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|. ENTERING WEEKLY MEET LINE UP

It is strongly recommended that the computer entry person for each club
enter the weekly A-Meet line-ups before the meet is held, whether or not
your club uses the Tri-County software to generate meet sheets and
swimmer cards. The prior entry of weekly line-ups into TeamManager
before the meet makes the entry of weekly results much quicker and
less error-prone. The rest of this section describes the process for
entering the line-ups into TeamManager.

A. Using TeamManager to Set Up Meet Entries

From the main menu select Meets and then highlight the meet you
wish to set up entries for (e.g. BFVS WB 2012). Click on Entries and
then Entries by Event (see ENTRY 01).

B TEAM MANAGER - Database:C:\TM5Dataktri 2012.mdb - [Meet Browsern]
B Add Edit Delete Ewvents Resulks NaEglii=e8 Ageup  Reports  Help

0O = X & @.@E w Fq &p  Entry Browser

Entries by Mame

Course; |5Eh-1 - hmm Since: | MMODNY [

Pre-Enter Athletes in Meet

|l Bl clo| E| E | mMaxEntis L | m || o]
Start Enc Aggell Since

Meet Name | Date Cm‘ﬂlwpe Dete owe | oo

BF S FH 2012 | 2112 A | 21-dul12] 15-Jun-12

BF AT RT 2012 | 14-du12|s A | 14-dul12| 15-Jun-12

BF AT GT 2012 | 07-Ju-12|S A | 07-ul-12| 15-Jun-12

BF S RD 2012 | 30-Jun-12|S A | 30-Jun-12| 15-Jun-12

S 2012 23-Jun-12|% 23-Mar-12| 15-Jun-12

Tri-County Championships 2011 | 0B-Aug-11|5 | 07-Aug-11]| 15-Jun-11|
ENTRY 01 Highlight Meet on Meet Screen then select Entries > Entry by Event

A screen like ENTRY 02 will appear.

NOTE: Make sure that both the ‘Swim for Team’ near the top of the
form and the ‘Team’ in the middle of the form are set to your team
abbreviation (e.g. BF for Barclay Farm). See highlighted areas on
ENTRY 02 example below.



BN TEAM MANAGER - Database:C:XTM5Dataktri 2012.mdb - [Entry by Event]
B3+ Time Calc  Athlete Resulks  Yiew Relays Only  Print  Dual Meet Setup Help

E®@@ =) ﬁ Evert| 1] 4/ Swim for Team: |EIF j

23-Jun-12 BF V5 'WB 2012

| M 100/ IM | 1z2au| 1 |
I 1 O O -1 B == IR | | I
[ ] [ al | om | 10 [ 1Ind IREETIEN | | |

[ Show Swim-Up Athletes Team |gF = Wik Gr -
I Only Athletes Already in Meet e I—L| Wik Sub I—L|
r o - Standards: l—

2 Subgroup | | | Clear Al | Ertter Al
AlBfclole|Frleln | 1| o ]|t m|n|olePr]|
Event: [1] 128U Female 100 IM
Lazt Mame Firzt Matme bl [Ertrcd | Team | Best Time Cuztom Exhib | AR | Bonus | Hest
Chertane Chriztina Ll |eF T O [oaf O
Chertane Maria Ll |eF T O[O O
Diawy=0n Sabrina Ll |eF 2034005 O[O O
Flyrn Caitlin BF 1:47 165 O (O O
Frankenfisid Faige L1 |eF MT O (o O
Gavwronski Clivia LI |eF MT O || O
Gavvronski Sophia L1 |eF MT O[O O
Giannopoulos lzabel BF 1:50.115 O[O O
Griffis Karoline BF Ml 014000 SEEEEEEEEE
Griffis Kendall Ll |eF 1:45.503| O[] o

ENTRY 02 Entry by Event Screen for Event 1 — All Eligible Swimmers

In the sample entry for Event One shown in ENTRY 02, notice that in
addition to clicking to highlight the entered check box, a custom entry
time has been entered for Karoline Grifis. When you later export
entries from TeamManager to use in the Tri-County Computer
Generated Meet Sheet and Entry cards process, TeamManager lists
the swimmers in each event from fastest to slowest. By giving
Karoline a faster entry time, she will end up in the middle lane. There
will be a process later in this computer generated manual to adjust the
order of swimmers (and to which lane they are assigned) but it can be
controlled at entry time by putting in custom times to fix the order of
swimmers for each event. In this example, the order of swimmers will
be Griffis, Flynn, and then Giannopoulos. This is particularly helpful
when entering swimmers with no times as was the case in this event.

To move to the next event, click on the next event as shown below:



ataktri 201 2.mdb - [Entry by Event]
nly  Print  Dual Meet Setup  Help

t 1 < kj Switn for Team: |EIF ﬂ

ST | |

In the sample entry for event 2 as shown in ENTRY 03, all three
swimmers have recorded times in the database for the event.

ﬁ TEAM MANAGER - Databose:C: i TM5NataMea 200 2 mdhb - [Endry by Event]

B3 Time Calc  Athlete Resuks  Wisw  Felays Only Prik DoslMest 5sbop Help

EO®wats Iy rmF
[ 23-Jun-12 BF VS WE 2012
se=z | | Giv |even] [Gen|Cizenca] stroke | oo [WR[ vards Lo | sim
1 F 1001 12801 |
3
[ | 5 | F| 100 | 1341 | [
| |oal | ow | 100 | r | 1314l | |
[T =how Swimdlp Alhletes Team |E|= j ik Gr | ﬂ
[T Criy Athistss Ak esdy In Mest v l—j i 5L I—L|
r e ﬂ Sradands:
I_
surop | W] | clemal | Ete
s fefclolelrlelwl i ToTel o lfwmwluwlaoler
| Eweri: [2] 1250 Male 100 (M
Lzt Marme Frst Name W [Etrd | Temn | Besttime | custorn [Ezhk |t [Bors [ Hes
Ajezn Mathznicd BF 1:43425 Lo O
Alhlete e [T |erF HT o] o
Becker Lz L1 |eF nr 1| O
hertang Ple [ |BrF 2R N4E O (O] O
Corbert Patrickc [+ |BF 1043 265 O ol d
Dunof Donoven [= |BF 1:41 955 O gl d
Frankenfisld Brdam [ |erF T 1] [
GiEnnopoulos: ol L1 |eF 1:47 495 1| O
=Hocly ENIn e |eF 1:34 755 O gl d
Jenize Blake ] |er nr O gl d
ENTRY 03 Event 2 — All Three Swimmers have Previous Times

Since all three swimmers have existing times for this event, there is no
need for custom times. The order of swimmers into lanes: Gillooly,
Dunoff, and Corbett, will be placed into the fastest to slowest lanes.



B. Entering Swim-Up Swimmers

If the entries include swimmers swimming-up — either in individual events or relays - you
will have to click the Show Swim-Up Athletes check box on the individual event entry
screen

W Showe Swim-Up Athletes Tesm |BF - Wikd Gr I—_|,

[ only athletes Already in Meet v l—_| Wi Sub l—_|
- -
B Group - Standards; ]
— Subgroup [ w1 | clearat | Enterau
A B C (] E F G H | J K L h ] o] P
| B lcloJefrlelnlrfafr|c|mluloler|

| Event: [5] 1518 Female 100 IM

or on the relay event entry screen.

[+ Show Swim-Up Athletes: Team |gF = Wk Gr -

e v (e e

r Group I—L| Standards: | j
— Subgroup [ w| | ClearAldBest | Select A4 Best |
alBlcloplelrleln] i skt |imMm|in]lolPr]|a
! Event: [7] 08&U Female 100 Mediey Relay | New Relay | T i

This will show _all swimmers for your team that are not older than the age group of the
current event. In general you will want to turn this option on to enter a swim-up
swimmer, and then turn it back off (un-check it) before going to the next event.

C. Unofficial Swimmers

Tri-County rules dictate that swimmers swimming unofficial — times
count but they cannot score points — must be in an outside lane — 1 or
6. In ENTRY 04, Lisa Di Cicco’s entry into Event 5 has been entered
with a custom time so that she will be listed third on the Entry Export
for this event. One additional step is required as explained in the
Computer Generated manual.



