&

ROYAL LIFE SAVING

AUSTRALIA

AUSTRALIAN POOL LIFESAVING CHAMPIONSHIPS —
INSTRUCTIONS FOR ENTERING TEAM MANAGER LITE ENTRIES (( })

All Teams and Individual Competitors are to submit their entries using Hytek Team Manager software.

STEP 1: DOWNLOAD TEAM MANAGER UITE (free download)

1. Go to the above web address
2. Make sure you are in Swimming. Scroll down and click on Lite.

Team Manager 8.0
Team Manager 7.0
Meet Manager 6.0

Sports Business Manager 5.1

TM™ 5.00b
View NEW Features

MM 5.0 View elesson of New Features

This will allow you to download a compressed file which you then open when you are using the computer on which
you will do your entries.

NOTES:

e You can open the same version of TM used last year that will include athlete details.

e This program is not compatible with APPLE.

e If you use a computer or laptop that requires administrator permission you may need to use one of the

options below.
o Download onto a memory stick and open it on the computer you wish to use for your entries — you
may still need administrator permission.

o Download onto a personal computer.
o Ask the administrator to assist.

STEP 2: SET-UP AND SAVE PROGRAM

~*“ Open Existing or Create New Database

1. Open Team Manager 8 Lite. RO ) » Comvier » 05(C) > Tsdsa - |43 ] Search T
2. Initial screens — choose English in the Select e =+ [ ©
language screen = click ‘OK’ for the next info H RecentPlaces |« Name ’ Deiemoinc Y 7
screen on What's New in TM 8 = click ‘Close’ a@}*:::ue:nents - ii;gy;mey::::;:wmmgcrfhm:p : igigiiﬁ E: ﬁlﬁi:i:i
3. Click on File — Open/New o Music ‘
4. In the File name box type your team’s name and %3: 3
year 18 Computer ‘
5. Click ‘Open’ ﬁﬁ;@jﬂmm
# tmeets (W921 . [ i ] [
File name: Sutherland 2013 + [ TEAM MANAGER Database file: ~ |
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INSTRUCTIONS FOR ENTERING TEAM MANAGER LITE ENTRIES

6. You will then have a new screen to complete: (as follows) NB Disregard different date in diagram
7. You'll need to type in 01/01/2024 for these 2 spots. After you press ‘Enter’ they appear as below;

- Preferences - Team/Swimmer Defaults
—Gender Designations

| Default Team Registration: I I
" MenMtomen (M) AUST =

% Male/Female (M/F} Default Team Type: IAGE vl

" BoysiGirls (B/G) Default Country: IAUS vl
—Athlete Browser OptiunséA—- Default LSC: 'I
vI

[V Show Ages Default State:
¥ Show Birth Date
[T Show School Year Default City: |
% Last Name First
" First Name First Default Postal Code:: | |

Show Only “Faster than® Time STD / rAErEEIEE

Qualifying Times " Meet Start Date

(" Mest End Date

* [Dec31,2016 [&]+]

" Not Applicable

- Relay Lead-0ff Splits
[V Use Relay Lead Off Splits

-~ State / Province Labels

' Use "State” " Use "Province”

- Syst¥m Age-Up Date

- Stroke Rates Dec 31, 2016 |24 ~ | Age-Up I

[~ Enable Stroke Rate Reperting

[T Always Age-Up To Today

- Automated Reminders

Automatic Backup every days

8. Click "OK’

STEP 3: ADD TEAM NAME

Use the Team Manager Lite Abbreviation Codes (As of 2024) to determine your Team or Individual Code. The
abbreviations have been updated to assist with the background administration and the scoring process. Deviation
from them may result in points being missed. If you have any questions, email the Competition Organiser at
sport@rlssa.org.au.

1. On the task bar, click ‘Teams’ 2> ‘Add’

2. Fillin the first two boxes only
o Capitals only for the Team Abbr (Team Abbreviation)
o Sentence case for ‘Full Team Name’

B4 Team Maintenance lim
- Team Mames/Registration
Team Abbr: '[mp_p_ Team Registration: | A sT -
Full Team Mame: [varrawarrah
Short Team Name: TeamType: |AcE

Team Divizion:

Jad
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3. Click "OK’
4. Once the screen goes blank, click ‘Cancel’.
5. Your team/club will appear first in the list. _
6. Click on the closed folder with an arrow icon to exit Teams.

