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HOUSEKEEPING 101
FOR

SWIM COACHES

• Overview of EasyTeam Manager

• State Meet Entry Process

• Sources of Information
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Of
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EASY TEAM MANAGER

By Dave Abineri

EASYWARE: PO Box 231, Milford, OHIO 45150 (Cincinnati)

Phone: (513) 248-0590

Use UP arrow to move to the NEXT slide

Use DOWN arrow to move to the PREVIOUS slide

Quick Overview of program operation

http://www.goeasyware.com/
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Easy TEAM Manager Main Screen
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Overview

On the main screen of Easy TEAM Manager you will see across 

the top the main pull-down menu options:

• FILE for saving and loading, importing and exporting etc

• ENTER / EDIT the athletes data

• ENTER / EDIT your meets

• ENTER / EDIT athletes’ times

• MEET ENTRIES for creating electronic entries to a meet

• PRINT REPORTS for a variety of useful printouts

• HELP
For more details on all that is listed in this presentation, please click 

HELP on the main screen and then INDEX to find the topic of interest.
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TEAM SETUP

Here, you indicate the name of your team, 

reports headers that appear at the top of all 

reports, team name and initials used on 

meet entries, important dates that you may 

set, the type of team and terminology to be 

used.

The dates are important since the reports 

you produce will base the information on 

the dates given here. For example, if your 

summer season starts on June 1st and you 

only want to show the current season best 

times, then this date will determine how 

far back to look in the data.
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TEAM SETUP  page 2

When you leave the TEAM
SETUP screen, you have a
chance to enter categories of
meets that you may participate
in. If you enter meet types
here, then you can produce
reports based on these meet
types later i.e. just results from
YMCA meets. Many teams do
not use this feature so just
leave blank if you are not sure
you will need this as it can be
added later if you wish.
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TEAM SETUP  page 3

On the next screen you have a
chance to enter practice groups
for your team. If you enter
practice groups here, then you
can produce reports based on
these groups later i.e. just
results for the SILVER group.
This is useful if you have
different coaches on different
groups who will need results
for just their group. Just leave
these blank if you are not sure
you will need them as it can be
added later if you wish.
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TEAM SETUP  page 4

For an AGE GROUP team

you may now enter the age

groups that you will be

using for your meets. Be

carefull to use EXACTLY

what you need i.e. is it 9-10

or is it 10&UN as these are

different age groups

including different ranges of

ages.
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Enter/Edit Athletes

Here is the list of 

all the athletes 

entered so far.  

You choose to add 

new athletes, 

delete athletes and 

edit athlete data. 

Note (next slide) 

you may just 

deactivate athletes 

rather than 

removing them so 

that their data is 

still kept intact.
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Athlete Data

Here you will enter and edit the data 

on each athlete. The MINIMUM 

information that must be entered is the 

name, birth date and gender.  Enter as 

much or as little of the rest of the data 

as you require.  If you want to publish 

an email listing then include emails, if 

you want zip code lists then include 

the zip code etc.
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Enter Your Meets

Here is a list 

of the meets 

you 

participate in.  

You may add 

new meets, 

delete old 

meets or edit 

information 

about each 

meet.



13

Edit Meet Data

This is the data kept on each meet. The dates are important because ages of athletes are 

determined by the meet date sometime. The meet types that you specified on the TEAM 

SETUP will appear in the pull-down box so that you may designate the meet as one of these 

types. IF YOU PLAN TO DO MEET ENTRIES BY HEAT/LANE RATHER THAN BY 

TIME then be sure that you have the meet description as in this example.
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Enter Edit Athlete Times by Athlete
You may choose to 

Enter/Edit by athlete on this 

screen by simply selecting 

the meet you wish to 

consider and then selecting 

the athlete in question. You 

may look at times or change 

them here typing ONLY 

DIGITS to the 

HUNDREDTHS place when 

entering a time. Note you 

can choose a subset of your 

athletes by age and gender 

and can enter relay times 

too.
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Enter Edit Athlete Times by Event

Entering times BY 

EVENT is also 

possible and may 

be useful if you are 

taking results from 

a sheet where the 

results are 

presented by event.
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MEET ENTRIES

A key feature of Easy TEAM Manager is 

being able easily to generate electronic 

entries for a meet. This is generally a 

FOUR-STEP process.

