Getting the Most out of Hytek Team Manager
for BCSSA Registrars
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Introduction

Hytek Team Manager can be a great tool for managing club data. It’s also used by regional registrars and the provincial
office to track membership. Standardizing select features among all BCSSA users will streamline roster submissions
between clubs and regional/provincial registrars, and allow easy identification of payment amounts for BCSSA fees.
Standardizing has another benefit of “spreading the knowledge”; if everyone is doing things the same way there will
always be help and answers available.

This proposal covers standardizing the following for all Clubs, Regional Registrars & Provincial Registrars:

e Creating a new database for each swim season. A season covers the period from May 1* to April 30" and
includes summer and winter maintenance

e Standardizing the use of the group filters Team, School Year, WM Group and WM Subgroup so that everyone
used the same designations.

At the club level, there are configurations that can be beneficial. These are club optional but can help with keeping
track of data within the club. Having people properly grouped allows for easy creation of contact lists, rosters & tax
receipts.

e Use the “Group” filter to track ‘level’ or ‘fee level’ i.e. Senior, Intermediate, Junior, Guppies
e Use the “Subgroup” filter to track swimmers coach
e Use the custom fields to record fees paid for each session of the season — summer, winterl, winter2 etc.

PartI - Setting up Hytek

To create a new database for a new season:

Know where your database is. To Locate the database .MDB file, The file path is always right at the
top of your Team Manager Window

** TEAM MAMAGER - Database:C\BCSSA2013 Database)\ 2|

\BCS5A_DEMO_DATABASE_2013.MD

Create a new folder for your new database:
Use Windows explorer to create a folder system that will let you keep databases, reports, etc. separate
from year to year. Don’t use spaces in your database name. Suggest something like:
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i v Computer » Local Disk (Z:) » WRASA » Database » WRASA Summer 2015

r Include in library = Share with = Burn Mew folder

tes Mame Date modified Type

ttop || WRASA_2015_Summer_TMNet.mdb 24/01/20159:52 AM  MDB File

Make a Copy of your current database

“ File > Save As” Command.

EFIIE Set-up  Athletes Tearmns Meets Standards Records Workouts  Trair

Open [ New
Save As l}

Save the copy
to your new file location and rename it to the new year

*** Save current database 'BCSSA_DEMO_DATABASE 2013 A

l‘::,-.g') [ ). » Computer » Local Disk (C:) » BCSSA » 2014 » Database

Crganize » MNew folder

-
1-;, Favorites Mame Date
_ Desktop No
|4 Downloads

“Zl Recent Places

(= Libraries
@ Documents
] Tomega HDD (X_
@ Movies and TV
Ji Music
[E5| Pictures
B videns ¥

File name: BCSSA_DEMO_DATABASE_2014

- DATABASE 2014.mdk
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B O ___________ e
.. v Computer » Local Disk (C:) » BCSSA » 2014 » Database
e eaaa——_ e __________________eaaaa——— |

Include in library - Share with - Burn Mew folder
Mame . Date modified
es
top || BCS5A_DEMO_DATABASE_2014.mdb 08/03/2014 12:37 ...
nloads BCSSA_DEMO_DATABASE 2014, pace 08/03/2014 12:37 ...

Note: if you forget to rename it during the save, no worries. Just shut down TM, find the file in the
NEW location, right-click on it and rename there. Then start up TM and use the File> Open to open

this copy of the database.

If not already open, open Team Manager and navigate to and open your new database:

" TEAM MAMNAGER - Database:CABC

IFiIe Set-up  Athletes Teams Meets Stan

File Set-up Athletes Teams Meets Standards Records Workouts Training Report

Set the Back-Up/Restore and other directories for your new database

Set-up | Athletes Teams Meets Standards Records Workouts Training R

Preferences 2 Systern Preferences
ACTIVE.com Settings Registration Preferences
Activate Meet Sharing Report Custom Age Groups
Customn Layouts for Athlete Reports Report Preferences

Ageup Athletes Directory Preferences I
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Drive: | (=il ¢ irectory:

First select the drive and directory. Then, use "Set Directory’
buttons to set the Favorite Directory for each area. You can
set them all to the same directory.

~ Import Directony
CABCSSAZ #imports.