BN TEAM MANAGER - Database:C:\TM5Dataktri 2012.mdb - [Entry by Event]
B3+ Time Calc  Athlete Resulks  Wiew Relays Only  Print  Dual Meet Setup  Help

ﬁ@@@% ﬁ Evert| s < h Swvim for Team: |EIF

23-Jun-12 BF ¥S WB 201.
Sess Div  |Event Gen |Distance | Stroke | Age [URE Yards LiCh SCM
4 hd 100 |1k 13141 |
D (| [ s/ [F[ om Jasw[o [ [ [ |
G hd 200 |1k 1518 |
]| 7 F 100 |Wedley | 0580 R

[ Show Swim-Up Athlstes Team |gF = | Wik Gr -
[ Only Athletes Already in Meet vy I—LI witd Sub li"
[ Only Pre-Ertered Athletes Group - Standards: [

[ only Pre-Entered with Mo Entries
Y subgroup [ w| | clearal | Ente

Alelclo|l el Fle|nHl ol |m|n]o
Event: [5] 1518 Female 100

Lazt Matne Firzt Matne Ml {Ertecd | Team Best Time Cuztom Exhib | A | Bonus
Sftieri Danielle L] |eF 1:28.8585 O (o O
Di Cicoo Danielle BF 1:20.795 O (O O
Li Cicco Lisa EF (BERES  01:50.005 SRR EE NN
Di Cicco Renee BF 1:20.505 O (O O
Flyrin Shannon E | LI |BF 1:19.045 O (O O
Gillooly Clare Ll |eF 1:27 745 O (O O
John=on Theresa Ll |eF 1:23 535 O (O O
bonichetti Zoe L1 |eF 1:49 485 O |[of O
Shannon Kelzey L | O |eF 1,23 565 O (O O
Walsh Maureen [ |eF MT O O O

ENTRY 04 Using a Custom Time to Ensure Unofficial Swimmer is in Outside Lane

D. Entering Relay Swimmers

When you get to a relay event, a screen like ENTRY 05 will appear.
Click on New Relay and an entry will appear with a time entered from
the database.



o TEAM MAMAGER - Database:C:\TM5Dataktri 201 2.mdb - [Entry by Event]
B3 Time Calc  Athlete Resulks  Wiew  Relays Only  Prink Dual Meet Setup Help

E@@w =) ﬁ Event| 7] * b Swvitn for Tes; IEIF j

23-Jun-12 BF ¥5 WB 2012
Sess Div  |Ewvent Gen |Distance | Stroke | Age (IR Yards LCh SCM
6] | m 200 |1 15-18] |
» 7 F 100 03&U| R
gl | m 100 |Medley | 038U R
: g F 100 |Medley | 09-10| R
[ Show Swim-Up Athletes Teatm |Eu= vl i Gr | -
[ Only Athletes Alresdy in Meet I—_|
[ Only Athletes Already in Session i | jv W Sub hd
[ Only Pre-Entered Athlstes Group | - Standards: | j
B Gy B ol Mo Butlss Subgroup v| [ clearandbest | select A4 Best
Al B feclo e Fle | Hn 1w | fmlntoler|:
Event: [¥] 088U Female 100 Medley Relay Meswy Relay [ In
Last Mame First Marme il |Ertrd | 4B=t | Best Time | Bonus - l}_‘
_Wrmdeline O 1.01 845 [ Clear Swinmers | |
Baker Maesie | 26345 [ Best Free v |
Cherfane Chrizting [l zzaes| O e — E
Frankenfield Paige O s|ess| [ :
Gavwronzki Oilivia O mmzzs| O 5
Gritfiz Karoline O 2z0zs| O S
Kemner Mary O 111 ess| [ 2
Marcuarct Arina O 109795 [ z
Marcuarct lzabelle O ve2s| [ 5
Sizer Kaitlhyn O so7zs| O =
g

| Calculste Custom

K i

ENTRY 05 Enter Swimmers for a Relay Event — click on ‘New Relay’

The first thing to check is to make sure that your club abbreviation is
shown in both the boxes highlighted in pink in ENTRY 05. Then click
on the ‘New Relay’ button.

Your next step is to add swimmers into the relay event. You may do
this in two different ways. You may double-click on a swimmer (which
will place them in the next available relay spot) and drag them to a spot
on the relay — see the fish symbol in ENTRY 06. Note that you can
drag them to any open spot on the relay.



When you release the mouse, the swimmer’s name will appear in the
entry box and the swimmer’s line will be highlighted in yellow as
entered as shown in ENTRY 07 and ENTRY 08.

Event: [] 08&U Female 100 Medley Relay Mewy Relay [ Include Relay ke
Last Mame First Mame bl |Ertrd | 4Bst | Best Time | Bonus i -
Armtrong Madeling O 101 sas| ] SIS | e
4 |Baker Mae:sie 28345 O Best: [Free |
Cherfane Christina O s2a6s| [ ,

- - Svitnmer s Ert |Best
Frankenfield Paige O agess| [ T \Baker Masai T 131 305
Gawronski Olivia O m2s| O f Eer, assle g S
Griffis Karoline O 23o02s| O 5
Kemner Wary O 111655 [ 4
arguardt Anna O 1oa7as| [ =
Marguarct Izabelle O arees| [

f
Sizer Kaitlyn O anrzs| O 7
g
Calculate Custom |
ENTRY 06 Drag a Swimmer to a Relay Spot
Event: [F] 088U Female 100 Medley Relay Mew Relay | [ Include Relay kon |
Last Mame First Mame Wl |Entrd | 48B3t | Best Time | Bonus I -
Armatrong Madeline O 101 B4 L] ey SRITES J | P B3t ElEl
& |Baker Maesie 26345 [ Best [Free |
Cherfane Christing O a21es| [ -

- - Swimmers Ent [Best Zu
Frankenfieid Paige O 3gess| [ T |Baker Masie o 131 39S
Gaveronzki Oliviz [l mmzzs| [ > ke : ¥ —

Gritfis Karaline O mozs| O | Emner, Mary
Kemner 111885 [ 1
Marguarck Anna O 10979z [ =
Marguardt lzabels O rezs| O 5
Sizer Kaitlyn O sorzs| O =
&

Calculate Custom
ENTRY 07 Swimmer added to Relay by Dragging
You may also enter swimmers into the relay by double-clicking on

them, which will place them in the next available relay slot. A
completed Relay entry is shown in ENTRY 08.



Event: [7] 088U Female 100 Medley Relay Mew Relay | [ Include Relay Mo
Last Mame Fir=t Marme Ml [Ertrd | 4Bst | Best Time | Bonus pE—— pr——
Armatrong Madeling O 101 Bas| EE SHIMMErs | G HEst hel
& |Baker Maesic a;34s| [ Best: |Free ﬂ
Cherfane Chrizting [ s216s| O :
- - Swvitnmer s Ent |Best {
Frankenfield Paige O amess| [ T —— T 131 395
& |Gawronski Qlivia sazzs| [ Y T i——— —
Gritfis Karoling [ 2zozs| [ 3 Toawronati g"wa
A \Kemner hdary 111655 [ 4 |Sizer Ha'rtlln
Marguardt Anna O 1097as| [ = ! ¥
Marguardt Izabelle O arezs| [
. G
Kaitlyn anrzs| O =
g

Calculate Custom
i
ENTRY 08 Completed Relay Entry From

To add a second or third relay, simply click on New Relay and it will
create a subsequent relay for you. You add swimmers to the second
relay as before, but the swimmers already entered in the relay remain
highlighted so that you cannot accidentally enter the same swimmer
into more than one relay for the same event. See example in ENTRY
09.

Event: [7] 088U Female 100 Medley Relay Mewy Relay [ Include Relay Mon Lead-Off Splitz
Last Mame First Mame bl [Entrad | 4Bst | Best Time | Bonus pm——— P ———— —
Armatrong Madeling O 1.0 843 ] SAr shvimmers | | Inci Hest ety =
A |Baker Maesie 26345 O Best Free |
Cherfane Christing O 2165 O :
- - Swyimmers Ent [Best Custom Ex | H
B |Frankenfisld Paige awess| [ - - Wl -
. o 1 |Frankenfield, Paige o) bl 131 398
A | Gawronski Olirvia sez22s| O 2 |tz Karaline B nT IR
B |Gritfis Karoling 2302s| O 5 Trtarauardt. Anes —
& [Kemner My k‘l 111653 [ 1 Marquardtl sabele
B |Marguardt Anna 1o9.79s| [ = H !
B I=ahele 27ezs| O 5
& |Sizer katlyn aozzs| O 7
g
‘ Calculate Custom
i

ENTRY 09 Completed Relay with Two Relay Entries

Continue through each event until all the event entries are completed.
Use the Meet Entries report to verify that you have made the correct
entries.

