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Using Meet Manager
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Using Meet Manager

There are a number of steps to go through to set up and operate a Meet within Meet Manager.  They should be done in the following order:-
· Set up a New Meet
· Set Meet preferences 
· Set up Events within your meet

· Set up a Session and add events to that session
· Export the meet to a Team Manager file to send to clubs taking part in the meet so that they can populate the file with athletes/

· Import the populated TM file back into Meet Manager 

· Seed the meet and adjust the heat/lane order as required
· Create the reports you will use for the meet:-

· Check in sheets

· Meet Program

· Lane/Timer Sheets

· Judges Sheets

· Run the meet, entering results and producing Results and score sheets
Set up a new Meet

Each meet is saved within Meet Manager as a separate database.  To create a new meet use the File, Open/New option from the top menu. You will be prompted to give the file a name, .e.g. Club Champs Round 2.  You are then taken to the Meet set-up screen where you enter the following information:-

· Meet name

· Location

· start date

· end date

· age-up date

· ID format (we should use UK-United Kingdom ASA)
· Class – select e.g. Age Group or Masters

· Base Country – select OTH

· DQ codes – select UK-ASA DQ codes

· Meet Type – Standard

· Divisions – only need to select if the meet has multiple divisions

· Meet Style – usually Standard but could be 2 Team Dual (for A and B teams)

· Course – usually SC

· Default touch pads at both ends – select if using electronic timing with pads at both ends. 

Set up Meet Preferences

From the main menu select Set-up to adjust settings for your meet.

· Meet Setup:  Use this option to amend the overall meet settings, name, dates, Id format etc

· Athlete/Relay preferences: Use this option to amend/set information you wish to use for Athletes and relays (e.g. allow anyone from any team to be on a relay)

· Seeding preferences:  There are four options on this screen.  Use the Basic tab to set preferences such as ‘allow foreign athletes in championship final’.  Use the  Standard Lanes tab to amend lane order (rarely changed – it sets fastest to slowest in lanes 4, 5, 3, 6, 2, 7, 1, 8).  Use the Dual Meets tab to assign teams to a particular lane.  Use Masters Meets to set youngest age group.
· Report preferences:  Use to decide what details to include in reports regarding athletes, meet programs, teams and Miscellaneous information.  Use other tabs on this screen to select header/footer, punctuation options.

· Entry/Scoring preferences:  There are 7 options on this screen.  The main two tabs we might use are Scoring/Awards tab where we would select the option to have a ‘different point system for male/female’ – used in Under 10s progress trophy and the Results tab where we could set a course conforming time to convert times set in a 33m pool to 25m times.  

Set up events in a Meet

Select Events from the top line menu.  You now have the chance to Add/Edit/Delete events from your meet.  On selecting Add new event you have the options to select the following:-
· Individual or relay

· Gender (use Mixed if you want to mix heats with different genders and age groups)

· Age Group – set to appropriate age range (10-109 if going to mix up genders/age groups in heats – e.g. Club champs)
· Distance

· Stroke

· Rounds – usually Timed Finals but could be Prelims/Finals for bigger events

· Set the number of lanes in the pool you are using (4 for the High School, usually 8 everywhere else)

· Assign Lanes – usually select standard but you have the option to set 2 per lane

· Heat order – usually slowest to fastest

· Timed Finals – use if you think you will have A and B finals

· Multi-age group – vital to set this if you plan to run mixed age groups within heats.  If you have set e.g. 10-109 in age groups you now select the Multi-Age group button.  You are now taken to the multiple age groups field where you set the break downs of ages for results, e.g. U10, 10-10, 11-12, 13-14, 15-16, 17-18, 19+ for Club Champs.  This ensures results are divided by gender and age groups for reporting results.
· Select Score Event if you need to assign scores, e.g. under 10’s Progress Trophy to declare an overall winner.  For the U10’s Progress Trophy only the top 6 score points.
· Event Type – usually standard but could be Time Trials.