~ Export Directory

| Set Directory CABCSSAZM #\Exports
- Backup/Restore Directory

| Set Directory CABCSSAZ0 #\Database
~ Report Export Directory

| Set Directory CABCSSAZ0 4\Reports

Tip: You may also want to set up the other directories on this screen.

Set the Age-Up Date
Age up the athletes under “Setup > Preferences> System Preferences”

Besure to use the date in the “System Age-Up Date” Box. The meet age-up date will automatically be

set when the system age-up date changes.

File | Set-up | Athletes Teams Meets Standards Records Workouts Training Re

2

l-_: Preferences Systemn Preferences De

System Age-Up Date
[May 01,2014 |24 ~| Age-Up
bg

[T Always Age-Up To Today

And hit the Age-Up button.
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TEAM MAMNAGER

Divisions updated for 12 Athletes

Setting Up BCSSA Standard Groups
BCSSA is asking all clubs to identify

e Summer Swimmers using the “School Year” group “SU”. ** updated June 20,
2015. Hytek has advised that “School Year” can only use 2 characters.

e All Winter Swimmers using the “WM Group” “WIN”
O Summer swimmers also registering for a winter program with the
WM Subgroup “RET”
O Swimmers joining a winter maintenance session, who did not swim summer
will use the WM Subgroup “NEW”

Why do it this way?
Because now we can easily organize and track swimmers by summer and winter sessions, and easily
identify what BCSSA fees are owed by a swimmer.

To show all the Summer Swimmers in the athlete menu or in reports, use the School Yr “SU” filter.

Show Only Inactive Swimmers

* Both Team | WHLFS - Group - WM G

i Male

" Female School YT | SU - Subgroup - WK Subgn

2] s | c| o | E|Fle | w | o | ] k]| m]n
Last Name Firzt Name Ml |Gen ||Bir)l| Beg| Gr | GrJeined | Sub | T

This is all the summer swimmers BCSSA will be expecting a fee for.

To show all the Winter Swimmers: Use the WM Group “WIN” filter

BCSSA
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*= TEAM MAMAGER - Database:C\WRASA DE - [Athletes
B+ Layout Add Edit View Delete Results Goals Recruit Registration Print  Export to HTML

e —— =
0= X @/i\ i 2 S [& ﬁ [ Show Inactive Swimmers
{* Both Team | WHLFS - Group - WM Group |WIN =

" Male

" Female School YT - Subgroup hd WK Subgroup hd
A | 8 | ¢ | o | e | | e | uw | o+ | | x| L
Last Mame Firzt Mame Wl
Smith el

A thatcher  Magge | |

Within the winter maintenance group, show all the swimmers who joined for the winter: use the WM
Subgroup “NEW” filter

To remove all swimmers from a group, delete the group name, then recreate it. This is the quickest
way to reset the groups so that swimmers can be re-assigned for the new season and ensure there are
no ‘leftovers’ from the previous season

DL I S 1 o s e
File [Set—up]'AthIetes' Teams Meets Standards Re

[ -,

H Preferences [

Custom Layouts for Athlete Reports
Ageup Athletes
Favorite Filters

Groups/ Sub Groups / Codes [}\

Building the Groups
a. We’ll use ‘School Year’ to identify swimmers for the summer season

“ TEAM MANAGER - Database:CAWRASA\Database\WRASA 2013\WRASA 2013.MDB - [Code
B3+ Add Edit Delete Print Help

0= X &
Show Types: ¢ Groups (" WM Groups (¥ School Year
i Al " Subgroups (" WM Subgroups (" Team Divigion

b. Ifit’s not already there, create (add) a school-year group called ‘SU’. [f it is there, delete it
and recreate it. This will remove the group designation from all swimmers so that the field
is blank for your new season.