STEP 4: ADD ATHLETES TO THE DATABASE

1. In task bar, click ‘Athletes’ - ‘Add’

2. Fill in the Athlete Information box with Last name, First name, DOB, Age and Gender only. Please
ensure the date of birth is accurate.

3. Inthe Team 1 box, enter your team abbreviation
4. Click 'OK’

B | Athlete Information = B P 1

- Athlete Infermation

Last Name: |Smith First Name: |Jghn Middle: |
Preferred Name: ghdate: | 12/04/06 = Age: |10

Build ID I ID # Athlete se|l:
Gender (M,F): [u] Athlete E-Mail;

5.
6.

Primary Contact I Secondary Contact ] Medical ] Custom I Email Export ] ‘Team‘l: m loined: Sn
I —_—

Member of

Click ‘OK" after each swimmer (including relay swimmers)
Once all the team is entered, click ‘Cancel’ on the blank Athlete Information Screen.

STEP 5: ADD EVENTS

1.

This is the zipped folder that can be downloaded from the APLSC Registration page, titled ‘Meet Events-
Australian Pool Lifesaving Championships YYYY".

Save the ‘Meet Events-Australian Pool Lifesaving Championships YYYY’ (zipped folder) where you can access
it.

Back in Team Manager Lite click ‘File’ = ‘Import” = ‘Meet Events’

Access the zipped file.

Go through the steps indicated.

STEP 6: ASSIGNING EVENTS TO ATHLETES

Go back to Original Screen by clicking. Tip: this icon also takes you back to the previous screen
whenever it appears.

In task bar, click ‘Meets’
Click ‘Entries” = ‘Entry by
Event

~ TEAM MANAGER -
B3+ Add Edit Delete Events ults [Entliﬁ Ageup  Reports  Help

0= X & @EEEE w Fﬂ & [E Entry Browser
T Iﬁ Mest Entries by Mame

[ Entry by Event ]
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NOTE: The names of the events in Team Manager are based off swimming events and not lifesaving
events. Below you will find the equivalence chart so you correctly enrol your athletes.

Australian Pool Lifesaving Championships
TEAM MANAGER EQUIVALENTS FOR ENTRIES

Event No MEET MANAGER EVENT DESCRIPTION TEAM MANAGER EQUIVALENT
1 Men Under 19 200 Obstacles 200 FREE
2 Women Under 19 200 Obstacles 200 FREE
3 Men Under 16 200 Obstacles 200 FREE
4 Women Under 16 200 Obstacles 200 FREE
5 Men Open 200 Obstacles 200 FREE
6 Women Open 200 Obstacles 200 FREE
7 Men Under 14 100 Obstacles 100 FREE
8 Women Under 14 100 Obstacles 100 FREE
9 Men 30 & Over 100 Obstacles 200 FREE MULTI-AGE
10 Women 30 & Over 100 Obstacles 100 FREE MULTI-AGE
11 Men Open 4x50 Obstacle Relay 200 FREE (Relay)
12 Women Open 4x50 Obstacle Relay 200 FREE (Relay)
13 Mixed Under 16 4x50 Obstacle Relay 200 FREE (Relay)
14 Mixed Under 19 4x50 Obstacle Relay 200 FREE (Relay)
15 Men Under 14 50 Manikin Tow 50 FLY
16 Women Under 14 50 Manikin Tow 50 FLY
17 Men Under 16 125 Line Throw 125 FLY
18 Women Under 16 125 Line Throw 125 FLY
19 Men Open 125 Line Throw 125 FLY
20 Women Open 125 Line Throw 125 FLY
21 Men 30 & Over 125 Line Throw 125 FLY MULTI-AGE
22 Women 30 & Over 125 Line Throw 125 FLY MULTI-AGE
23 Men Under 19 125 Line Throw 125 FLY
24 Women Under 19 125 Line Throw 125 FLY
25 Men Under 14 10 Line Throw 10 FLY
26 Women Under 14 10 Line Throw 10 FLY
27 Men Under 14 100 Manikin Carry 100 BACK
28 Women Under 14 100 Manikin Carry 100 BACK
29 Men Under 19 100 Manikin Tow 100 FLY
30 Women Under 19 100 Manikin Tow 100 FLY
31 Men Under 16 100 Manikin Tow 100 FLY
32 Women Under 16 100 Manikin Tow 100 FLY
33 Men Open 100 Manikin Tow 100 FLY
34 Women Open 100 Manikin Tow 100 FLY
35 Men 30 & Over 100 Manikin Tow 100 FLY MULTI-AGE
36 Women 30 & Over 100 Manikin Tow 100 FLY MULTI-AGE
37 Men Under 14 50 Manikin Carry 50 BACK
38 Women Under 14 50 Manikin Carry 50 BACK
39 Mixed Open 4x50 Rescue Tow Relay 200 BACK (RELAY)
40 Men Open 100 Manikin Carry 100 BACK
41 Women Open 100 Manikin Carry 100 BACK
42 Men Under 19 100 Manikin Carry 100 BACK
43 Women Under 19 100 Manikin Carry 100 BACK

