2009
OHSAA SWIMMING & DIVING TOURNAMENT

Instructions for High Schools 

Managing a Team Manager Database

 And

 Creating an Electronic Meet Entry File for Sectionals
( Note – there are different versions of Team Manager, the step by step directions that follow may be slightly different for your particular version)

TIMELINE

October, 2008 
Attend Coach Rule Interpretation Meeting and receive handout.




Purchase Team Manager II – (Hy-Tek)

November, 2008
Section 1 Instructions - Setup database with your high school name and names 

of athletes

December, 2008
Section 1 Instructions - Either before or after attending a high school meet, 

enter the meet and the events for the meet.




Add results after swimming the high school meet.




   (You will do these operations for each meet you attend)

February, 2009
Section 2 Instructions - Download from the OHSAA website the following 

sectional event files:

· Boys sectional (if you have a boys team)

· Girls – Division 1 (if you have a girls division 1 team)

· Girls – Division 2 (if you have a girls division 2 team)

Import whichever sectional event files you downloaded above into Team Manager




Enter the boys into the boys meet for sectional events (if you have boys)




Enter the girls into the girls meet for sectional events (if you have girls)




Export each of the above files (that you have) and send/email file and printed 

copies to Sectional computer entry person.  

If you have questions during the process, contact the Sectional computer entry

person for your district – these names are available on the OHSSA website.

SECTION 1 - SETUP AND NORMAL HIGH SCHOOL MEETS

1.  SETTING UP YOUR DATABASE (do only if you don’t have an existing one)
· Open Team Manager II

· Click on FILE – NEW

· Give a File Name for your database – i.e. HS2009, click on OPEN

· In Preferences, click to have only the following with a check mark:

· Boys/Girls

· Show School Year, Show Ages and Show Birth Date

· For Default Team Registration – Choose USS

· For Default Team Type – Choose HS for high school

· For LSC – choose either LE or OH depending on where you are in Ohio – greater Cleveland area is LE, rest of Ohio is OH

· For Meet Age-Up Date, click NOT APPLICABLE

· Click OK

2.  ENTERING YOUR SCHOOL (do only if you don’t have an existing one)

· Choose the correct school code and school name from the OHSAA school list found on the OHSAA website.

· In Team Manager, click on TEAMS, click on ADD

· In Team Code, enter your school code EXACTLY AS IT IS ON THE LIST – i.e. COAK
· In Team Name, enter your school name EXACTLY AS IT IS ON THE LIST (enter Team Name in lower and upper case as appropriate – i.e. Cincinnati Oak Hills) - Do not add “HS” at end of name
· Complete the information in Mailing Information for the high school coach – enter as much information as you have – coach name and phone number are required
· Click on X to go back to Team Browser screen when done adding team
· Click on X in second row of top right corner to go back to main menu screen.

3.  ENTERING  ATHLETES
· In Team Manager Main Menu screen, click on ATHLETES, click ADD

· Enter Last Name, First Name and Middle Initial (enter in lower and upper case as appropriate – i.e. Susan  M Doe  DO NOT ENTER NICKNAMES OR ABBREVIATIONS – i.e. TJ
· Click on appropriate Gender field. (i.e. Female)


· In Team 1, click to show your high school ID (i.e. HAWK)

· If your athlete is a USA swimmer (and you wish to), enter the USA ID number for the athlete – either by clicking BUILD ID or entering the ID directly in the box

· Click In School Year (box is on right side in middle of window), click for appropriate grade (i.e. FR)

· Fill in any primary mailing information that you have for the athlete.

· Click OK

· Follow steps 2-7 for each athlete that you will enter in your database.

· When all athletes have been entered, click on X in top right corner of Athlete Browser window to return to Athlete Screen.

· Click on X in second row of top right corner to go back to main menu screen.

****  IMPORTANT – Divers should be entered through Team Manager as well as swimmers

4.  ENTERING MEETS AND EVENTS

· For each high school meet (except the Sectional meet) you attend you will the following:
· Click on Meets and fill in the following info:
· Name of Meet
· Location
· Course – choose Y (yards)
· Meet Type – choose HS (high school)
· Check appropriate boxes for Maximum Events 
· Click on X to close Meet Maintenance window 
· Click on Events and click on ADD for each event and either click on appropriate box or fill in info for:
· Event Number
· Gender
· Individual or Relay
· Age Range
· Distance
· Stroke
·  Click OK after entering info for each event
· When done adding events click Cancel to return to Event screen
· Click X on second row top right to return to Meet screen
· Click X on second tow top right to return to main menu screen
5.  ENTERING RESULTS FROM THE MEETS (manually)

· From Team Manager Main Menu Screen, click on MEETS, the click on appropriate meet name.