Set up a Session and add events to that session
From the Event menu you now need to set up a session and add events to that session.  We would generally only have one session.  

· Select Sessions from the Events menu and select the Add button.  You can now give the session a number, a title, set the day (usually 1), start time, interval and course length.  You can also set some maximum entry numbers for TM.

· You now double click on each event to add it to the session you have just created.  

Export Meet to Team Manager/Import completed meet entries
You now need to export the meet to a Team Manager file to send to clubs taking part in the meet so that they can populate the file with athletes.
· Select File, Export from the main menu and select the ‘Events for TM’ option.  You will then be prompted to save the file (confirming that any long course times can be converted to short course times).

· You can now mail the file to TM and add athletes to each events in the usual way.  On receipt of the file you select File, Import from the main menu and select the option ‘Entries’.  You will be prompted to confirm that the file is from the right club and for this meet.  On selecting ok the entries are imported into your meet ready for seeding. 

· When creating the entry for Club Champs you need to create the entry House by House.  First select the correct House team from the ‘Swim for Team’ option at the top of the Entry by Event screen.  Now everyone you select will swim for that House and their House will show as their team on the Meet Program.   You must now select the relevant House team from the ‘Team’ field in the middle of the screen – this will cut down the athletes to pick from to only those who should swim for that House.

Seeding the meet

You now need to sort the athletes into heats for each event.  This can be done automatically (based on times entered) or manually.  If seeded automatically you can make amendments to move athletes around as required.

· Select Seeding from the main menu and you will be taken to the seeding screen where you can see each session and the events in that session. 

· Select the event you wish to seed (or select all) and select the ‘start seeding’ option.  You can then use the ‘preview’ option to see how MM has seeded that event and make any amendments you wish.  

· Use the ‘show eligible athletes’ button to see who else might be eligible and move them into a heat as required.  

· You need to save changes to exit the preview screen.

· There is an option to combine events where you want to mix up the genders/age groups for the event but still report results in the right age groups.

Create Meet reports
There are various reports you can produce from MM to use during a meet.  Select Reports from the main menu:

Administrative:  use to set the number of trophies/medals to award (usually 1-6 for Club Champs).  This confirms the number you will need on the night.

Events:  Gives list of event as meet with options to count number of entrants

Teams:  Gives list of teams taking part

Athlete rosters:  Gives list of athletes taking part

Sessions:  Gives list of sessions and what events are going on in each session

Records:  Can be used to show club records for each event
Standards:  Can be used to show time standards, qualifying times, scoring times

Entry Lists:  Gives lists of what each athlete has entered

Psych Sheets:  Gives expected results based on entry times for each event

Meet Program:  Select all your events and produce your meet program (by event and heat)

Meet Check-in:  Select all your events and produce a meet check in sheet for athletes to sign

Lane/Timer sheets:  Select all your events and produce a report for each lane which timers can use to track who is swimming in each event

Warm up sheet:  Used to show which team can warm up in each lane

Results:  Gives results of the meet.  Select each event as meet progresses to report on that event.  Use the ‘Include in results’ tab to select ‘show dq codes’ in report.  Use Splits/Sort Order/Selected team tab to decide whether to show splits etc 

Scores:  Gives a total of points scored by each athlete over the course of the event.  Select the events to include in the points total.  We would use this for Under 10’s progress gala.

Meet Summary:  Use to show how each athlete performed (against their seed time) in the event.

Medal count: use to show how many medals each club has won in the event.