You are now ready to use the Computer Generated meet sheets and

entry cards, if you choose, and you are ready for a faster and quicker
meet results entry on Saturday.

-10 -



When you are done with making the meet entries, you should backup
the database.

E. Checking Your Entries

The easiest way to double check your entries is to run a couple of

Athlete Resulks  Yiew

icon at the top of the Entry By Events Screen. =T

Click on the printer icon and the Meet Entries report screen appears as
shown in ENTRY 10. Use the drop down list for Meet to select the
Meet you wish to report on (e.g. BF VS WB 2012).

& Meet Entries...

Mest |4 9_Ju1.05 BF AT WO 2008 -

Filter= Cther Cptions
Team: (LA ~ Show Times Unconverted [
i Fen I Age | Sess/Div | Incluce Proot of Time [
: ]v Include Team Address [
Subgroug: 0 A Indicate Converted Times [
WM Groug: Iﬁ" ’:'::ale Da Mat Shavw Entry Times [
Wl Subigroug: g
Schoal Year: g
Totals on Separate Page [ Include Recistration 0 [
Include Inactive [ Include Offical Statemert [ _Evert Fiters
* Individual ~ Individual and
( Rel
Stroke f Distance Fiters REl sl

Stroke: Distance:
i = Standards Paoint= |

* plane LER Poirits
Hy-Tek &de Group B Paints
% Hy-Tek Single Year =B BAG Points
Sart by Hy-Tek Qpen MISCA Poirits

* Meet Event Mumber Meet Event Mumber (1 per page ) il oty

Meet Event HeatiLane Meet Event Heat/Lane (1 per page)

Mame [ mMame [ 1 Swimmer per Page )

Are [ Stroke and Distance

| Create Report ‘ ‘ Cancel

ENTRY 10 Entries Report Screen

-11 -



In the Event Filters section click on the Individual and Relays radio
button as shown in ENTRY 11.

Event Fitterz
Indliviclual Indivicual and
Relay Relays

ENTRY 11 Individual & Relays Option

Click on Create Report and a report similar to ENTRY 12 will appear.

Individual Meet Enfries Report

BFAT WO 2008 19-Jul-03 [Ageup: 6/15/2008] SC Meters
BARCLAY FARM [BF] Coach: Dan Roth

14 Kaywood Lane
Cherry Hill, NJ 08034

609-427-0299

# 1 Girk 12 & TUnder 100 IM
Damielle Di Cicco (11)

McEenzie Chapman (11)

Hicole Zasa(11)

# I Boys 11 & Under 100 IM
Hick Eeenan (12
Drarid Romree (1110
Drarid Rosica (10

# ¥ Girk 13-14 100 IM
Eelsey Sharmor | 14 )
Lica DI Cicco (13)

# 4 Boys 13-14 100 IM
Datrick Eane (14

Akx Divia (13

Dramrey Mohrfeld {14 )

# & Girk 15-18 100 IM
Tam e Phtt {17)

Ekna Femanti (17

Gimma Cocco [15)

# & Boys 15-18 200 IM
Teff Romre (16

Ly Easprowdcs (17)

Tim Sharman (17}

1 Michaela Bac sllster (2)
1:30.738 2 RachelDilks (10)
140,238 3 Arwa Siefert [ 10)
2:00 665 4 Eei Foley (9)
# 10 Boys 9-10 100 Medleyﬁpﬁyﬁ EBF 1:25 622
1:22 938 1 Bomn Gramble (10
1:28 538 2 Patrick Gillookr (100}
2:05 875 3 Cole Parsons (10)
4 Tykr Parsors (9)
1:23 568 # 10 Boys 92-10 100 Medley Eelay B BF 1.50 878
1:26 628 1 Darid Bosica (100
2 Hate Leba (10}
3 Mfatthew Gm itter (9)
112668 4 Billy Sisfert (9)
1:14 215
1:31.638 # 11 Girk 11-12 200 Medley Eelay A BF 245728
1 Shanmon Fhmm (11}
2 Huyan Opong (11)
1:11.238 2 Dandelle Di Cicco(11)
1:14.502 4 Thuresa Tokrsor (11
127175
# 11 Girk 11-12 200 Medley Eelay B BF ERER LT
1 Tala Dintina (11)
2024 975 2 Hicole Zaso (11)
2330738 3 Madicon Iac Allister (11
2:59 058 4 MeEenzie Chapman (11)

ENTRY 12 Individual and Relay Entries Report

This is the easiest report to check relay entries from. To check out the
individual event entries, | have found that a different report is more
useful. Navigate all the way back to the main menu and click on Meet
Entries SS (for Spreadsheet) shortcut as shown in ENTRY 13.

ﬁ TEAM MAMAGER - Database:C:VTM5Dataktri 201 2. mdb

File Set-up Athletes Teams Meeks Standards  Records  Workouks  Training  Report

S 33« B« 0 & &

ENTRY 13 Meet Entries Spreadsheet Shortcut
This will bring up the screen shown in ENTRY 14.

-12 -



m. Meet Entry Spreadsheet

Mest |nz_Jul-11 BF 'S GT 2011 -
Fitters Cther Options
Team: | gF - - Showw Times Unconverted [
Fe— Gen | Age | Se33 (Div Include HestLane [
’ ]v Exclude Diving [
Subroup: - + Al Indicate Converted Times [
WM Group: I—_" rl-:n::ale Do Mot Showe Entry Times [

Wl Subgrougp: -
Schoal Year: =

Include Pre-Entered with no Ertries [

Inelude Inactive [ Flag Swimmers with Max Entries [
Include Relays W Paortrat (HS Everts) [
| Create Report ‘ ‘ Cancel
[V Keep Athletes § Everts together

ENTRY 14 Meet Entries Spreadsheet Screen — Include Relays
Select the correct meet and check the ‘Include Relay’ box as shown
highlighted above. Click on Create report and a report similar to
ENTRY 15 will appear.

-13 -




hMeet Entrie

BF VS T 2011 02-Jul-11 [A¢

Girls #7 #17 #27 #1317 #47 # 57
& & Under 100 Med B | 25 Free 15 Back 25 Breast 25 Flr 100 Fr B

Bilaecie Baber(s) B3
Chrictina Chefane (7] 32168 51.198 42
Faize Franbenfield (5) 42.165 E2
O liria Ganconski (7] 37008 E 4
Earoline CGriffiz (7) A4 Brstf 20825 26 378 A3
[sabelle Barquardt (7] A, Free A7 625 44 343 )
Fulia BcCay (2) A Fha 26 003 28 338 41
Eatthm Sizer (7) A Back 1:01.228 40.145 E1l

Girls #1

12 & Under 100 I

Eoendall Griffic (11) 1:45.508
fulie Bosica (9) 2:16 995

Girls #9 #19 #19 #39 # 40 # 50

o_10 100 Med B | 50 Free 25 Back | 25 Breast 25 FIy 00FTE
Flarin Cherfare (9) A, Free 1:1%.085 3g.128
O liria Gamoonski (7] 45 538
Fophia Gamronski (9) A FIy 47 585 26 818
Fillian Henshawr (10 A4 Back 30 335 20 685
lomria Oporg (9 17 515
fulie Bocica (9) & Brst| 24135

Girls #11 #1211 #3231 #41 # 51 # 61

11-12 200 Med E | 50 Free A0 Back | 50 Breast a0 Fry 0FrE
Fabring Dawrson (11) 46 555 1:15.745
Caitlin Fhmm (11) A, Free 52.888 52788 A3
Fophia Camrornski (9) B3
[zab el Giatmop ouls (11) 4 Back 52.49% 46 G695 E1
Eoendall Griffis (11) A4, Brstf 46 695 42
Fillian Henschawr (10 41
Caithm Meyer (11) 1:32.608 1:29.1458 E 4
fomna Opong (9) A FIy 30873 A4
fulie Rosica (9) B2

ENTRY 15 Meet Entries Spreadsheet Report with Relays

This report does not includes relays and is very convenient to make
sure that each swimmer has no more than two events, and is also easy
to check for either unexpected open lanes and/or events with more
than 3 swimmers. It also makes it easy to see who isn’t and who is
swimming in a relay and in what position.

