
OREGON SWIMMING, INC.
HY-TEK MEET MANAGER FOR 

SWIMMING:
Building the meet!
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TOPICS:

•Getting Started
•Create a new database

•Meet Details
•Meet Events
•Sessions

•Standards / Records
•Meet Backup

•Exporting Events
•Team Entries
•Seeding
•Recon

•Publishing
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Getting Started

Read Meet Announcement from start to finish and highlight points of interest.
● Meet and Entry Dates
● Facility Information
● Entry Requirements/Limits
● Fees
● Order of Events

Create a folder in C: /swmeets drive for all meet information to be stored
   (ie folder name: 2013 Crater Lake Open)
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Getting Started 

Open Meet Manager program

Select
Admin 
Single User
Click OK to reach the Meet Manager

  Main Menu
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Getting Started
Potential pop-up messages.

Click
No.  You will perform these functions manually later.

**NOTE-these windows may pop up every time you open any database; current or new
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Getting Started
The opening screen with the Main Menu will be displayed.

MENU OPTIONS
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Creating a NEW Meet Database
Click File > Open/New
A directory will pop up; 

Type in the meet name as listed on the meet announcement.  If another meet title is 
listed, replace with new meet name. (ie: 2013 OR Crater Lake Open) 
Click Open 
Select Admin, Single User; Click OK
Verify that in the top bar above the Main Menu it reads the meet you just created
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Creating a NEW Meet Database
Meet Set-up window automatically pops up.
If the window disappears go to the Main Menu
Select
Meet Set-up

Type over the default values;
Enter:
● Meet Name
● Facility Name & Address
● Sanction # (if published, add later if needed)
● Meet Start date, End Date, 
● Age up Date-typically the Start Date
● Open Date
● Deadline Date
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Creating a NEW Meet Database
Continue filling in each section:
● ID Format 

Select USAS-USA Swimming  
Host LSC: Oregon  

● Base Country
Select USA

● Class
Select Age Group for typical club meets
Select High School for High School meets

● Timers Connected to this Computer
Select One Timer for typical club meets
(2 Timers are used with chase start meets)
Timer Name defaults to “Pool 1”
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Creating a NEW Meet Database
Continue filling in each section:
● Meet Type

Select Standard
● Meet Style

Select Standard for typical club meets
● Course

Select Yards or Meters
● DQ Codes

Select type using the drop down arrow
if requested by the host or referee
or use default settings

● Time Adjustment Method
Select Fina Rules

When complete, Click OK
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Meet Details
 
Select Set-up from the Main Menu - 

follow steps 1-6
1) Meet Set-up - review slides 8-10

Update as needed; click OK to save changes
2) Seeding Preferences

  Use default settings
  for typical club 
  meets
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Meet Details
3) Report Preferences

-Use default settings for typical club meets
-Add Meet Name and Sanction # under the 
   Report Headings tab if you want them printed
   on all reports (MM has a timestamp and license
   name default already printed on all reports)

-Add printer using Printer Options tab
Select your printer in BOTH columns

   (Add a printer first in Device Manager if needed)
     -Click OK to save changes
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Meet Details
4) Entry / Scoring Preferences

-Add Scoring and Awards if meet includes them
 (ie: awards are given to 1st-6th place individual 
  and 1st-3rd place relays)
  Age group=14&Under; Senior=15&Over

   -Add max entries for entire meet here–important 
     for accurate entries (per session limits are added  

    later)
                                        (ie: 2 day meet; 3 indv events per day; 1 relay per day)

-Click OK to save changes
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Meet Details
5) Scoring Set-up

-Select Standard to add scores 
 according to the meet announcement

**Note–MM includes a default set
   of scores.  If your scores do not match,
   overwrite on top of the numbers
   listed.  

   Default settings   Meet settings

-Click OK to save changes
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Meet Details
6) Entry Fee Surcharges

-Fill in the Althlete, Team, and Facility
 Surcharges
-If the facility charges are per athlete, add
 them to the athlete surcharge box.  
(ie: add these two values:

Athlete-$3.00  
   +Facility-$12.00 
total  =    $15.00

-The Team and Facility Surcharge box will only charge once per team. 
  (Leave blank if charging per athlete)
-Click OK
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Setting up Meet Events

Select Events from the Main Menu 

-Enter events as dictated by Meet Announcement
-Each event can be added, edited, with multiple options
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Setting up Meet Events

