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CSL B-Meet procedures using  

Meet Manager & TeamUnify 

 

Alternate Method X1 

(Separate Meets on Two Computers) 
 

This document provides a guide for running a two team B-Meet (aka Developmental Meet) with 

Hy-Tek software using a non-recommended alternative method.   

 

With this method, each team runs the meet separately on its own computer.  Per CSL, this 

method should be used only if both teams want to use it!!! 

 

Both teams must have already loaded their teams and swimmers into their team platform. 

 

1. EACH TEAM PREPARES THE MEET FOR ENTRIES.  The first set of tasks is for each 

team to use Meet Manager to create the meet and export the events.  Both teams should perform 

this task independently, at times that are convenient and expedient for their way of doing things. 

 

This set of tasks should be completed at each team’s convenience. 

 

Prerequisite: The CSL templates (which can be downloaded from http://csl.nvblu.com/) must 

be on your computer.  Navigate to Documents  Hy-Tek  2019  Templates 

and stuff. 

 

 Create a directory into which you will place all the files for this meet 

 

 Start Meet Manager 

 

 Open an appropriate CSL template via File | Open/New.  You should use a B-meet 

template with the correct course (Yards or Meters).  

 

 Immediately save the database via File | Save As to a CSL standard name in the 

directory you created.  Do this first thing or the subsequent changes will go into the 

template file. 

 

http://csl.nvblu.com/
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The name should be in *exactly* this format:   

 

                               2019-06-26 B-Meet AF@BCS.mdb   

 

Please don’t deviate (not even a little bit) from the CSL naming convention. 

 

 Perform basic setup for the meet via Set-up | Meet Set-up. 

   

o Set the Meet Name to almost match the file name you used above, minus the date. 

In the past the meet name would always be B-Meet AF@BCS.  

 

However, if both teams are using Meet Mobile, you’re going to end up with two 

meets in the Meet Mobile cloud with the same name.  And that will be confusing.   

You might want to tweak the names in some way so that you can tell the meets 

apart. 

 

o Update the Facility Name, City, State / Province, and Country as desired 

o Set the Start Date and End Date for the meet 

o Verify that the Age-Up Date for the meet is June 15, 2019 

o Verify the correct Course for the meet (SC Meters or Yards) 

 

 Navigate to Events | Sessions, and verify that the course type (S or Y) is correct for 

all sessions. 

 

 The B-meet template you copied should already contain the standard 50 events.  

These consist of  the four individual stroke events in age groups 8&U through 15-18, 

plus IM events in age groups 8&U through 15-18. 

 

 Note that each 8&Under individual stroke event is now “two events in one”.   For 

example, Event 1 – Boys 8&Under 25 Freestyle includes both 6&Unders and 7-8’s.   

 

For the purpose of data entry, this is a single event.  For the purposes of ribbons and 

results, it becomes two separate events.   

 

 Export your meet’s events to a file via File | Export | Events for TM.  Save the file 

in the directory you created earlier. 

 

 

2. SET UP MEET MOBILE.  This set of tasks consists of the initial steps for setting up Meet 

Mobile for the meet.  Since each team is running a separate meet in Hy-Tek, each team needs to 

do its own Meet Mobile for the meet. 

 

Prerequisite:  Before you decide to use Meet Mobile, ensure that internet access will be available 

at the scorers table, either via WiFi at the pool, a smart phone  set up as a “hot 

spot”, or some other means. 

 

 Open Meet Manager and load the meet database of interest of via File | Open / New 
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 Navigate to Set-Up | Meet Mobile 2.5 Publishing | Settings tab. 

 

 If you don’t intend to use Meet Mobile for your meet, set the Not interested in 

publishing Meet Mobile for this meet checkbox and hopefully you won’t see this 

window any more for this meet. 