• Add the meet you are entering if not 

already done.

• Create the event list for this meet

• Print a COACH’s ENTRY FORM to make 

it easy for the coach to plan the lineup

• Finally Enter the Athletes into the meet
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Meet Event List

The event list may be 

entered manually by 

choosing the event and 

clicking ADD/CHANGE 

or it can be loaded from 

a previous meet having 

the same list (dual meet 

are usually the same 

events) or it may be 

imported electronically 

from a file created by  

the meet host.
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Coach’s Entry Form

This form may be created for 

each age group/gender either 

with or without the athletes 

best times so that the coach 

may just highlight the events 

that each swimmer is to be 

entered in. This sheet is then 

delivered to the person 

making the entries on the 

computer in the next step.
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Entering Athletes by TIME
Here is where the athletes are 

actually entered into the correct 

events for the meet. The athletes (or a 

chosen subset like the 9-10’s) are 

shown at the top and the events are 

shown below. Just click and the word 

YES appears to show that they are 

entered in that event. The athlete’s 

best time is shown and may be edited 

so that is the time they will be 

entered with. Click the next athlete 

and repeat. Click RELAYS to enter 

the relays the same way. DOUBLE 

CLICK on an athlete name to add 

them to the chosen relay and double 

click to remove them from the relay 

in the relay names box.
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Entering the Athletes by HEAT/LANE
Here is where the athletes are 

actually entered into the correct 

events for the meet. The athletes 

(or a chosen subset like the 9-

10’s) are shown at the top and the 

events are shown below. This is a 

HEAT LANE entry so one enters 

2.3 for Heat 2 lane 3 next to the 

correct events for the chosen 

athlete. Then choose the next 

athlete and repeat. Click 

RELAYS to enter the relays the 

same way. DOUBLE CLICK on 

an athlete name to add them to 

the chosen relay and double click 

to remove them from the relay in 

the relay names box.
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Printing Entries

After completing the meet entries, they may 

be printed in a variety of formats that you 

will want to experiment with in order to find 

the ones most useful for you and your 

coaches.

Cards and labels may be printed for your 

team should you need to.

Try each printout since they are always 

previewed on screen prior to the final 

printing on the printer.
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Printing a Coach’s Grid

Printing and posting a 

COACH’s GRID during 

the meet makes it easy to 

let parent and athletes 

know exactly what 

events they are 

competing in.

These may be exported 

as pdf and emailed to 

families ahead of the 

meet.
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Exporting the Electronic Entries

Clicking EXPORT on the Meet Entry screen takes you through the above screens. On the 

second you will name your meet file and specify where it is to be saved (make a note).  

Once exported you may email to the host where they will import into their Meet 

management software for running the meet.
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Print Reports

Each of these reports represents a new 

few into your data.

Try each of these reports to see exactly 

what you have at your disposal whether 

it be attendance sheets, top times or 

meet analysis.

All reports are first previewed on screen 

and all can be exported as PDF files for 

each emailing to coaches and/or team 

members,

The following screen show samples of 

these reports.
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Attendance List
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Team Roster
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Top Times

Best times by age 

group/gender which may 

help coaches in making 

lineups or motivate 

athletes who like to see 

where they rank
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Progression of Times

These can be useful in helping 

the athletes to know their times 

and, at the end of the season it 

makes a great summary to 

present to them.
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Those having a Season Best

Shows all who 

improved and by 

how much they 

improved in a 

particular meet.
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Improvement to date

At any point in the season, shows the 

improvement in each even contested.
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Relay Combinations

Take the 

guesswork out 

of knowing 

exactly which 

combination will 

provide the best 

result based on 

times achieved 

so far in the 

season.
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Single Meet Analysis
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Multiple Meet Analysis
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Award Labels
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Importing Meet Results

Under FILE, IMPORT 

you will import the 

results of each meet to 

update your data. First, 

be sure you have added 

the meet and have it 

chosen here. Navigate 

to the file to be 

imported and double 

click on it. Choose 

your team from this file 

and PREVIEW then 

IMPORT.  Athlete 

times are all imported 

and you are ready to 

print new reports and 

prepare for the next 

meet entry.
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Help!

Finally, how to get help!