If you find mistakes, simply go back and correct them. To remove a
swimmer or a relay, simply uncheck the Entered check mark — yellow
highlight will disappear and that person/relay is no longer entered. To
remove a swimmer from a relay, simply double click on the swimmer
and answer yes when the dialog box asks you if you wish to remove
the swimmer from the relay as shown in ENTRY 16.

-14 -



Remove Athlete from Relay X

Remove Baker, Maesie from the & Relay?

Yes Mo

ENTRY 16 Removing a Swimmer from a Relay

You are now ready to generate meet sheets, swimmer entry cards

and/or enter weekly results. | suggest backing up the database after
the meet entries are complete.

Remember, if you go back to review or make corrections for an event
that has a swim-up swimmer, you will have to check the Show Swim-
up Athletes box to be able to see the swim-up entry.

. Using the Entry Browser

From the Meet main screen, you can also use the Entries Browser as
shown below:

- Database: C:¥\TM5Dataktri 201 2.mdb - [Meet Browser

Events

Results Ageup  Reports  Help

- W lr:t‘ % Entries by Mame g
I

E

- | Entry by Event stz Since: | it
Pre-Enter Athletes in Meet
o] | E | E | Max Entries L ]

TE ] 52 | A2

This will bring up a screen as shown in ENTRY 17.

-15 -



B TEAM MANAGER - Database:C:\TM5Dataktri 2012.mdb - [Entries Browser]
B3+ Export Entries  Wiew Delete  Print  Export o HTML  Window  Help

> 4 @w % ﬁ ﬁﬁ ' Indicates a converted time
{+ Bath Team I—_I oL | wibd Gr High Aoe
" Male = i = = e I:l
 Female School ¥r I—L| Subgraup I—LI Wit Sub I—L| Lowy Sge |:|
Alelclo|lEeE |l FlelHn|l o]kl |m|n|lolr]|a
23-Jun-12 BF ¥5 WB 2012
Last Mame First Mame Ml | Gen|Age| ¥t | Team |Distance | Stroke Eritry Time Event # 3
B |Corbett Patrick W12 BF 100 |1k 1:43.255 2 [
Di Cicco Dranielle F 15 BF 100 |1k 120,795 5 [
Di Cicco Liza F 17 BF 100 |1k 1:30.00% 5 [
Di Cicco Fenee F 18 BF 100 |1k 1:20.50% 5 [
Dunoff Donovan W12 BF 100 {Ird 1:41 855 2 [
Flynn Caitlin F 12 BF 100 |1k 1:47 165 1 [
Flynn Caitlin F 12 BF 50|(Free 42 B55 M [
Frankenfield Paige F E BF 25 |Free SEESS 17 [
Giannopoulos lzakel F 12 BF 100 | I 1.5011% 1 [
Gillaoly Hevin R 12 BF 100 |1k 1:34 755 2 [
Gillaoly Hevin R 12 BF S0|(Free 35805 22 [

ENTRY 17 Entries Browser for Individuals

You can delete entries from the Entries Browser by highlighting the
entry in question and then clicking on the Delete options from the top
menu.

To look at Relay entries, toggle the %% jcon and a list of relay entries
will appear as shown in ENTRY 18.
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BN TEAM MANAGER - Database:C:\TM5Dataktri 201 2.mdb - [Entries Browser]
B3 Expork Entries  “iew Delete Print  Export bo HTML  Window  Help

> i @m % El ﬁﬁ ' Indicates & converted time
{+ Both Tesim m Grougp - Witd Gr - High Aoe
" Male % I:l
 Female School Yr - Subgrbi -| WM Sub - Loy Aige |:| P et
AlB]c|ole|Fr|los|H] 1 |s]lw]|]r|m|nu|lof|Pr]|al]lcRr,|

23-Jun-12 BF VS 'WB 2012

?:—::r:_l‘f' Letter | %r |Distance | Stroke | Entry Time Ewent # Ex | ARt |Bonus | H |LM | Sess Div [ Gen
» BF »| A 100 [ Medley 1:31.395 L] O F
BF| B 100 | Medley 2:45 005 i (OO O F
BF| & 100 | Medley 1:30.895 gl (OO O M
BF| & 100 | Medley 117015 gl ([OO[ O F
BF| A 100 | Medley 1:13.145 wf (OO O 7]
BF| A 200 | Medley 228 E7S H| OO O F
BF| & 200 |Medley 222745 1z (OO O M

ENTRY 18 Entries Browser showing Relay Entries

Relay entries may be deleted in a manner similar to that used when
deleting individual entries from the entries browser.

Once again, when your entries are complete, backup your database.
You are now ready for the Saturday A-Meet.

. COMPUTER PRINTED MEET SHEETS & ENTRY
CARDS

A. EXPORTING YOUR ENTRIES REPORT TO AN EXCEL
FILE

Once you have completed checking your entries, you are ready to
export your entries to an Excel file to use as the source for generating
meet sheets and/or swimmer entry cards.

Assuming you have generated the Entry report as shown in ENTRY

12, at the top left of the report screen, the left most icon is used to
export the report as shown in CG 01.
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. Print / Export Reports

o CH

Fresig ]

CG 01 Export Reports Icon

Click on the Export Report icon and an Export options screen will
appear as shown in CG 02.

Export

Format:

||Q Adobe Acrobat (FDF) oK

Destination: Cancel

[
/=3 Disk file -

i

CG 02 Export Reports Option Screen

You will need to change the format option to ‘Microsoft Excel 97-2000
Data only (XLS) as shown in CG 03.

Export

Format:

|Q Microsoft Excel 97-2000 - Data only (3L5) Ok

=0 Adobe Acrobat (PDF)

=D Crystal Reports (RPT)

=0 HTML 3.2

= HTML 4.0

=D Microsoft Excel 97-2000 (xL5)

(= WMicrosoft Excel 97-2000 - Daka only (5L5) %
|| =D Microsoft Word (RTF)

CG 03 Select Excel Data Only format type to Export Entries Report

Cancel

i
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Click OK and the Excel Format Options screen will appear as shown in
CG 04.

Excel Format Options [E|

" Typical: Data iz exported with default options applied.
Cancel

" Minimal: Data iz exported with no formatting applied.

* Custom: Data iz exported according bo selected ophions Optiong »»»

CG 04 Excel Format Options Screen
The default options from this screen are fine. Click OK and the Select

Export File screen will appear. Navigate to the appropriate directory
and then name your file (e.g. bf at wo.xls) as shown in CG 05.

Select Export File E]

Save in: |l.ﬂl e j 5 Ef-
. B PERSONAL [ TRICOUMT ICiTunes [T
@ B we [T dragon [Cianet [T
My Recent B b gt [Chrkax10 [CImMsDEY [T
Documents &gy gy, Chdr () PKWARE 3 Turl
@ @be cr enkry |=ywedding pics [Chmy_cd_ark [huGE
|3 John 5 Hammer |=hdeskiop documents My Plavlists
Desktor |75 arizona to print ) TMEData ) OUICK_BACK
. @Hnme-:lan [htaxtlg [htaxtltl
-___} IChkax1l [ Tax07 [Chraxol
My Dosuments I3 TurbaTax ICEducated Investor [Ctax03
ICIHPSETLR ICcH [Ctaxoz
— |Chtax0a [Chfred [Chtaxnd
EJ)B Iy GEMOYA [Chaw BASE [ taxne
My Computer I ICDATA | Home-Cherry-Bowl [ Tax0s
IathSdata [ Home-Tri-Counky [ Taxe7
Q R
My Metwark.  File name: I:nf wo enkry j Save
Places
Save as bype: |MS Excel 97-2000 Work book ™. xls] ﬂ Cancel

CG 05 Select Export file Screen — Name the Excel File to Export to

Click OK and the file will be saved. The next section will describe the
two occasions in which you must edit the Excel export file.
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B. EDITING THE MEET ENTRIES EXPORT REPORT FILE IN
EXCEL

If you have no unofficial swimmers in the meet, and if you always want
to put the fastest swimmers in the middle lanes, then the file is ready to
use for the generation of meet sheets.

