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I. 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). 
 

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

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.  
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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 
 

 
 
or on the relay event entry screen. 
 

 
 
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. 
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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.  
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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. 
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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. 
 
 

ENTRY 06 Drag a Swimmer to a Relay Spot 
 
 

 
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. 
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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. 
 
 

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.   
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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 
different reports.  The first report is available by clicking on the printer 

icon at the top of the Entry By Events Screen.   
 
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). 

 
ENTRY 10 Entries Report Screen 
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In the Event Filters section click on the Individual and Relays radio 
button as shown in ENTRY 11. 
 

ENTRY 11 Individual & Relays Option 
 
Click on Create Report and a report similar to ENTRY 12 will appear. 
 
 

ENTRY 12 Individual and Relay Entries Report 
 
This is the easiest report to check relay entries from.  To check out the 
individual event entries, I 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. 
 

ENTRY 13 Meet Entries Spreadsheet Shortcut 
This will bring up the screen shown in ENTRY 14.   
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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. 
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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. 
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ENTRY 16 Removing a Swimmer from a Relay 
 
You are now ready to generate meet sheets, swimmer entry cards 
and/or enter weekly results.  I 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. 

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

 
 
This will bring up a screen as shown in ENTRY 17. 
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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  icon and a list of relay entries 
will appear as shown in ENTRY 18. 
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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. 
 
 
 

II. 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. 

 
 
 
 



 - 18 -

 
 
 

CG 01 Export Reports Icon 
 

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

 

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. 

 

CG 03 Select Excel Data Only format type to Export Entries Report 
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Click OK and the Excel Format Options screen will appear as shown in 
CG 04. 

 

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. 

 

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. 

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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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). 

CG 08 Open an Unmodified Copy of trico_excel_2012.xls 
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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. 

 

CG 09 Excel Security Warning – Click ‘Enable Macros’ 
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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. 

 

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. 
 

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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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. 
 

CG 16 Completed Computer Generated Meet Sheet 
 

Note that in the event #4, the middle lane is empty (by entering ‘No 
Swimmer (11)’ in the bf at wo.xls 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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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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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. 

 

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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CG 19 Sample Mail Merge Data Used to Generate Entry Cards 
 

F. PRINTING THE COMPUTER-GENERATED MEET 
SHEETS 

 
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. 

 

CG 20 File > Print Preview 
 

This will bring up a display as shown in CG 21. 
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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.xls). Use Word to open the Avery template 
document as shown in CG 22. 

 
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. 

 
 
  
  

CG 22 Open trico_avery_template_2xxx.doc in Microsoft Word 
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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). 

 

CG 23 trico_avery_template_2xxx.doc 
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This will bring up the Microsoft Word Mail Merge Wizard on the right 
hand side of the Word screen as shown in CG 25. 

 

CG 24 Microsoft Word Mail Merge Wizard 
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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. 

 

CG 25 Mail Merge Wizard 
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Use the ‘Look in:’ pick list to navigate to the directory where you stored 
the completed meet sheet spreadsheet as shown in CG 27. 

 
 
 
 
  
   

CG 26 Default Mail Merge Wizard Directory for Mail Merge Database 
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Highlight the stored meet sheet spreadsheet and click Open.  This will 
bring up a display like CG 28. 

 

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

CG 27 Locate and Highlight the Stored Generated Meet Sheet Spreadsheet 

CG 28 Select Table Screen – Highlight the Data$ Option 
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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). 

 
 
 
 
 
 

CG 29 Mail Merge Recipients List Dialog Box 
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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. 
 

CG 30 Mail Merge Wizard with 
Recipient List Identified CG 31 Preview Your Letter 
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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. 

 

 
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. 

 

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

CG 33 Complete the Merger 
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You may choose to print your entry cards directly, but I recommend 
choosing the edit individual letter option which will bring up the Merge 
to New Document screen as shown in CG 35. 

 

 
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. 

 

CG 34 Edit Individual Letters 

CG 35 Merge to New Document 
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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. 

 

CG 36 Completed Merge in a New Word Document 
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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’). 

 

CG 37 File > Save As Completed Entry Cards
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You may now print the document, and then close out of Microsoft 
Word.  You will likely see the message shown in CG 39. 

 

 
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). 

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

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

www.pcnametag.com    
 
You are now ready for your Saturday A-Meet. 
 
 
On the internet, go to www.PCNametag.com. 
 

 
 
Look for Name badge inserts and then 4” by 3” 
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Delivery is generally very quick and efficient. 
 

 
 


