

· Sex = male

· Select all

· Create report

Remember to repeat the above report for both teams.

Optional team Check in by sex age group

· Reports->Meet Check-In

· Team= team that needs report

· Age range = blank-6, blank-8, 9-10,11-12,13-14,15-19

· Sex = alternate m f

· Rounds = all rounds

· Select all (for 8 and under you must hand click to exclude 6 and under events)

· Entry designator = heat/lane checked

· Parameters

· Check double space

· Show Event descriptions

· Create report (have to run 6 times after each age range change)

Optional Relay sign in

· Reports->Meet program

· Team=BR

· Age range = blank

· Sex = both

· Rounds = all rounds

· Select events by age group x and 6+x (where x=1-10)

· Columns = single

· Athlete ID = none

· Includes = none

· Relay athlete names = 4 

· Time stamp = date and time

· Format = none

· Create report

Before the meet:

Get all corrections into the computer as soon as possible.

Reprint Clerk of Course/starter sheets if volume of changes demands it.

Set up labels / awards labels report 

· Make sure the label selection is set correctly Brookdale currently uses 3x10

· Award type = by heat

· Individual places = 1 to 6

· Relay places = 1 to 2

· Relay athlete names = 4

· Sort by event number

After meet:  From Meet manager

Away meets:

After an away meet you will be given a disk with a backup of a meet data base.  

· File->Restore 

· Browse to A: drive and find the zipped file for the meet format is ????

· Select the option that save the mdb file to a directory and then opens it (third one down ??)

· Select the directory you are saving your meets in (C:\BR2002)

OR Preferably the meet.mdb file (much easier) just copy C:\BR2002 and open meet manager using that file.

Score (newsletter)

· Gender choices = combined

· Report type = team

· Athlete Criteria = no age criteria

· Grouping = normal

· Select all 

· Create report

1-2 meet results (publicity {Home only}, Coach)

· Team, age range = blank

· Sex = both

· Rounds = all rounds

· Columns = double

· No export file

· Include in results team points and 4 relay names

· Format = event # order

· Athlete ID = none

· Time Stamp = date/time

· Check results by heat

· Select all

· Create report

1 BR only meet result (records)

· Team=BR

·  age range = blank

· Sex = both

· Rounds = all rounds

· Columns = double

· No export file

· Include in results team points and 4 relay names

· Format = event # order

· Athlete ID = none

· Time Stamp = date/time

· Check results by heat

· Select all

· Create report

Export meet results for TM 

· Team=BR

· Sex = both

· Check relays plus Athletes

· Events standard events

· Don't click anything else (exp Zip the cl2 file)

· Choose location to store Team manager expects C:\TMIIdata

Import file into team manager

· Names need to match, make sure corrections are correct in meet manager before export

· File->Import->Meet Results

· Select cfile##.cl2

· Check import relays from import criteria (if you have a correction click overlay duplicate results

· Click OK

· Print exception report

· Need to get records updated

Do a record match report to update records

Top times by age group (include time trials) Coach

· Reports->Performance->Top Times

· Age use blank 6, 7 8, 9 10, 11 12, 13 14, 15 blank

· Sex = all

· Dates use since date checked with setting to day before time trials

· Sort by event age at meet

· Prelim/Final filter = all

· Splits = none

· Course options = YY (you can use YO if that is all you have swum)

· Top How many = 0

· Create report

· Show fastest times for each swimmer = yes

Top times for records

· Reports->Performance-> Top Times

· Meet = all meets (you're going to use the since date to control data)

· Sex = all

· Dates use since date checked with setting to day before first meet

· Sort by event age at meet

· Prelim/Final filter = all

· Splits = none

· Course options = YY (you can use YO if that is all you have swum)

· Top How many = 1

· Create report

· Records = check records

· Show fastest times for each swimmer = yes

· Print report

· Filter for 6 and unders print report

· Filter for relays and print report

Improvements 

· Labels->Improvement

· Team=BR

· Sex = both

· Age = high 12

· Improvement type = Meet to meet

· Include first time swims checked

· Minimum improvement .01

· Since date day before time trials with use since date checked

· If you have swum meter or short yards pools check use converted times for calculating improvement

· Sort by Name

· Prelim finals filter = all

· Label types = 3 x 10

· Create report

· Put labels sheets into printer based on number needed

Back up of team manger DB for coach's computer

· Put floppy in drive

· Go to File->backup

· Select A: drive

· Arrange with coach to do backup in coach computer.  Always backup coaches DB to their C: driver before doing the restore.  Note backup will destroy lineups in progress so they should only be done when no partial lineups are sitting in the coach's computer.

Export BR-Y records to C:\BR2001 for use in the next home meet

Once a week usually after the Saturday meet for the newsletter

High points report.

· Reports->performance-High Points

· Meet = all meets

· Top How many = 10

· Specific Team = BR

· Sex = all

· Include relay points checked

· Create report

Runners:

For Brookdale pool you need to have two runners.  One runner collects the timer sheets at the end of every other event and  usually one of the stroke judge cards (as they have to pass the stroke judge to get to the computer room).    This runner needs to order the sheets to make sure they have all of them and the events are the same.  The other runner collects the other three judge cards.  Judge cards need to be checked when they are collected for signatures.   In addition runners may be asked to return a card to a judge for clarification e.g. the event listed does not have the numbers of heats written in.

For away meets we provide 1 runner and they are given instructions by the home team.

Computer Staffing (we need to provide):


Home
Away
Outside meets/ Notes

Computer Expert trained in using Team and Meet Manager
1
0
Maintains database this is 2-3 meet job at the beginning of the season.

Runs reports this a 1 meet job for a home meet and ½ meet job for an away meet.

This person needs to know the programs well enough to handle any issues from the program and know enough about how meets work to correct any meet problems e.g. timers who mess up.

Readers and checkers
3
2
Note that with Bob and I available I only have scheduled two for home meets.  Note that the staffing level can be lowered by one but this virtually guarantees that the people working computer will miss their kids swimming.

Runners
1
1