If you wish to make any changes in the default set-up of swimmers to
lanes that will occur in the generation of meet sheets, then the meet
entries report file must be edited (very carefully).

Open the exported meet entries Excel file. It will look like the sample
in CG 06.

A, B o o E

# 1 Girls 12 & Under 100 M

Danielle Di Ciceco (113 1:20.795
# 2 Boys 12 & Under 100 I

Mick Keenan (12 1.16.875
Diavid Rowe (11) 1.21.065
Diavid Hosica (10) 1.36.715
# 3 Girls 13-14 100 1M

Lisa DI Cicco (13) 1:19.993
Kelsey Shannon (14) 1.23.565
Theresa Johnson (11) 1:28.045
# 4 Boys 13-14 100 I

Alex Dintino (13) 1:.05.875
Patrick Kane (14) 1.12.665

CG 06 Exported Meet Entries Opened in Excel

Identifying Unofficial Swimmers

Suppose for event #4, Patrick Kane is to swim unofficially. There are
two tasks:

Identify Patrick as unofficial by inserting “*unoff*” into column F in
the row with her name in it.

Because there is only one other swimmer, we must insert an entire
new row into the spreadsheet between Dintino and Kane, and identify
the swimmer as ‘No Swimmer’ followed by a space and an age-
appropriate designation for this event.

See the changes in CG 07.
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&, B c ] E F 5

1

2 # 1 Girls 12 & Under 100 Ik

3 |Danielle Di Ciceo (11) 1:20.795
4 |# 2 Boys 12 & Under 100 1M

5 |MNick Keenan (12 1:16.575
B David Rowe (11) 1.21.055
7 David Rosica (10} 1.36.715
8 # 3 Girls 13-14 100 I

8 |Lisa DI Cicco (13) 1:19.895
10 [Kelsey Shannon [14) 1:23.565
11 [ Theresa Johnson (11) 1:28.045
12 # 4 Boys 13-14 100 1M

13 | Alex Dintino (13) 1:08.873
14 |Mo Swimmer (13)

158 |Patrick kane (14) 1.12. 665 |*un|:|ﬁ* .|
16 # B Boys 158-18 200 IM

17 | Jeff Howe [15) 224975

CG 07 Modified Excel file for Unofficial Swimmer

If you have no unofficial swimmers, there is no need to edit the Excel
file.

C. COMPUTER-GENERATING THE MEET SHEETS

To start generating the meet sheets, see CG 08).

Look in: | I Files

o @triED_EXEELEDlE g-Lane
‘__J IzlJI:riu:u:u_exn:el_zlil12 3-Lane backup
II?“ﬁI:rin:n:n_exn:el_zlil12 3-Lane backup
@tricn_&xcel_EDlZ 8-Lane
o @triED_EXEELEDIE_baCkLIp

__J @tricu_&xcel_zﬂlz_baclmp
My Deskiop :-r,s'élEtr‘il:l:l_E::-::l:E|_;?_"I:I1;-7;'
'l?‘—'i_.’ltricu_exn:el_ztllz
ICword files

~ p files

My Documents | (25 excel files

Home-Jan-Excel

CG 08 Ob_én an Unmodified Copy of trico_excel_2012.xIs
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Macro

Macro name:

£

H

A

—

Step Inko

Edit

Delete

K

M
i Cpkions. ..
Macros in: | &l Dpen Workbooks w
Ll Descripkion L
A B & 5 = T E; 5 SR ™ s}

2 Date: __ /_/ TRI-COUNTY SWIMMING POOL ASSOCIATION SCORING SHEET 2012
4 Division(circle): A B C D E F Circle One: Away T
5} Away Team: Home Team:
7 Final Score
9 [No] Event [La Name Time PI| Ev| Total |La Name
10 100M Ind. | 4 3
11 1] 1 | Med. Girls| 2 5
12 12 & Under] 6 1

You may see a message as shown in CG 09. If so, click the Enable
Macros button.

This will open the spreadsheet as shown in CG 10.
CG 10 Opened trico_excel_1012.xls Spreadsheet

When trico_excel_2010.xls is active, press the Alt & F8 keys
simultaneously. This will bring up a Macro screen like CG 11. (Note:
you may need to use the ‘Macros in” pick list to select ‘This Workbook'.

CG 11 Highlight Macros in This Workbook

Highlight entry_09 and click the Run button. This will bring up the first
data entry dialog box as shown in CG 12.
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Microsoft Excel [z|

Enter vour club abbreviation. 0K

| ok |
Catizel

B 1

CG 12 Enter Team Abbreviation

Enter your team abbreviation and click OK. This will bring up the next
dialog box as shown in CG 13.

Microsoft Excel

X
are you haome (H) ar away (A7

Cancel

A I

CG 13 A for Away or H for Home Team

Click OK and the meet date dialog box will appear as shown in CG 14.

Microsoft Excel [‘5—<|

what is the meet date  (mmfddfyy) - BE SURE TO USE

TWO-DIGIT FOR EACH MUMEER. ?
Cancel

0715808 i

CG 14 Enter Meet Date
Enter the meet date in the format shown and click OK. The

spreadsheet will walk through all the cells, and then the last data entry
dialog box will appear as shown in CG 15.
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Microsoft Excel @

Enter full path for TeamManager Meet Entries Text File

Cancel

-
|c:hehbi wa entry. i) g

CG 15 Enter the Full Path for the Meet Entries Excel File
Enter the full path — drive letter to files name and then click OK.
The macro will walk you through the spreadsheet, filling in the

swimmers and relays in their appropriate slots on the meet sheet.
When completed, it will look like the sample shown in CG 16.

A B B o E F ] H | kLM M
ID:at=e: 7/19/2008 TRI-COUNTY SWIMMING POOL ASSOCIATION SC(
Divisionfcircle}: A B C D E F

Away Team: Barclay Farm Home Tea
Final Score
No| Ewvent |La Name Time Pl| Ev| Total JLa

Danielle Di Cicco

It

100M Ind. | 4
Med. Girls| 2
12 & Under| 6
100M Ind. | 4 |Nick Keenan
Med. Boys| 2 |David Rowe
12 & Under| 6 |David Rosica
4
2
[
4
2z

-
-

It

It

100M Ind. Lisa DI Cicco

Med. Girls Kelsey Shannon
13-14 Theresa Johnson-Up

100M Ind. Alex Dintino

Med. Boys
13-14 6 |Patrick Kane-Un

CG 16 Completed Computer Generated Meet Sheet

el
[¥L}

It

-
.

b= == == = = == J i
i o) e e e N Y T S = e s e e s Bl e
"
()
alu|w|a|lm|w]alow] =] |w

Note that in the event #4, the middle lane is empty (by entering ‘No
Swimmer (11)" in the bf at wo.xIs spreadsheet) and Patrick Kane is
designated as an unofficial swimmer (by entering *unoff* as described
earlier).

If you are using the 8-lane pool version of the software, the meet sheet
would look like CG 16a below.
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A,

T+
—

It It
[ %]

T

(N [ [P (Y ey ey [y ey R Y Y Y ] ]
i | e i B G N L L e = A L B L R
. P

é- & ] E ] H | | JKIL M
| |
Date: 7/19/2008 TRI-COUNTY SWIMMING POOL ASSOCIATIOI
Division(circle}: A B C D F 8-LANE VERSION
Away Team: Barclay Farm Hm
Final Score
Mo.] Event |La| Name Time Pl| Ev| Total]lLa
100M Ind. | 5 |Danielle Di Cicco 4
1 | Med. Girls| 3 [}
12 & Under] ¥ 2
100M Ind. | 5 |Hick Keenan 4
2 | Med. Boys| 3 |David Rowe 6
12 & Under| 7 |David Rosica 2
100M Ind. | 5 |Lisa DI Cicco 4
3 | Med. Girls | 3 |Kelsey Shannon b
13-14 7 |Theresa Johnson-Up 2
100M Ind. | 5 |Alex Dintino 4
4 | Med. Boys| 3 b
13-14 7 |Patrick Kane-Un | 2

CG 16a Enter the Full Path for the Meet Entries Excel File for 8-lane pools

D. SAVE THE SPREADSHEET WITH A NEW NAME

When the meet sheet is complete, use the File > Save As menu option
in Excel to save a copy of the completed spreadsheet with a new name