Select Add from the Events Menu
-Fill in all the applicable fields
(ie: Ev-1 Girls 12&U 100 Free)
-Event numbers automatically
 increase incrementally; continue
 entering information, then Click
 OK to populate the spreadsheet
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Setting up Meet Events

After all the events have been 
added, you will see this spread-
sheet.  Double check your entries.
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Setting up Sessions
From Main Menu, select Events >
Sessions > Add
Fill in each section as dictated by the Meet Announcement
● Session #
● Session Title

Typically the Day, AM/PM, Prelim/Finals
● Day
● Start Time
● Interval

Typical interval is 32-35 older athletes; 37-40 younger athletes
● Max Entries 

These represent the max entries per session NOT per meet

Click OK to move to the next session or click cancel if all sessions have been 
entered.
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Setting up Sessions

Moving events into sessions
● Highlight session #
● From your list of events on the left, 

double click to move to the right side
● Double check they are moved into the 

order they will be swum in the session
● Add breaks
● When setting up two events to alternate, use the “Alt” and “Alt Heat” columns.  

Add the event you want to alternate for each.  Add the number of heats (defaults 
to 1).

● Use the column named “Rpt H/P” to specify if you want a heat sheet or psych 
sheet printed by selecting “H” or “P”(used during Prelim/Finals or deck seeded 
events)

Continue entering all events into sessions.
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Standards/Record
Standards/Records are meet specific.  There are two ways of getting them into your 
MM database.

•Importing them •Keying them
To import a Time Standards file, click Events > Time Standards and then click Import 
at the top of the Time Standards Menu. Or from the Main Menu, click the Time 
Standards short-cut icon.

 

Records Standards

You may import a HY-TEK Time Standard file that has been created by HY-TEK's 
TEAM MANAGER or MEET MANAGER meet file.  The HY-TEK Time Standard file 
always has the file extension ".STD" or ".ST2".
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Standards/Record
Hand Entering
● Click on the Add Time Standard Tag icon (piece of paper)
● At the pop up, enter tag name/description
● Type in Time Standards for each event
● Set custom age groups if needed

Similar steps to set up Records. Create
flags to highlight records.
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Meet Backup
 
A Meet Backup is the same thing as “saving”.  Backing up your database is extremely 
important because it protects you from many types of malfunctions. The backups will 
sequentially add a number to the end of the file name and can be restored if needed.
Saving your meet file can be done as often as desired.  It is also a good idea to save a 
copy to an external storage source such as flash drive or Google drive.   

From the Main Menu > File > Backup  
● C:\swmeet is the default drive
● Click ‘Open Folder Path’ to select the meet folder
● Find your folder by clicking C: > swmeet > meet 

folder
● After selecting the folder; Click OK
● Continue to press OK until Completed!
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Meet Backup
Restoring a Meet Backup—opening a downloaded meet file 

From the Main Menu > File > Restore

Click this if you are
   replacing/copying over

Click this if you are saving
    the existing file and opening
    a new meet

24



File
Setup
Events

AthletesRelays
Teas

Seeding
Run

Reports
Labels

Check for Updates
Help

 

Exporting Events
 
File > Export > Events for TM (Team Manager)
Check that the data is accurate. Click YES

Conversion pop-up; click box to match the Meet
Announcement.
(ie: if your meet allows
only YARD times, click
“NO conversions allowed” 
Click OK

Save file to C:\swmeet drive
meet folder.
Email coaches with an attached Meet Events File.
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Team Entries
● Download file from emails, make note of location
● From Main Menu Click File > Import > Entries
● Select downloaded entry file, Click Open
● Click OK to acknowledge MM unzipping the file
● Click OK if File Meet Name matches your meet
● Checkmark only the top 2 and bottom options; the

others can be handled by pulling exception reports

**Note: When teams send udated entry files; you can 
choose to either click on the option to delete a team’s 
entry before importing or go to Teams menu and delete 
the team totally and import the new file. Double check 
for duplicate entries.
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Team Entries

MM creates Automatic Entry Exception reports.
Click OK
 

Save report as a PDF (title should be team name-report name-meet name; 
ie: WTSC-Entry Exception Report-2013 Crater Lake Open and stored in your meet 
folder for easy access) to email coaches inquiring about the exception
This will often popup for relays during Mixed Swim Meets.  You may need to 
manually enter those events
From Main Menu > Relays > Add > click event number > click team name & letter > 
click OK {add names if they are listed on the report}
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Team Entries

Finally, make note of import information;
● number of teams
● # of athletes
● relays or not
● exceptions