Run the meet
Only the meet has started you can control all reporting from within the Run Menu.  On selecting this menu you will now see a screen with the following four windows:-

· Events:  The Events window (top left) lists each event in turn.  The Status starts as ‘seeded’ and changes to ‘Done’ once a time has been entered for each athlete taking part.  It will change again to ‘scored’ once you have selected the Score option

· Records:  The Records window (top right) shows any pre-entered records for the event.  The colour changes to blue to indicate that a record has been broken

· Team Scores: The Team Scores window (middle right) shows the running total of points being scored by each team (we will use this in our Club Champs for House Teams)  
· Heats: The Heats window (across the bottom of the screen) is where you will enter the times achieved for each swimmer in the event.  If there is more than one heat you will see a list of Blue buttons indicating Heat 1, Heat 2 etc.  Simply scroll through these to see each heat, enter time achieved and scratch athletes who don’t show.  If an athlete is disqualified you should select the correct DQ code from the list shown.  Judges should use the ASA standard DQ codes.   The system will automatically put each athlete into place order for the Heat and overall place order.  You then work your way through the heats entering times achieved.  

In addition to the main windows there are a number of buttons above the Heats window which you may need to use:
· Race # :F2 and Get Times: F3 buttons are for retrieving times, backup button times, and splits from a timer that is connected to the MM computer For safety use the ‘Get Times: F3’ button as you cannot mix up the heats/events.

· Session: F7.  This takes you the session listing, allowing you to switch between each session easily.
· Splits: F9.  This allows you to enter/see splits if they are being tracked for this event.
· Adjust: F8.  This takes you to the Seeding Preview window and allows any last minute changes/scratches.
· Awards: Ctrl-A.  This sends the Award labels to the printer (3 x 10 format) to allow you to put achievement labels onto certificates showing time achieved and position.
· Restore Pads: Ctrl-P.  Only used if using Electronic Timing systems to reset pads.
· Calc: Ctrl-K.  Used to calculate an adjusted time where three watches don’t agree a time.
· JD:  Ctrl-J.  Used to break a tie or enter a Judges decision.  The Judge decides on placing and you enter the corrected place in the Judges Decision column.  
· Unseeded: Ctrl-U.  The module is used mainly for Open Water meets and allows you to enter competitor number, time, competitor number, time, etc. in rapid succession. This is a very quick way to enter results when heats are created on the fly by the clerk of course.  
· List: Ctrl-L.  This takes you to a Results report for the event you are currently working on.  This is the option you will use once an event is complete and you want to send out results to the Trophy Table and Announcer.
· Score: Ctrl-S.  This scores the event and to a Results report which also shows the points scored for that event.
· Re-Rank:  Used to re-rank the current event without being taken to the Reports window.
· Re-Score. Used to re-score the current event without being taken to the Reports window.
· Prev event: Ctrl-F4.  Used to move to the previous event – can also select the Event you need from the Events window.
· Next event: Ctrl-F5.  Used to move to the next event – can also select the Event you need from the Events window.
Run the meet with AOE automatic feed
There are a few specific differences with using MM with an automatic feed from the timing system:

· Use Get Times: F3 to pull across the times from the AOE system.  You don’t have to enter the times manually.

· You will also pull across the back up times – where the timekeepers are using a back up button.  You will see various indicators to show you when the back up button time is different from the touch pad time.  

When a lane has a bad pad touch and backup buttons are being used, MM will let you know whenever any Pad Time is .31 or more seconds different from the Official Backup Time. The Official Backup Time is the middle button time if there are 3 buttons, the average if there are 2 buttons and equal to the button time if there is only one button. 
	· 
	· An Official Backup Time that is 0.31 or more "faster" than a pad time is highlighted in yellow and a "y" is displayed in the far right column of the Run Screen. This indicates that there may have been a late touch.  

	
	· An Official Backup Time that is 0.31 or more "slower" than a pad time is highlighted in blue and a "b" is displayed in the far right column of the Run Screen. These lanes default to being unchecked for use since these often times will not be adjusted.  

	· 
	· If there is a pad time, but no Official Backup Time, then the entry is highlighted in blue indicating that one should check the watch time for that lane to confirm that the pad time is a good touch.  

	
	· If there are two backup times and one is within 0.30 seconds of the pad time, one is more than 0.30 seconds from the pad time, and the Official Backup Time (the average) is more than 0.30 from the pad time, then the lane is highlighted in green and a "g" is displayed in the far right column of the Run Screen. These lanes default to being unchecked for use since these times usually will not be adjusted due to the inaccuracy of the two button times.  