(e.g. bf wo meet sheet.xls as shown in CG 17).
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Save As IEIE§§
: = e E R —
Save in: | a v! D A Q X i EE - Tools -
= — .
uL.J My Recent !E_je.xls & feb 2009 not paid. 115
| Documents | B bF ot wo,xls B bF wo 2008, xls
i @ Dieskkop E!_E._ljc.xls !_E._ljsylvan_FeI:u_EDDQ_int_cu:uml:ui
B a.s B sylvan_feb_1-3icombined.x
B B"IV : B trico_esxcel_2009 sample. xls B step 2 detail 0209.xls
FEUMEnES B trico_escel_2009 krial xls B step3 detail 0209.xs
j B trico_ewcel_2009.x)s B step1 detail 0209.xs
Compuker
M b s B <TEP 2 Intl, detail 0209.xls
HH:EEE il @jbf at ws, xls B step 1 Intl detail 0209, xls
. i@_ﬂ]entries data no formatting, <ls EHnbme - non-step programs £
I CURREMT E@jtmientriesevent.xls Epsych 2.4s
5 @Jentries data only defaultwith column alignment . xls I%f]qual.xls
|PEAELE L B entries data onky default.xls B session. xls
e B entries details,xls B psych 1.4s
= B entries whole report. xls B tmiresultsevent. xls
) USMLE L | >
i File: name: |_ wi meet sheet| T v| [ Save ]
| TRICOUNT —
- Save as bype: |Miu:ru:usu:uFt Office Excel Workbook (*,xls) b | Cancel
CG 17 Save the Computer-Generated Meet Sheet with a new Name
E. THE TWO WORKSHEETS IN TRICO_EXCEL_2012

If you look in the bottom left hand corner of the spreadsheet, you will
see a section that looks like CG 18.

1
g0# || | IShan

H Ak b | Data | Main %]
Ready

CG 18 Two Worksheets in trico_excel 2010

The Main worksheet is where the meet sheet has been generated and
is ready to print.

The Data worksheet is where the mail merge data to generate the
entry cards has been stored (see sample in CG 19).
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A, B

Barclay Fs 7119/2003
Barclay Fs 7/19/2003
Barclay Fs 7A19/2003
Barclay Fs 7A19/2003
Barclay Fz 71152005
Barclay Fz 71152005
Barclay Fz 71152005
Barclay Fs 7A19/2003
Barclay Fs 7119/2003
Barclay Fe 7/19/2003

[ R R R i R S T S

—_ —
— O

i
Club Date Haorne

]
vigitor
“isitar
“isitor
Yigitor
Yigitor
“isitar
“isitar
“isitar
“isitar
“isitar
“isitor

E F

Event |ind farme _|Age
1 Danielle D
2 Mick Keen
2 David Row
2 David Rosi
3 Lisa DI Cic
3 Kelsey Sh
3 Theresa Jc
4 Alex Dintir
4 Patrick Ka
B Jeff Rowe

5

11
12
1
10
13
14
11
13
14
16

H
Lane

CG 19 Sample Mail Merge Data Used to Generate Entry Cards

F. PRINTING THE COMPUTER-GENERATED MEET

SHEETS

F R N R O A R L Y R

I
Relay

There is a great deal of variation between laser printers in the way they
print the trico-excel meet sheets. There are a couple of things you can

do to try to keep the printing as uniform as possible — this will be

greatly appreciated by the scoring table staff.

From the Excel menu bar, click on File > Print Preview as shown in CG

20.
E_g (| & bf wo meet sheets [Compat
- r
€ e
j Preview and print the document
I e =
Lk Print i
~ -_.EJ Select a printer, number of capies, and
7 Dpen other printing options befare printing. i
| . [ © Quick Print il
I Conert "l'—ﬁr,lJ Se_nd the_wnrkhn:n:nk_directl'_-.r fo the default .
3 printer without making changes. —
Ly Print Preview
H Sawe j Prguigw and make wnges to pages befare 3
printing.
E:l Sawe S5 K
L
Lk
g:,l";] Print 2 -
=)

CG 20 File > Print Preview

This will bring up a display as shown in CG 21.
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Print Previcws

'l b = I\. [ | _" M=t Page
Frint  Pape Zoarm ] Close Print
et Show Margins Erzi i
Pri: Zoom Firevizws
D3e FiEC0m TRI-COUNTY SWIMMING POOL ASSOCIATION SCORING SHEET 2012 1
Drasionarele): & E C O E F Cirele Ona Lovay Team Hzma Team

By Taam: Barcday Farm

o e Tazm:

Final Score Final Scare
Nz Ewzrt Lo Ham e Tirnz M | Eef Total [La Hamz ] H B ] Totad
1000 Imd, | A [Oaniall e O Ciaca E
1| med Ginsf2 fa)
12 & UndarfE 1
1000 Ind. |4 JHek ReenEn 3
2 | Med. Boys | 2 |D=vid Rowe 5
12 & Undar | B J0=wvid Aosca 1
100 Ind. 4 JLisa bl Gicon 3
2| Med. Girl= | 2 JHelzey Sharman &
1514 f |Treresa Johrson. Lo il
1000 Ind. | 4 J&l=x Dintino 3
4 | Med. Bows (2 [
1314 B |Farick KenelUn 1
1000 Ind. {4 o)
6| Med Girls |2 ]
1510 ] 1
200 Ind. |2 M Rave ]
E [Med. Boy= | 2 ]
1519 [] il
Caidin A *nn i1 Opang
100 | 9 PINNEN HeEEY 3
Mez Ralzy
T GEirks 2 a
84 Under il
E
MaAlIE | LI Badn gl
100M & [P ok Corbe & Conotan Dunoft a
Med Ralay
& Boxs 2 bl
2 4 Under
L] 1
Lauren Manprowis Wgtorla Adama
100K | fowen S bim )
Mlad Relzy MMl 3ENE MEe mEiler | KAl My
a Girls 2 Jaarm B fert &
=10
]
ey Ry v
Ak ks E]
Paza 1 Soors Soors

CG 21 Excel Print Preview of Computer Generated Meet Sheets

G. COMPUTER GENERATING THE MEET ENTRY CARDS

There was also a Microsoft Word document included on the computer
training CD titled trico_avery template_2xxx.doc. This document
contains a template for Avery form # 5384 — a sheet of 3" by 4” name
badges which can be used, in conjunction with the ‘Data’ worksheet
from the meet sheet Excel spreadsheet you just created and saved
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(e

.g. bf wo meet sheet.xIs). Use Word to open the Avery template

document as shown in CG 22.

Look in;

s My Recent

£ Docurents

E@' Deskiop
ay

Documents
g
Compuker
":-g My Metwork,
Flaces
|5} CURRENT
|3 Home-1an. ..
) ICDATA
|5y USMLE

|- TRICOUNT

-

|'u_:"|FiIes V! @ A Q X ou B Tools-

[} krico_avery_template 2009, doc

] 2005 bri-county records. doc

ICyword

File name: | v | [ Qpen f*]
Files of bype: |'-.-'-.-'|:|r|:| Docurments (*,.doc) bd | Cancel i

CG 22 Open trico_avery_template_2xxx.doc in Microsoft Word

Depending upon the level of Microsoft Word you are using, there may
be a variety of messages or displays before you get the template
document opened in Word. Despite what the screen is looking for,
navigate to the trico_avery template_2010.doc and open it again.
Ignore any message until you get a screen that looks like CG 23.
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weCinkss Bront #: .Beaniy <Mt Revorde ol Brant#: wente

nE R e ) =T iAo Dae dDidey T ol 10
Mame: sind_names Fge: ogey Mame: zind_name sz Fge: ofpen
Lane: alanes Reday 1 sReday_1» Lane: deres Relay 1 «Rclay 1=
Times Fgay 2 sHEiay e Times iy & sHaky_2e

Reday 3 <Relay 3w
Reiay 4 sRelay_fds

Rabay 3 «Haky_3e
Reigy 4 «felsy_de

PRt aSTmhe S 5 4 =l TERY
Placa: e alarfs Placa wA B odaifl
Razcanfor OO Reazonfor O
5&T Itz FeiaT Nt =k 5 & TintiEs Refamrintias
rhzst FasomeClubs Erent d: oBuenix =Nest Resodo=Cluba Eventd: Srente
jat Bt £ R LT Dae: dides T o vt Tt
Hame: aind_names P ] Rame: aind_name Qe ai0En
Lane: danex Relar 1 «Redar_13 Lane; daren Felay 1 «Fekly_1=
Time Reay & shgay_&a Time= Helay & sHsiay_ds

Relay 3 «<Relar_3= Rebay 3 «Reky_3=

CG 23 trico_avery_template_2xxx.doc

Word will then ask you (usually through a mail merge wizard) to
identify the data source or address list. The mechanism will vary
depending upon the version of Word that you are running. The
examples below will use Word 2003.