 

 Otherwise, keep the checkbox clear and proceed as follows… 

 

o Click the Restrict Heat Sheet Data radio button  

o Click View Contract to Agree, fill out the form, and click Agree to return the 

original form 

o Click Confirm 

o Navigate to the Publish tab 

o Select the No team scores in this meet option 

o Clear the Display the event time line checkbox 

o Click Publish General Meet Information 

 

 Exit the screen. 

 

 

3. SELECT AND ENTER SWIMMERS.  The next set of tasks will import the events into 

TeamUnify, select swimmers for each event, export the entries, export your roster, export your 

records, and create time card labels. 

  

Prerequisite:  Team and athletes have been entered into TeamUnify. 

 

 Log in into TeamUnify 

 

 If you haven’t yet created a “TeamUnify event” for this meet, do so via Events | New 

Event. 

 

 On the Event Edit screen, set the radio button for Allow On-line Reg: Meet 

Manager/Meet Events file to allow On-Line meet entry. 

 

 Set the radio button for Import Meet Events file below, import the events you 

generated above, and click Save Changes.   

 

 Navigate back to Events, find the event for this meet, and click Edit Commitment.   

 

 Click on the link containing the name of the meet and click the Edit button.  Verify 

and modify as needed the information there.   

 

In particular, you might want to change the Course Order for the meet.  For 

example, a meter pool team which visited a yard pool earlier in the season might 

choose not to use the yard times (converted to meters) for a meter pool meet later in 

the season.  Hence, they would set Course Order to SO instead of S. 

 



 

CSL B-Meet Procedures Alternate Method X1 - TU Unmerged.docPage 4 of 10 updated 6/4/2019 

 Check the value Event Declaration Setting.  If it’s set to Commit by Event, you’re 

good to go.  If not, click the Edit link, set the dropdown for  Allow Athletes to 

commit by Event? to Yes, and click Save Changes.   

 

 Congratulations, your meet is now enabled for online by parents and swimmers.  

They can now create their entries by navigating to this event and clicking the 

Attend/Decline (or Edit Commitment) button.  Coaches with TeamUnify admin 

authority also have the ability to enter swimmers into events. 

 

 After your entries have been created, click the Edit Commitment button for the 

event and go to the Committed Athletes tab. 

 

 Click Display All, click Select All, and click Approve to approve the entries.  If so 

inclined, coaches can reject selected entries, e.g., for swimmers who aren’t quite 

ready to attempt difficult events, or for swimmers who “forgetfully” signed up for 

events in which they ribboned at the previous A-meet.  

 

 Toward the top of the Edit Commitment screen, click the Entry Report link in the 

Report area.  At the bottom of the next screen, set Sort By to Event #, click 

Generate Report Now, and save the resulting PDF to the directory you created for 

this meet.  Repeat the process, this time setting Sort By to Athlete Name. 

 

Print copies of these and bring them to the meet for people who can use them – 

coaches, Clerks of Course, and team area workers. 

 

 Toward the top of the Edit Commitment screen, click Generate Entry Files in the 

Export area.  Click the Save Extended SD3 File button, and save the file in the 

directory you created for this meet.  You might want to improve the file name. 

 

 Navigate to Team Admin | Account/Member Admin and click the Members tab.  

Adjust your filters so that the member list consists of your current roster.  Check the 

global checkbox, click Export | Export SDIF, and save the file to the directory you 

created for this meet. 

 

By exporting your roster in this way for import into Meet Manager, you will ensure 

that all your swimmers end up in the meet file, even those for whom you didn’t print 

time cards.  Then if a swimmer does show up at the meet as a deck entry she will 

already be in the meet file.  This will save you the time, toil, and trouble of creating a 

new athlete in Meet Manager while the meet is running on a Wednesday evening.  

 

 Start Meet Manager 

 

 Open the meet database you created earlier 

 

 Import the meet entries for your team via File | Import | Entries.  Because you are 

importing a file that is not Hy-Tek proprietary, you’ll need an internet connection to 

do this.   

 



 

CSL B-Meet Procedures Alternate Method X1 - TU Unmerged.docPage 5 of 10 updated 6/4/2019 

 Import the roster for your team via File | Import | Entries.  Ignore the exception 

report… it’s, uh, normal.  Again, you’ll need an internet connection to import the file. 