Updated: 26/05/2026
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44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70
71
72
73
74
75
76
77
78
79
80
81
82
83
84
85

Men Under 16 100 Manikin Carry
Women Under 16 100 Manikin Carry
Men 30 & Over 100 Manikin Carry
Women 30 & Over 100 Manikin Carry
Men Open 4x25 Manikin Carry Relay
Women Open 4x25 Manikin Carry Relay
Mixed Under 19 4x25 Manikin Carry Relay
Mixed Under 16 4x25 Manikin Carry Relay
Men Open 100 Rescue Medley
Women Open 100 Rescue Medley
Mens Under 19 100 Rescue Medley
Women Under 19 100 Rescue Medley
Mens Under 16 50 Rescue Medley
Women Under 16 50 Rescue Medley
Men Under 16 100 CPR

Women Under 16 100 CPR

Men Under 19 100 CPR

Women Under 19 100 CPR

Men Open 100 CPR

Women Open 100 CPR

Mixed Under 19 4x25 SERC Relay
Mixed Under 16 4x25 SERC Relay
Mixed Open 4x25 SERC Relay

Men Under 16 50 Manikin Carry
Women Under 16 50 Manikin Carry
Men Under 19 50 Manikin Carry
Women Under 19 50 Manikin Carry
Men Open 50 Manikin Carry

Women Open 50 Manikin Carry

Men 30 & Over 50 Manikin Carry
Women 30 & Over 50 Manikin Carry
Men Under 16 200 Superlifesaver
Women Under 16 200 Superlifesaver
Men Under 19 200 Superlifesaver
Women Under 19 200 Superlifesaver
Men Open 200 Superlifesaver
Women Open 200 Superlifesaver
Mixed Under 16 4x50 Medley Relay
Mixed Under 19 4x50 Medley Relay
Men Open 4x50 Medley Relay
Women Open 4x50 Medley Relay
Mixed Open 8x50 Fin Relay

100 BACK

100 BACK

100 BACK

100 BACK

100 BACK (Relay)
100 BACK (Relay)
100 BACK (Relay)
100 BACK (Relay)
100 BREAST

100 BREAST

100 BREAST

100 BREAST

50 BREAST

50 BREAST

400 BACK

400 BACK

400 BACK

400 BACK

400 BACK

400 BACK

100 BREAST (Relay)
100 BREAST (Relay)
100 BREAST (Relay)
50 FREE

50 FREE

50 FREE

50 FREE

50 FREE

50 FREE

50 FREE

50 FREE

200 BREAST

200 BREAST

200 BREAST

200 BREAST

200 BREAST

200 BREAST

200 MEDLEY RELAY
200 MEDLEY RELAY
200 MEDLEY RELAY
200 MEDLEY RELAY
400 MEDLEY RELAY

MULTI-AGE
MULTI-AGE

MULTI-AGE
MULTI-AGE
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4. Add your team abbreviation, all your events are listed (R for relay, | for individual event).
5. Asyou click on each event the eligible swimmers appea