BCSSA
Registrars Guide for Hytek Page 7



Show Types: ' Groups T WM Groups ® School Year
= Al T Subgroups T WM Subgroups T Team Division

Description
S0 |School Year School Year

[ iﬁ:cil; Maintenance EE |

Code:

Description: [Summer Swimmed |

aracter codes cal
ing sets of =imila

oups (Pocl1 or P
bgroups (Senior
Groups (For wi
Subgroups (Fol

Code Types ool ¥ear (Fresh
Group (USS, Summer L
ns (Warsity, Jur
Subgroup 0K E T
WK Group

W Subgroup Cancel I:
* School Year

c. Similarly, create a group ( or delete and re-create) to identify Winter Maintenance
Swimmers using the WM Groups

s Add  Edit Delete Print Help

| & X &
Show Types: {" Groups {* WM Groups {" Sc
" Al {" Subgroups i~ WM Subgroups i Te:
Me |Desu:riptiun |Type |
I
- -
[ Code Maintenance be l - | (=] | 23 |
rach
ng =
Code: s
Description: |Winter Maintenance Swimmer | %Tt'
Sut
Code Types ol
Group [USE
oK
Subgroup pns i
* WM Group

d. We'll use WM Subgroups to identify who is a WM swimmer who is brand new — and
therefore needs to pay a BCSSA fee —and WM swimmers returning from the summer season
—these swimmers don’t have to pay the BCSSA fee again for this year.

B3 Add Edit Delete Print Help

DS X&
Show Types: " Groups WM Groups
Al {* Subgroups {* WM Subgroups
Code |Descripticn Type
MEW |Mew to WH. BCS5A Fee Due WM Subgroup
RET |Returning from Summer Swimming |WM Subgroup

BCSSA
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Groups and Subgroups

Groups and Subgroups are then left for the club to use as they like. This is a sample what we’ve used

in our club. Remember that in addition to groups, you will also have BCSSA Categories as a way to group
athletes. These are mandatory for use in clubs with multiple aquatic sports.

BCSSA Categories
Swimming O0/S Diving 0/5 [ ]
Syncro O/S Water Polo [©

In our Club, ‘Groups’ are setup according to the clubs fee structure. You can set up as many

groups as you have fee levels.

Show Types:
{5 All

De=scription
A&D | ALUMNI & OCAT
COA |COACH
GIT  |GUPPES IN TRAINING
MR |INTRO

JR [JUNIOR

SEN |SENIOR

‘Sub-Groups’ are set up by coaching groups. (This can be done after registration and training
groups are set. Great job for coaches to do themselves). Create a group for each training group,

even if a coach has more than one group.

=7 TEAM MAMNAGER - 20
B3+ Add Edit Delete Print Help
O X &
Show Types: " Groups " WM Groups " Schoo
Al {* Subgroups {~ WM Subgroups " Teaml
Code |Description Type
KM1 |Kewvin Mason 1 Sub Group
!
P
. Code Maintenance | == 23 |

Code:

Description: [Kevin Mason 2

&

Code Typez
Group
* Subgroup

VR Semaen

BCSSA
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 TTEAN MANAGER - Daabare CWRASADRbace WRASE

B+ Add Edit Delete Print  Help

D X &

Show Types: " Groups " WM Groups

{ Al (* Subgroups " WM Subgrc

Code |Description Tvpe

KM1 [Kevin Mason 1 Sub Group

KMZ2 [Kevin Mason 2 Sub Group

551  [Shelby Slater 1 I} Sub Group

KIR |Kirsten Sub Group

Athlete Custom Fields
Athlete Custom Fields are optional. Our club uses these fields to track fees paid by session, which can
then be extracted to create tax receipts. We also track forms received, and sometimes t-shirt size.

k% %k Note kk ok

Care Card Number is considered private information and should not be recorded.

Custom Fields are found in the Athlete Menu, under the ‘Custom’ tab.

Primary Contact | Secondary Contact | Medical | Custom |

Cusztom Field Hames Custom Field Values
Summer Fees

Fundraizing Fee

WK Oct - Dec 2015

WK Jan - Apr 2015

WK Jan - Apr 2016

T-5Shirt Size

R,M,PP,.CC 5P, PFee

NOTES

Go into the custom field setup and, Removing Care Card Number if it's there; rename or label a field
for each fee a swimmer pays. Additionally, you may want a field to keep track of registration forms
received.