 

 Export your entries in Hy-Tek format via File | Export | Entries for Meet Manager 

Merge of same meet (.HY3) 
 

 Export your roster in Hy-Tek format via File | Export | Athletes / Teams / Email 

(.HY3) 
 

 The good thing about these latest two exports is that you don’t need an internet 

connection to import them into Meet Manager.  Copy the two exports above to a flash 

drive.  Bring that flash drive to the meet with you, just in case you’re beset by one of 

any number of Murphy’s Law scenarios 

 

 Print time card labels for your team in Meet Manager, as follows: 

 

o Navigate to Labels | Entry Cards/Labels 

o Set Format to Rank Order Fast-Slow 

o Set Sort By to Event Number 

o Click Create Report 

 

Best choice is 1”x 4” (Avery 5161 or equivalent – 2 cols x 10 rows per page) or 1”x 

2.63” (Avery 5160 or equivalent – 3 cols x 10 rows per page) if you have a laser or 

inkjet printer.  

 

Note that you can print boys and girls separately.  Be sure to allocate time and 

resources for peel-and-stick.   Three or four minutes per sheet of 30 labels is a good 

guess-timate. 

 

 Bring your laptop and printer to meet since you’ll be scoring your meet on your 

computer.  
 

 

4. PREPARE FOR AND RUN THE MEET.  The third set of tasks is to import the entries and 

rosters (and records files if available) from your team into Meet Manager, set up lane 

assignments, seed the meet, run the meet, print results, print award labels, backup the meet, and 

export the meet results.   

 

 Open Meet Manager 

 

 Import the meet entries for your team into Meet Manager via File | Import | Entries. 

   

 Import the roster for your team into Meet Manager via File | Import | Rosters Only.  

It does not matter whether you give them competitor numbers.  It does not matter if 

you match on LSC. 

 

 (Optional) Import your team records via File | Import | Records.  On the records 

screen that appears click Import from the main menu, then use the ensuing Import 
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Records dialog box to navigate to and open a records file of interest. 

 

The record set you import will appear in the list at the bottom of the records screen.  

Double-click it to open the Edit Record Tag Name dialog box, then choose a Flag 

(don’t use ‘@’, which is reserved for CSL records) and select your team as the team 

to which those records apply in the Records Only For dropdown list. 

 

If your team has 8&Under records, you will want to map your 7-8 results to those 

records.  To do so, highlight your record set at the bottom of the screen, then click 

Custom Age Groups from the main menu.  In the dialog that appears, enter the 

values <blank> and 8 in the two text boxes under Use this Age Group's Records, 

enter the values 7 and 8 in the two text boxes under the word for, then click OK.  

Repeat as necessary for other teams/record sets. 

 

 Go to the Seeding screen.  Click  Select All, followed by Start Seeding.  Even 

though these events are unseeded, you still must tell Hy-Tek to seed them.  Go figure. 

 

While still on the Seeding screen you can highlight a seeded event and then click 

Preview. You’ll see that all the swimmers are listed in one big heat, ordered by entry 

time. You’ll see later that this is Hy-Tek’s way of making entry of times easier. 

 

If you set the Preview each Event checkbox before starting to seed, you will see each 

event on screen as it is seeded – but you will have to click to 58 separate preview 

boxes on the screen – ugh.  

 

 If you chose to publish the meet to Meet Mobile, navigate to the Set-up | Meet 

Mobile 2.5 Publishing | Publish tab.   Click the Publish Psych Sheets and Heat 

Sheets button or the Publish Pysch Sheets button, whichever appears. 

 

 If you chose to publish the meet to Meet Mobile, navigate to Run | Meet Mobile.  Set 

the Activate the Meet Mobile System checkbox if you’d like results to be 

automatically sent to Meet Mobile.  Otherwise, clear the checkbox.  Regardless of 

your choice, you’ll be able to push results to Meet Mobile during the meet by 

pressing Ctrl-M on your keyboard. 