B3+ Time Calc Athlete Results  View Relays Only  Print | Meet Sety Help

@@@w EY S Event] 3| [l Sypﬁnﬂeam- IW | sesson [ e Division | =

7-Mar-13 2013 Sutherland PSSA Swimming Carnival

Spflver Faatfr Slower Faster Slower Faster

e || O ||Ener | |(Eog|isies) | Shan|| AR || )des] p&’[;{is] Than [LCH] | Than (Lew) | Than (sci) | Than (s
1 1 [ 200|Fres 113 |

»

Lo 3 [ m 200(Free | 0 R |
I 4 | F 200(Free | 4610/ R |
L] 5 | 100|Free 08-13] | |
4 A F 100 Fre, | naal 1 |

[~ Show Swim-Up Athletes
I~ Only Athletes Already in Meet

[~ Only Athletes Already in Session
[¥ Only Pre-Entered Athletes

Team ,I WM Gr - @ indicates a Relay Only swimmer

Yr W Sub lﬁ Right Click to enter as Relay Only swimmer

Group ,I Standards: =

™ Only Pre-Entered with No ' = converted time.
> Subgrowp [ ] | Clearall4Best | Sekctanssest |
A [ 8 | Z T o [ e I F T o [ w [ v [ 3T «x [ ¢ [ mwm | n o | P | a | R | s
Event: [2] 11-13 Female 200 Free Relay | New Relay [ Include Relay Non Lead-Off Splits

Last Name First Name M| |Entrd | 4Bst| Team | BestTime | Bonus| Gen | Age Yr| Birth i . ‘ Find Best Rel I Best Reizy R

A | Smith Lynn SUTN O | F | 2 [ 12Dec- lear ind Best Relay est Relay Re
BESLIFrsE j Best Relay Order [2.4.31
7 TEAM MANAGER - [

& TimeCalc Athlete Results View RelaysOnly Print Dual Meet Setup  Help

r& @@t;é El t Event[ 9| IEIEI Swim for Team ISUW j Sesson' || Meet Division I j

07 Mar-13 2013 Sutherland PSSA Swimming Carnival ]
Slewer Faster Slower Faster Slower Faster -
Sess| | Ow [Event] |Gen)Distance| Stroke | Age | R | ypan rvs) | Than [vds] | Than (LEN | Than fLek | Than [Scil | Than scun LI
1| [ 1] Tm |  200[Free [ 11-13[ R |
1| | 3] | m | 200[Free | 0&-10| R | | | | | |
WA [P e | om0 R | | | \ | \
1| | s | m | 100fFres | oa3| 1 | | | | | |
Y 0 ST, [ A T C T I I I I I 2
I~ Show Swim-Up Athletes Team | =] W G | =] @ indicates a Relay Only swimmer

™ Only Athletes Already in Weet Right Click to enter as Relay Only swimmer
Yr l__|, LU |
[~ Only Athletes Already in Session

[# Only Pre-Entered Athletes Group - Standards: -
™ Qnly Pre-Entered with o Entries Subgroup I_LI
A | 8B [ ¢ [ o [ E | F [ & [ w [ o+ [ o [ « [ v [ w ] nw ] o PP [ af]er [ s [ 1 Ju v [ w [ x [ ¥ [ =z

Event: [2] 11-13 Female 200 Free Relay J' New Relay | [ Include Relay Non Lead-Off Spits
Last Name [Firstname | wi JEntrd [ 48st ] Team Bonus [ Gen [ Age| vr Birth
ﬂm o [T sum T [F[ 2 | 20 Clear Swimmers. || Find Best Relay | Best Relay Report |

Bestfrree - | Best Relay Order [2.4.31

" = converted time.

[ Swimmers | Ent [Best  [custom  [Ex] Ht[in] |
1_|Smith, Lynn - A NT| L
B
7/
d
5
6
7
B
Calculate Custom I

6. For relays click ‘New Relay/,

7. Drag the swimmer's name across to a relay position or double click their name. If you make a mistake,
double click their name in the relay list and it will disappear.