From Word, with the trico_avery _template_2xxx.doc active, bring up
the mail merge function (see CG 24).
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Format | Tools | Table indow Help Adobe PDF  Acrobat Comments

ﬁ"f? Speling and Grammar, .. F? b . 2od .« 3RO+ D90 - 433 c b
I : ;l Research, .. Alk+Click, I : : : :
Language ]
Word Count...
-] AuknSummatize. ..
Speech
" Shared Wworkspace. .. west Fiecomd oClubs
.Ig::a:?'nd 14| Track Changes Ctrl+5hifE+E ﬁ:ﬁ:,nﬁa;?nd e
3 Compare and Merge Documents. ., Lane: «ane Relay 1 «Relay_1s
Protect Document. .. Tirmes Helay £ «Relay_ds
— Online Collabaration [ [p— Relay 3 «Relay_3»
= Letkers and Mailings 3 m Mail Mergeill : "' == |
a Macro 3 Shows Mail Merge IDIL%EIF
anfor 00 _| Templates and Add-Ins. .. =3 énvelujpes and Labels. .. L
Intiats __| =& AutoCorrect Options. . I:etl:er Wizard. .. r
Cuskomize. ..
Reand: «Ll Qpkions, .. whent Reconds oSl

ol ew T T Dae: «Jaew
e I S KPS TGRS i

CG 24 Microsoft Word Mail Merge Wizard

This will bring up the Microsoft Word Mail Merge Wizard on the right
hand side of the Word screen as shown in CG 25.
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Fl =
. & Mail Merge *

Select recipients
(%) Use an existing list

(" Select From Cutlook contacts
) Type a new list

Use an existing list
Iz names and addresses from a
file or a database,

Browse, ..

CG 25 Mail Merge Wizard

In the middle of the Mail Merge Wizard is the section that looks for an
existing database to pull the mail merge information from. Click on
Browse and a screen like CG 26 will appear.
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Select Data Source

g
Compuker

":! My Metwiork,
Flaces

=) CLURRENT
|y Horme-an. ..
) JCDATA

) USMLE

I-) TRICOUNT

-

Look in: | My Data Sources w | @ - £ 'd X B v Tools -
L_=3 My Recent +Cl:||'||'|El:t ko Mew Data Source.odo
Documents | 1554 4 ew SGL Server Connection.odc
@ Desktop
ay
Docurnents

File name: || v| [New Source. ., ] [ pen ]

Files of bype: |.ﬁ.II Diata Sources O*.odoy *.mdb; *.mde V|

Zancel

CG 26 Default Mail Merge Wizard Directory for Mail Merge Database

Use the ‘Look in:’ pick list to navigate to the directory where you stored
the completed meet sheet spreadsheet as shown in CG 27.
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Select Data Source

Look in;
[ My Recent
O Documents

E@ Deskiop
ay

Docurents
My
j Compuker

"_:! My Metwiork,
Flaces

=) CLURRENT
|y Horme-an. ..
) JCDATA

) USMLE

I-) TRICOUNT

v @-2Q X o

* Tools =

EbF at wo.xs
@c.xls

Ea.us

E’l bf week 55, kxt

Tvpe: Microsoft Excel Worksheet
Authar: jerick.

Date Modified: 7/6/2009 2:43 FM
Size: 223 KB

B bF week 4.xls

@WD week 5,xls

B bF week 5.xls

|@_] rnarch international prormetric,x|s
B trico avery samle.doc
@ﬂtrim_&xceljﬂﬂg sample.xls
@trim_&xceljﬂﬂg krial.xls
@]trim_&xcel_ztltlg.xls

-

B bF at ws.xls

B entries data no Formatting, »
B tmientrigsevent. xls
i%ﬂentries data only defaulbwit
B entries data onky default.xls
B entries details,xls

B entries whale report. xls

B feb 2009 not paid. %13
EbF wo 20081l
IE_—:]5\,.flvan_FEI:u_2IIIIIIB_inI:_cu:umI:ui
|_E._ljsylvan_FeI:u_l-S}EDmbined.x
B step 2 detail 0209, xls

B step3 detail 0209,xs

B step1 detail 0209,4s

B b, s B sTER 2 Intl, detail 0209, xls
1) ?
File name: | v | [ Mew Source. .. ] [ JpEn ]

Files of bype: |.ﬁ.II Diata Sources O*.odoy *.mdb; *.mde V|

Zancel

CG 27 Locate and Highlight the Stored Generated Meet Sheet Spreadsheet

Highlight the stored meet sheet spreadsheet and click Open. This will

bring up a display like CG 28.

Select Table

Marme Description | Modified Created Type
7/6/2000 2:48:18 PM  7/6/2000 2:48:18 PM  TABLE
Maind Q 7/6(2000 2:45: 18 PM 7/6/2009 2:48: 18 FM  TABLE

MaindPrint_firea 7/6/2009 2:45: 18 PM 7)6/2009 2:48:18 PM  TAELE

53

2

Ik

_] [ Zancel

Firsk row of data contains column headers [

'1

CG 28 Select Table Screen — Highlight the Data$ Option

This will bring up the Mail Merge Recipients Box as shown in CG 29.
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Mail Merge Recipients

Ta sark the lisk, click the appropriate coluran heading. To narrow down the recipients displayed by a
specific criteria, such as by city, click the arrow next ko the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge,

List of recipients;

*| H..| = <. = D.. =| wisitor *| Event | ind_name| *| A,
|| [Barda.. [7 Visitor Danielle Di Ci...
Barcla... 7f19)2... Misitar 1 Micole Zaso-Un - 11 £
Barcla..., 71902, Wisitar z Mick Keenan 1z q
Barcla... 7/19/2... Wisitor 2 David Rowe 11 z
Barcla... 7f19)2... Visitar 2 David Raosica 10 £
Barcla... 7f19)2... Misitar 3 kelsey Shannon 14 q
Barcla..., 71902, Wisitar 3 Lisa DI Cicco 13 z
Barcla... 7/19/2... Wisitor 4 Patrick Kane 14 9
Barcla... 7f19)2... Visitar 4 Alex Dinkino 13 i
Barcla... 7f19)2... Misitar 4 Danrmy Mohrfeld 14 £
Barcla..., 71902, Wisitar 5 Jamie Platt 17 q =
] | =1 1Y FHale VicikAr [= Flar= Farranki 17 =
< >

[ Select Al ] [ Clear all ] [ Refresh ]

B

CG 29 Mail Merge Recipients List Dialog Box

Every record with a check-mark will be included in the merge. There
may be records at the end of the list with no data and a check-mark.
You may either un-check the record, or simply limit the printing of the
output document. When you are done, click ‘OK’ and you will be back
to the Mail Merge Wizard on the right side of your Word screen (see
CG 30).
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=
L3

L

: Mail Merge A

Select recipients
(%) Use an existing list
() Select from Qutlook contacks
i3 Type a new list

Use an existing list

Currently, wour recipients are
selecked from:

[Datat] in "BF wa meet sheet, xls"

& Select a different lisk, .

7 Edit recipient list...

Step 3 of 6

5 Dlexk: Wrike wour letter

¥ Previous: Starking doc.

CG 30 Mail Merge Wizard with
Recipient List Identified

Mext wizard

1

Mail Merge ' u

Write your letter

If vou have not already done sa,
write wour letter now,

To add recipient information to
wour |etter, click a location in the
docurent, and then click one of
the items below,

2 Address black. ..

=] Gresting line...

j Electronic postage. ..
|||| Postal bar code. ..

ﬂ More items. ..