	· 
	· Any backup time that is dark pink is a time that is more than .30 different from the pad time.  


MM will display a Time Adjustment Window if you click the Calc button, press Ctrl-K, or click on the "b", "y", or "g".

If you think the pad time for a given lane is good, but the backups are not, uncheck the "Use" box for that lane. Since a blue indicator means the backup is slower than the pad time (which usually means a late button), when the Time Adjustment window is displayed, the blue rows are not selected since in most cases this time should not be adjusted to the slower time. If you still want to use the adjusted backup (for example, in relays, sometimes a pad is activated early when a swimmer is exiting the pool), then click on the Use column for a given lane and MM will display the adjusted time. For example, clicking the Use check box for lane 1 below would cause MM to calculate a Button Calc time and a Difference amount to be used in the Adjusted calculations. 
Recorders should use the time the referee indicates in the correct one. 
Scratch athletes
There are a number of ways to scratch athletes who don’t check in:
Scratch athlete before the event (you know athlete has not checked in)
· Go to the Seeding menu
· Select the event
· Open the preview option
· Double click on the athlete
· You will then be asked to confirm that you are scratching the athlete
· You can then substitute the athlete with another eligible athlete (you may have to select the option to ‘show eligible athletes’
You do not want to reseed the heat at this point as it would no longer match the meet program.  You can however reprint the lane/timer sheets so that the Timers/Judge have the latest information.

Scratch athlete during the event 

It may happen that you only find out athlete did not show when you don’t get a time for them).  You will not be able to score the event where one swimmer does not have a time achieved.

· Go to the run Menu

· Select the athlete who did not show
· Double click on the athlete
· You will then be asked to confirm you are scratching the athlete

· You can then score the event and it will move to a ‘Done’ status

Producing House Results
At the end of the meet you will need to print off the Team Scores in order to declare a House winner.  

· Select the ‘Reports’ option from top menu of the run screen
· Select the ‘Scores’ option
· Set Report Type to ‘Team’
· Under Gender Choice make sure the option for ‘Combined’ is selected.  You can select Male and Female too to see that breakdown.
· Now take the ‘Select all’ option for the top of the screen and select the Printer button
· You will now see the points scored by each House and an overall winner can be declared.
Exporting results for Team Manager

When the Meet is finished and results are verified you can export the meet results for Team Manager.  Select File, Export from the main menu and then select the ‘Results for Team Manager or SWIMS or NCAA database’ option.  You will be asked to verify the team, choose exactly what to export and the save the output file.  

You can then import the results file into TM in the usual manner.  If you have scratched athletes, amended event ages, substituted athletes the system copes with this and copies the results to the right athlete and event in Team Manager.  You can then report on the meet from within Team Manager (showing PB improvements).

Other reports to run and distribute after Meet

The following reports should be printed and distributed to the coaches and the event organiser after the Meet.  They can be run from the main menu.   Select Report – Meet Summary and set the options in the bottom filter box as required.

· Record Breakers.  Select the ‘record breakers’ button in the Report Type tab and ‘athlete’ in the Format tab.  This will give you a list of records which have been broken at the meet, listed alphabetically by athlete.

· DQ report.  Select the ‘DQ summary’ button in the Report type tab and ‘athlete’ in the Format tab.  This will give you a list of athletes disqualified (and the reason for the dq) in alphabetical order.

· Meet Results:  This report gives you the overall meet summary which is published on the club website.  Select Report – Results then set the options you wish to show on the report.  We usually select the ‘dq codes’ button on the ‘include in report’ tab to show the dq reason.  When the results are exported to Team Manager we usually run the Meet result in TM as well as that shows pb improvements for the swimmer.
There are many other reports in the Meet Summary screen which can be used to show:-

· A detailed journal of the meet showing seed time, result, position, points

· Summary totals (% improvement, % dq etc)

· Improved times over seed time

· Splits (if entered)
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