 

 To score each event, use the Run screen.  For each event, we recommend that you 

wait for all of the time cards for that event to arrive, registering DQs on the front of 

the cards as appropriate, and segregating the cards by team.   

 

When you have all the time cards for your team for an event, sort them as follows: 

 

1. Labeled time cards with seed times first, fastest to slowest 

2. Labeled time cards without seed times next 

3. Hand-written time cards last, in alphabetical order 

 

Click on the event for which you have the sorted stack of cards from the Event List in 

the upper left of the screen.  All the swimmers entered in that event will appear in 
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Heat sub-window at the bottom of the screen.  

 

 No punctuation is necessary when entering times. Enter 3456 and it will appear as 

34.56 when you hit <Enter>.  Enter 12345 and it will appear as 1:23.45. No more 

mental gymnastics are required to do conversions such as 1:57:43 to 117.43. But you 

must enter all digits, including trailing zeros (i.e. 3120, not 312 to enter 31.20) if you 

skip punctuation.  You may use punctuation if you wish. 

 

 (!!!) If you can’t see all the swimmers in the bottom sub-window for an event, either 

scroll down or click Unseeded : Ctrl-U to get a bigger window into which you can 

enter times and DQs.   

 

WARNING!!!  Using Unseeded : Ctrl-U to score an event will remove all seed 

times for the swimmers in that event.  The seed times will disappear from the Run 

screen and from any Results reports you run.       

 

 If you get a hand-written time card for a last-minute deck entry, then that swimmer is 

probably not in the list of swimmers. You will have to add her to the event – this is 

easy if you loaded your roster file earlier.   

 

One of many ways to do this is to click Adjust : F8 which will display a new 

window. In the Adjust window, click the Show Eligible Athletes radio button. If that 

swimmer is already entered into another event, or if you imported your roster, then 

the swimmer you need should appear as an eligible swimmer. 

 

If there is an empty lane in a previously existing heat, drag the swimmer into that 

lane. If there is no empty lane, then you’ll need to add a new heat via Add Heat, and 

then you can drag her into any lane in that heat. Don’t worry that she is the only  

swimmer in that heat – it’s not a real heat. 

 

If the swimmer didn’t appear as an eligible swimmer (next time you’ll load your 

roster, right?) then you must first add the swimmer to the meet before you can add her 

to the event. From the Adjust window, navigate to Athletes | Add to create the 

swimmer. If you don’t know the correct birthday, make up a birthday that puts the 

swimmer in the correct age group (suggest 01/01/yyyy so it will stand out better for 

correction later). Make sure you put the athlete on the correct team and enter the 

correct gender. Then return to the Adjust window and add her to the event as 

described above. 

 

Jot down the names of any athletes you add to the meet in this way – you’ll need to 

check them after the meet. 

 

After the swimmer has finally been added to a heat, exit the Adjust window and then 

enter the swimmer’s time on the Run screen. If you created a new heat, you may need 

to change heat numbers using the numbered buttons in the bottom right quadrant of 

the screen. 
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 Note that the Hy-Tek heats for unseeded events probably bear little resemblance to 

the actual, real-world heats that were set up by your clerk of course. No big deal, it’s 

just the way that Hy-Tek handles unseeded events. 

 

 There are two ways to handle a no-show, a swimmer who is entered in an event but 

for whom you do not receive a time card.  One is to give the swimmer a time of NS, 

and the swimmer will then show up on Results reports as NS.  This provides 

documentation of who signed-up for (or was assigned to) an event but didn’t show 

up.   

 

Or you might prefer to simply scratch no-shows from the event by double-clicking 

them on the Run screen.  This will eliminate them from Results reports, an approach 

which makes sense for teams that enter every swimmer into every event.   

 

Just be sure you do something with these swimmers so that the event status eventually 

changes to Done or to Scored. 
 