Wehen wou have finished wriking
wour letter, click Mext, Then wou
can preview and personalize each
recipient's letker,

Step 4 of b

& [exk: Preview your letter

@ Previous: Select recipien playt wiza

CG 31 Preview Your Letter

Click on Write your letter — this will bring up the screen in CG 31 and
click on Next: Preview your letters. This will bring up the display as

shown in CG 32.
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[l

Barchy Fam Ewert #: 1 BarcEy Famn Brert & 1
Dae: 71%2002 “sior Dae: FHQ2002 Asitor
Marme: Danielle Di Cicco Age: i Marme: Micole Zaso-Un Age: 11
Lane: 4 Relay 1 Lane: 6 Relay 1
Tirmes Relay 2 Times Relay
- Relay 3 . Relay 3
- Relay 4 . Relay 4

Girl 1.l Gid 1.l
Place: 12 &Under Ind Plaem: 12 & Under Ind
Reazonfor D0 Reasonfor DO
5 & TIntiak Referr Intiats 5 &7 Intiaks ReferrIntiaks
Barcly Fam Bvert §: 2 Barcay Famn Brernt # 2
Dae: 7AW2003 wsior Dae: FHA2002 “ulsibor
Mame: Mick Keenan Age:i2 Marme: David Rowe Age: 11
Lane: 4 Relay 1 Lane: 2 Relay 1 I
Times Felay 2 Times Relay 2
- Relay 3 - Relay 3
R Relay 4 - Relay 4

By I By 1M
Placa: 12 &:Under Ind Place: 12 & Under Ind
Reazonfor DO Rezson for OO
5 & T intiak Referr Intiak S &7 Intiak Referr Intiak

CG 32 First Page of Entry Cards filled in after clicking ‘Preview your letters’

This will fill in the first page of entry cards as a preview. To complete
the process, click on the ‘Next: Complete the merge’ option as shown
in CG 33.

Step 5 of 6

& Mext; Complete the merge

¥ Pres &xt wizard step Ftter

CG 33 Complete the Merger

The middle of the mail merge screen will now look as shown in CG 34
— giving you an option to print or edit individual letters.
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457
: Mail Merge L

(@ |® | a|

Complete the merge

Mail Merge is readw to produce
wour letkers,

To personalize vour letters, click
"Edit Individual Letters." This will
open a new document with your
merged letters, To make changes
ko all the letters, switch back ko the
original document.

Merge

5 Print...

&y Edit individual letters...

Merge ko new doc

CG 34 Edit Individual Letters

You may choose to print your entry cards directly, but | recommend
choosing the edit individual letter option which will bring up the Merge
to New Document screen as shown in CG 35.

Merge to New Document @

Merge recards

) Current record

f:}ErDm:: | Toi | [

[ 8] 4 ][ Cancel I

CG 35 Merge to New Document

Leave the All options selected and click OK. This will bring up the
screen as shown in CG 36, but in a new Word document.
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Barcky Fam Brent #: 66 Barcky Fam Brent #: 66

Dae: W Y2008 “sitor DOae: WHY2003 “sitor
Marne: Age 16 Marne: Age: g
Lane: < Relay 1 Jeff Rowe Lane: 2 Relay 1 Quinn Weisman

Times Felay & Hory WWatkins Times Felay 4 =am Lilks

Relay 3 Alex Hasprowicz Relay 3 Tim Shannon

- Relay 4 Tim Rowe - Relay 4
By Frae By Free
Plac=: 148 &18 Relay Plac=: 148 &18 Relay
Reason for O0Q: Reason for O0:
5 & T Intiaks ReferrIntiaks 5 & T Intiak Referr Intiaks l
Bvert #: Bwert #:
Date: Date:
Marne Age Marne Age
Lana: Relay 1 Lana: Relay 1
Times Relay £ Times Relay £
- Relay 3 ST Relay 3
- Relay 4 - Relay 4

CG 36 Completed Merge in a New Word Document
This will allow you to save the completed entry card merge. To do this,

click on File > Save As from the Word mail menu bar as shown in CG
37.
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L.

B P e W i A o 0 [
ile | Edit Wiew Inserk Format  Tools  Table

Mlew, .. E

1T

T

Qpen... Chrl+0

Close

5

Save Chrl+5

Save As... [

a2
Save as Web Page...

Bk

File Search...

Permission k

Versions...

WWeb Page Preview

Page Setup...

Prink Preview

b ke

Print. .. Chrl+P

Send To »

Properties

CG 37 File > Save As Completed Entry Cards
This will bring up a Save As dialog box as shown in CG 38. Navigate

to the appropriate directory and give the completed entry card merge
file a name easy to remember (e.g.’bf at wo entry cards’).
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Save in: =g V!@'LIH'Q 2 Oy [E - Tools~

il:.;j My Recent E@trim avery samle,doc _IIEI_]DD ch entries,doc @Jburlingt
Documents | W] samasn John Said.doc B ve ch entries.dac #bec sun

i@ Dieskkop i@juhnsun kimes, doc iﬂ_-]wl ch entries,doc iEIjl:u:u: by

(¥ 5coring Guidelines For Cherry Bowl.doc  ®ch ch entries, doc W bee by

B qucuments !i!ﬂjcherry 32 reseed,doc By ch entries, doc BBF o er
3] swimmer counts. doc Bha ch entries.doc BbF wh e

Lj rélgmputer !lﬂl_]cu:uunts by bearn.doc iﬂ__‘]cl:u ch entries,doc @week 1

) %@sessiun 2 counts by team,doc BbF ch entries.doc B college
‘:4 r;':;cr‘;ztwurk E@sessiun 1 counts by keam.doc @bf wio entry cards,doc @]barb Tl
) i@jsessiun kirne line, doc @EDD? krico fees.doc @D?Dveri
I CURRENT il@j wd ch entries, doc W peach individual.doc W 07aver|
. (%] o cb entries.doc B peach relay.doc W o7 over
G HOmE S0 !@Jer ch entries.doc @cherry individual,doc Igl.'_‘]lil?‘uzw'er
= 3CoATA :@kﬂ ch entries, doc ] cherry relays.doc B o7 over
Btk ch entries.doc B burlington individual, doc W o7 over

) USMLE | ?
) File: mame: |I:|F ak wo entry cards Save ]

= TRIEOUNT save as bype: |'-.-'-.-'|:|r|:| Document (¥, doc) D\§ Cancel

CG 38 Save As Dialog Box = Save Completed Entry Card Word Document

You may now print the document, and then close out of Microsoft

Word. You will likely see the message shown in CG 39.

Microsoft Office Word

! E Do o wank bo save the changes bo trico_avery_template_2009, doc?

[ Yes ] [ Mo 74 [ Cancel ]

CG 39 Do NOT Save Changes to trico_avery_template!!!!

Answer No to this question — you want to keep the original avery

template document unmodified.

H. Card Stock for Swimmer Cards

Save this document (e.g. entry_bf df cards.doc) and then print the file
onto Avery card stock #5384 (for Name Badges) or #5392 (Name
Badge Inserts).
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Note: You may have to special order the Avery forms from Staples,
Office Max, etc. or various on-line supplies stores. PCNametag.com
has been my most consistent source for these cards, both for flexibility
and price.

You will want to buy them in larger quantities as you may need up to
198 per meet for no empty lanes.

Call Us Tall-Free:

1.888.354.7868

Tam - Gpm CT, Monday through Friday
www.pcnametag.com

You are now ready for your Saturday A-Meet.

On the internet, go to www.PCNametag.com.

PRODUCTS FOR GREAT MEETINGS

Look for Name badge inserts and then 4” by 3”
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4" x 3" Classic Paper Name Tag Insert, Blank,

Product ID: MELPPWE

£ Read all 84 reviews Write a review

Package of 500 (ltem # NGLPPWB) Ordering Info

Yolume Price Information

oTr L 2 5 10 20

Price: [$13.00 [$12.00 [$11.50 [$11.00 [$10.50 |
Cuantity: 1 Subtatal: |$13.00

[:_ UPDATE SUBTOTAL |

Tax and Shigping Not Included

il

Delivery is generally very quick and efficient.
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Descrpton |l LT

Price per pack. Each pack contains 500 name tags,

Jam-free printing, easy separation and
wrinkle-free inserting!

These paper name tag inserts perform so well
because we cambine the opt_imum paper weight with