On the main screen, choose HELP for more 
details on each topic.  Choose INDEX to see all 
the topics.

Contact David Abineri at 
dabineri@goeasyware.com for email help.

Finally, practice with the program and try out all 
the possible reports.

mailto:dabineri@goeasyware.com
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Need a New Feature?

Do let us know if there is something special that 
you need in the program and we’ll do our best to 
get it included on the next free upgrade.

Always check to see that you have the latest free 
upgrade before each of your meets. You can see 
what the latest version number is by going to 
www.goeasyware.com and clicking on the 
Swimming Upgrades link.

http://www.goeasyware.com/
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Reminders

Easy MEET Manager is the companion program to run 
your meets by accepting the electronic entries, seeding, 
printing heat sheets, processing results, printing award 
labels, scoring and printing final meet results.  It then 
exports the results for subsequent import into Easy 
TEAM Manager.

Both Easy MEET Manager and Easy TEAM Manager 
are copyrighted software. All copies must be 
registered to the owner.
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EasyWare

For your swimming 

software needs.

http://www.goeasyware.com/
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State Meet Entry Process
Automatic and Consideration times

What do they mean?

Automatic Qualifying time - if you are 

entered you are in

Consideration time – if you are entered 

you MAY be in
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State Meet Entry Process
Automatic and Consideration times

What do they mean?

How were they determined?

Four-year weighted average of 20th

place individual time or 10th place 

relay time
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State Meet Entry Process
Automatic and Consideration times

What do they mean?

How were they determined?

How are they updated?

Next year’s AQT equals this year’s 

20th/10th place state time - 0.1 sec 

averaged with 5 times the current AQT

Mathematically:

=((AQTx5)+(20th/10th state time - 0.1))/6

Consideration Time= 1.08 x AQT
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State Meet Entry Process
Automatic and Consideration times

Certified qualifying times process

May be achieved in any SCHSL-

sanctioned regular current season meet.

Yard or converted meter times

Must be from meet results verified/ signed 

by referee and coaches in meet.

Must be submitted and posted on 

Easyware website.

Submit COMPLETE meet backup

When using spreadsheet, only submit CT 

or faster times.
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Sources of Information
SCHSL Website http://www.schsl.org

SCHSL Handbook & Directory

Constitution – general rules for all sports 

(eligibility, school rules)

Rules Section – specific rules for each sport. 

Note: Do NOT use the rules in the AA, AAA 

and AAAA Handbooks – they are not always 

up to date.

Directory – schools listed by classification 

(3A, 4A) and Region

School Abbreviations for Swimming

http://www.schsl.org/
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Sources of Information
SCHSL Website http://www.schsl.org

SCHSL Handbook & Directory

AD Notebook

Physical form

Eligibility form

Special Form A (transfer form – see below)

SCHSL Sanction Application Form for 

Jamborees and Invitationals

http://www.schsl.org/
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Sources of Information
SCHSL Website http://www.schsl.org

SCHSL Handbook & Directory

AD Notebook

Approved Transfers – lists athletes whose 

transfers to a new high school have been 

approved by the League.

http://www.schsl.org/
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Sources of Information
SCHSL Website http://www.schsl.org

SCHSL Handbook & Directory

AD Notebook

Approved Transfers 

2009-2010 Sports Season Calendar –

important dates

http://www.schsl.org/
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Sources of Information
SCHSL Website

National Federation of State High School 

Associations (NFHS) Swimming and Diving 

and Water Polo Rules Book

Order from http://www.nfhs.com

Available in July each year

$7.20 + shipping ($10 minimum order)

Other NFHS info at http://www.nfhs.org

http://www.nfhs.com/
http://www.nfhs.org/
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Sources of Information
SCHSL Website

NFHS

South Carolina Swimming Coaches Assoc

http://scswimcoach.com

Up to the minute information

Coaches’ contact list

Officials’ information

Certified times information

SCSCA Constitution

http://scswimcoach.com/
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Sources of Information
SCHSL Website

NFHS

South Carolina Swimming Coaches Assoc

Easyware http://www.goeasyware.com

EasyTeam Manager software

EasyMeet Manager software

Spreadsheet for meet entry and certified 

times submission

Posting of certified times in rank order

http://www.goeasyware.com/