· From menu, click on RESULTS, it will ask you if you want to copy entry events to results events, click YES.

· Enter the Team by clicking on the school.

· The athletes will appear in the top screen and the events will be listed in the lower screen.  

a. Click on athlete

b. Click on Team for athlete

c. Enter the times in the appropriate event on the lower screen. When entering minutes (for 500FR) enter as 6:23.12 with the colon after the minutes and the period after the seconds

    NOTE:  You will only be able to enter the athlete’s result for that gender

· When finished entering results, click on X on second row top right to return to meet screen.

· Click on X on second row top right to return to main menu screen.

6.  ENTERING RESULTS FROM THE MEETS (ELECTRONICALLY)

· Get the Team Manager result file from the meet you attend
· From Team Manager Main Menu Screen, choose File – Import – Meet Results
· Point to the meet result file and follow the directions on the screen – results from a meet will automatically be uploaded to the matching swimmer in your Team Manager database
SECTION 2 - OHSAA TOURNAMENT – SECTIONAL ENTRY

The OHSAA Tournament entry will be an electronic file and is handled differently than previous high school meets.  The meet event file for Sectionals is located on the OHSAA website there is one for Boys – Division I, Boys - Division II, Girls – Division 1 and Girls – Division 2.  You will download the appropriate meet event file depending on whether you have a boys – Division I or boys Division 2 team, girls – Division 1 or girls – Division 2 team.  

1.  HOW TO DOWNLOAD AND IMPORT THE SECTIONAL MEET EVENT FILE/S
· From the OHSAA site download the following files:

· Boys – Division 1 Sectional Event file (if you have a boys – division 1 team)

· Boys – Division 2 Sectional Event file (if you have a boys – division 2 team

· Girls – Division 1 Sectional Event file (if you have a girls – division 1 team)

· Girls – Division 2 Sectional Event file (if you have a girls – division 2 team)

· Remember where you place the files you download. 

· From Team Manager Main Menu, choose FILE – IMPORT – MEET EVENTS
· In Import Events window, change Look IN to correct drive and directory and click on file to use.

· Click OPEN.

· Click Ok to unzipped files window.

· Double-click the “hyv” file in the Import Events window, Click OK, Click OK

· From Team Manager Main Menu Screen, click MEETS

· Double-click the Sectional Meet Event file that you downloaded

· Change the Meet Name to the correct name

· Enter the Location

· Change the date to the correct date (if not listed correctly)
· Set up Maximum Individual Entries per Athlete to 2

· Set up Maximum Relay Entries per Athlete to 3 or Maximum Combined Events to 4

· Click OK

· Click NO to age up athletes.

If you have both girls and boys, you do the above procedure twice, once for the girls sectional event file and once for the boys sectional event file.


2.  CREATING THE SECTIONAL MEET ENTRY FILE
a) Click on MEETS and click on either the Boys or Girls Sectional Meet 

b) Click on Entries, Choose to enter athletes either by event or by athlete name.

c) Choose your high school team from Choose For Team on second row from top

d) If you chose Entries by Event, click on each event.  The swimmers who are eligible to swim the event will appear in the lower half of the window with their best time in the event.  To enter them in the event, click on the Entrd box.

e)  After entering the athletes in the events, click on the X in the second row in the top right corner to return to Meet window.

f) Click on Print.  Click on Meet Entry Report.  In Meet Entry window, click on Team and choose your high school.  Click on Create Report box on bottom right.

g) Check over your meet entry report making sure all athletes have been entered in the proper event. Make any changes as appropriate.

h) If you have a boys and girls team, you will do steps a-g twice, once for boys and once for girls

i) After you have entered your athletes in the events for the sectional meet, click on X in the second row on the top right corner to be back to the main menu

3.  EXPORTING THE SECTIONAL ENTRY FILE

· Click on File – Export – Meet Entries.

· Choose the appropriate Sectional Meet (if it does not appear in the Meet window)

· Click on Export to Drive to choose where you will store the Sectional meet entry file. (If you are sending the file through regular mail, save the file on a floppy disk)

· Either send the floppy disk through regular mail or attach the exported file to an email and email to the sectional computer entry person.  

· Mail printed copy of export file, floppy disk with exported file on it (if not emailed) and high school entry form with signature to the Sectional entry person.