Click OK

Using some form of log or google 
spreadsheet at this point will help 
keep meet entries organized
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Team Entries
Checking for meet announcement exceptions…MAX ENTRIES
● From Main Menu > Reports > Exception Report
● Click Select All
● Click Max Entry tab-confirm they are

accurate with the meet announcement
● Click Team, scroll to find team, click (this

allows you to print reports for each team
individually)

● Create Report (top menu bar or printer icon)
● Name and save report to meet folder 

(ie: WTSC-Exception Report-2013 Crater Lake Open)
● If you see “No data for the report with selected criteria.” pop up; it is a clean 

report with no exceptions!
**Select specific sessions instead of “Select All” when checking per day max
entries
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Team Entries
Checking for meet announcement exceptions….TIME STANDARDS
● From Main Menu > Reports > Exception Report
● Click Select All
● Click 1 Standard–usually QUAL
● Click Stds/Qual tab and check all

that apply to your meet announcement
**These can be tricky, you may need to
check multiple stds for each team

● Click Entry Time
● Click Team, scroll to find team, click (this

allows you to print reports for each team
individually)

● Create Report (top menu bar or printer icon)
● Name and save report to meet folder 

(ie: WTSC-Exception Report-2013 Crater Lake Open)
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Team Entries

Sending Individual Team reports for confirmation of entries.
Team Entry List
From Main Menu > Reports > Entry List 
● Select Team
● Highlight “ALL”
● Click Report/Type/Options/Format tab

Typcal settings are:
Type= By Team
Options=Athletes+Relays

● Click Create Report
-Review report for anomalies
-Save and name to send to coaches

 SEE next slide for “Saving” procedures

31



File
Setup
Events

AthletesRelays
Teas

Seeding
Run

Reports
Labels

Check for Updates
Help

 

Team Entries
Saving reports
● Create Report
● Click disc icon left top corner

-Adobe PDF is default setting
-Click OK

● Click OK again
● Choose a location and name

-use meet folder location
-create a name to match report
-team-report name-meet name
 (ie: WTSC-Entry List-2013 Crater Lake)

DO NOT Overwrite reports – add a number at the end if you make updates and 
need to send new reports (ie: WTSC-Entry List2-2013 Crater Lake Open)
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Team Entries

Fee Report
From Main Menu > Reports > Teams 
● Select Entry Fee Summary tab
● Double check the fees listed
● Open the team list with the down arrow
● Click on team
● Click Create Report
● Click OK to bypass the Surcharge 

message
● Choose a location and name

-use meet folder location
-create a name to match report
-team-report name-meet name
 (ie: WTSC-Fee Report-2013 Crater Lake Open)
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Team Entries

After completing Team Entries, email coaches:
-Entry Exception Report
-Meet Exception Report
-Entry List
-Fee Report

34



File
Setup
Events

AthletesRelays
Teas

Seeding
Run

Reports
Labels

Check for Updates
Help

 

Seeding a Meet
Seeding is the computerized assignment of athletes and relays into heats and 
lanes which can be done manually or automatically.

After the entry deadline has passed and everything has been updated, you 
are ready to seed.  **Note: Once you publish the meet you may NOT 
reseed.  
From the Main Menu > Seeding > select (highlight) All or specific session 
> click Start Seeding
-Click OK for “Seeding Complete” message
-Create a Heat Sheet and Session report for Referee approval before 
publishing
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Recon Report

Email backup meet file to OSI at least 7 days prior to beginning of the meet.

OSI generates a report to confirm athlete information with USA Swimming 
database:  

-ID’s 
-Team affiliation
-Registration status

Email coaches to resolve any issues identified by OSI.
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Publishing a Meet —(After meet Referee approval)
● Send heat sheets/timeline to coaches
● Upload to Meet Mobile

-From Main Menu > Set-up > Meet Mobile Publishing OR Meet Mobile icon
*Click Settings tab

-Click Full Meet Data
-Click Free Heat Sheets
-Click “View Contract to Agree”
-Fill in name and date
-Click Agree
-Click “Confirm”

*Click Publish tab
-Select Team Scoring Option
-Click “Publish General Meet Information”
-Click “Publish Psych/Heat Sheet”
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https://forms.gle/uSgtdwXud91CzcYKA

Thank you for 
attending!

Please take a 
moment to 

complete a survey 
to help us prepare 
for future Swim 

Expos!

https://forms.gle/uSgtdwXud91CzcYKA