 If you have swimmers who are disqualified without receiving a time then you can 

record either DQ or DNF (did not finish).   Do not record DFS (declared false start) 

as that will cause you problems in Team Manager later on. 

 

 After you have entered times for all swimmers in the first stroke block, you can print 

results via Reports | Results and post them.  Swimmers and parents appreciate this, 

and it will keep them out of your hair as you enter times for the next stroke block. 

 

 Print ribbon labels via Labels | Awards and distribute them to the ribbon peel-and-

stickers.  

 

 Before you print anything, click the Re-score button on the main menu of the Run 

screen.  For a B-meet, this will re-rank the swimmers in every event and guarantee 

glitch-free results. 

 

 Unless you’ve changed the default option, note that Hy-Tek always displays a print 

preview screen before letting you print. This is a nice feature, as it lets you verify that 

your options are correct without using any paper. 

 

 After all the times are entered, and after you’ve printed any reports and labels you 

need, you should back up your database via File | Backup and also copy it to some 

other independent media, such as a flash/thumb drive.   

 

 Finally, export a meet results file for the meet via File | Export | Results for Team 

Manager or SWIMS to the directory you created for this meet.   

 

5.  LOAD MEET RESULTS INTO TEAM PLATFORM(S).  The last set of tasks is to import 

the meet results into your team repositories, resolve any duplicate swimmer issues, perhaps run a 

few more reports, and backup your team database.  This can be done after returning home from 

the meet. 
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 Many teams store their meet results in more than one team platform.  For example, 

it’s common for TeamUnify teams to import their results into both TeamUnify and 

Team Manager, regardless of which platform was used to create entries for the meet.   

 

So we’ll cover both here. 

 

 TeamUnify 

 

o Log in to TeamUnify 

 

o Recall that, during the meet, you might have had to manually add swimmers to 

Meet Manager because rosters were not imported.  TeamUnify requires that all of 

the information for a swimmer – first name, last name, middle initial, birthday, 

swimmer id – match exactly.  If it doesn’t match, you’ll end up creating a 

disenfranchised swimmer in TeamUnify and the swimmer’s parents will not be 

able to see that swimmer’s results. 

 

This being the case, you’ll need to: 

  

 Consult TeamUnify to obtain complete and correct information for any 

manually added swimmers 

 Correct the information in Meet Manager 

 Re-export meet results from Meet Manager 

 

You’re now in a position to properly import meet results. 

 

o In TeamUnify, navigate to My Account | My Meet Results | Results by Meets 

tab 
 

o Click the Import Meet Results for my Team button 

 

o Click Choose File and open your meet results file 

 

o Click Upload the file NOW! 

 

o Navigate to My Account | My Meet Results | Time Reports tab and run any 

TeamUnify reports that are appropriate for your team – Ladders (best times), 

Results by swimmer, etc.   

 

 Team Manager 

 

o Open Team Manager 

 

o Import the meet results you created earlier via File | Import | Meet Results.  If 

you added any athletes to the meet while in Meet Manager, you will want to set 

the Add New Teams/Athletes checkbox.   
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o If you didn’t already ensure correctness of information for manually added 

swimmers via the TeamUnify procedure above, you might end up with duplicate 

swimmer records in Team Manager after importing results.  

 

Refer to the list of swimmers that you hopefully jotted down earlier.  Find them 

on the Athletes screen in Team Manager – sort by name.  If you find duplicate 

names for a swimmer, open up each of the entries – one-at-a-time – and examine 

the information to decide which entry you want to keep.  Then drag the one you 

don’t want to keep onto the one you do want to keep and Hy-Tek will merge the 

two entries into one entry, retaining all times from both entries. 

 

o Run any Team Manager reports that are appropriate for your team – Ladders (best 

times), Results by swimmer, etc.  Also, if you maintain your team records in your 

Team Manager database, check for and update any new team records via Reports 

 Performance Reports  Record Match. 

 

o Backup your team database via File | Backup.  Again, copy the meet backup file 

to some independent media, such as a flash/thumb drive. 