8. Forindividual events, type the swimmer's time in the Custom box and click ‘Enter’. The Entered box should

then appear ticked and that entered swimmer highlighted in yellow.

NOTE: When typing times don’t worry about panctuation, it will auto
punctuation. E.g. for 57.16 just type 5716 and/for 1:16.00 type 116

ically add the

-~ TEAM MANAGI
£+ TimeCalc Athlete Results View Relays Only Print Dual Meet Setup  Help

@@@@ = ﬁ Event| g <| ’I Swim for Team: [y /d Session: || /(éniwsion I ~]

/ 07-Mar-13_ 2013 Sutpefland PSSA wimming Camnival
> Slower Faster Slowgr Faster er Faster
S| || ||| || e S| SR ||| s || e Than%ﬂm] Than [LCM] L#fan [5CM] | Than [SCM]

R
L1 AR 200[Free | 1113 R |
] 1 2 | F 200|Free 1-13[ R |
] 1 a[m 200|Free | 08-10) R |

1 4 | F 200|Free | 08-10) R |

1l | | &l [ F | annlFrea | nzo1al 1| 1 | | 1

i Team = Gir -
R I = I =l Cutoff Time Fudge Factor.

[~ Only Athletes Already in Mest
b j‘ % indicates a time (- fudge factor) make the cutteff.
[¥ Only Pre-Enterad Athletes Group landards: - * indicates a time did not make the cuttoff.

™ Only Pre-Entered with No Entries ' = converted time

Subgroup, oharan | EnterAl |
AIBICIDIE‘J/FIGI‘I\IJIKILIMINIOIPIaIRISITIUIVI
Event: [5] 08-13 Male 100 Free
Last Name [FirstName | Wi [Entrd[ Team | BestTime | Custom | Exhib | Ak [Bonus[ Heat[LN] Gen [Age[ vr [ Bith | Achieved [MestAchieved
Smith [John | [ ™ [sumn ons7oo| OO (OO OO [ m | 10 | 16Sep03|
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10.
11.

12.
13.
14.
15.
16.
17.

Complete all the entries for that event and move on to the next event.
When all the athletes (and relays) are entered, double check the entries.
To double check if you have entered all athletes into the correct events, you can generate a report of the
meet entries. In the task bar, click ‘Reports’ = ‘Entry List’

In the Gender box, select ‘Both’

In the Filters box, select your team abbreviation.

Ensure the black arrow in the left selects ‘All" (top line)

In the Include in Report box, select ‘Include heat and lane,” "Entry Times,

1 u

Show Checks-in Req’

At the top, click ‘Create Report’

Print out the report and bring a copy of the report with you APLSC. If anyone thinks a mistake has
been made this is their only evidence. If they need to make a correction on the day it is easier if we can sight
this report.

NOTE: Teams can substitute athletes on the day as per the Competition Handbook rules. If they need to have

additions, withdrawals or substitutions after the Mangers’ briefing, Managers can complete the appropriate form

and submit it to the Competitor Liaison so corrections can be made on the computer. This will not guarantee a

reseeding of heats and the replacement athlete may be required to compete in the same lane as the person they

are replacing. Additional swimmers will only be added if there is a heat with an available lane.

STEP 7: SENDING ENTRIES TO THE COMPETITION ORGANISER

In task bar, click ‘File" = ‘Export” = ‘Meet Entries’

Save to desktop or USB drive. It will look like a zipped folder I and have your club / state abbreviation. DO
NOT OPEN THE ZIPPED FILE.
Email as an attachment to the Competition Organiser at sport@rlssa.org.au

Once entries have been successfully imported into Meet Manager, you will receive an email confirmation
with a summary of team entries as they show up in Meet Manager. Please check this report for accuracy. It is
important to notify the Competition Organiser immediately of any errors (e.g. missing entries/athletes, etc.)
instead of waiting for the Managers Meeting the day before the competition.

A copy of the final program will be available at the Managers briefing.
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