BCSSA
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S Athlete Custom Field =

Custom Fields

Field 1 |summer Fees

Field2  |Fundraising Fee

Field 3 |wM Oct - Dec 2015

Field4 |y Jan - Aor 2015

Field 3 |y Jan - Aor 2016

FieldE  [Tshitt Size

Field 7 |R.M.PP.CC.SP. PFee

Field8 [NoTES

[

Note: data is not removed from swimmers when a field is re-named. This will be done in a later step.

Print Registration Forms
2. At this point, we're ready to reset all athlete data.
But before you do, you may like to be able to print registration forms for each athlete that was
active the previous season. The majority of BCSSA swimmers will return for the upcoming season,
so now is the time to run the report and save it. It can be printed anytime needed.

Once the Athlete data is reset, you won’t be able to get this report easily. So do this first:
a. To get the registration report for all active athletes, go to:

j | Reports | Labels Check for Updates Help

Administrative Reports 2 Athletes
Performance Reports 3 Tearns

Meet Reports L Meets

Workouts * Registration l\>

b.
Registration Re
Report Format
® Report Format # Blank Forms

Number of Forms: |:|

Report Filters

Specific Group: I = I

Specific Team: \WHLFS = Specific Subgroup: I ,I
Specific School Year: I ,I
| Create Report | r{l\ancel
]

c. Produces a registration form with the correct year in the header

BCSSA
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BCSSA Athlete Registration 2015

Club Initials: WHI Region: Fraser South BCSSA Number: FSwHIN3024

Athlets Inform ation: Please Print Cleady

Last Name: Ruim FirstName: Daniel Preferred Name: Gender: M
d, {if different than first nam )

Why do this? Our experience has shown that it is far easier and saves tons of time to have
people look over a pre-filled in form and highlight the changes, than it is to have everyone fill
out a new blank form each year. Handwritten forms are notoriously difficult to read,
especially for email addresses ©.

Save the report, and you’ll have it for when you need the printed forms at registration time.

Reset All the Athlete Data

Regional and Provincial Registrars — can purge all athletes, since they will be getting import files
from each club.

Club Registrars — don’t want to purge athletes because all the name, address, contact info
would have to be keyed in each year. Instead, go through each athlete and ‘reset’ everything.
Depending on the size of your club, this can take a bit of time.

Resetting athlete data is important for a few reasons

e We don’t want any group info to carry over from year to year. All athletes start a new
year not belonging to any group

e Similarly, we don’t want any custom information carrying over from year to year with
the exception of fees that may be needed for tax receipts

e Each season starts with all athletes inactive. Only when fees are collected and
registration forms signed, are they switched to an active status.

To reset athlete data, go to each active swimmer on the athlete menu

e T—
~ TEAM MAMAGER - Datab

File Set-up .'ittP'|Inet|]=\:-‘L Te

e Make them inactive — ( they get turned to active when fees are paid)

BCSSA Categories
Swimming 0/5 Diving O/ |:|
Syncro 0/S[ | water Polo [

W [w Inactivey,

e Set all groups/subgroups/WM Groups/WM Subgroups/School YR to <blank>. See the tip in step
8 for a shortcut.

BCSSA
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Group: I—L| Joined:
Subgroup: I—L|
WH Group: I—L|
WH Subgr: I—L|
School YT I—L|

Tip: to remove a filter from all swimmers at once, delete the group. This doesn’t
delete the swimmer, just takes away their group (or subgroup) designation. This is
very useful in ‘resetting’ all swimmers which is covered later on.

B+ Add Edit Delete Print Help
b & %X &

(£
Show Types: {¢ Groups WM Groups
|Delete Current Cn:u:le| Subgroups " WM Subgrou

Code |Description Type

A&D  |Alumni and O-cat
COA |C-IZIE|I3|1 |Gruup

Remave Code | |

e Remove all custom info except 2015 Winter Maintenance fees for Jan — Oct if that was one of
you fields. You will need this information for 2015 tax receipts.

BCSSA
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Primary Contact | Secondary Contact | Medical | Custom | I

Custom Field Names Custom Field Values
Summer Fees

|
Fundraising Fee |
|

WK Oct - Dec 2015

WH Jan - Apr2015  [200]

WH Jan - Apr 2015

T-Shirt Size

|

|

RMPP,CCSP PFee |
NOTES |

Page 13




BCSSA Cate

Swimming 0/S 5]
Syncro O/S ||
v

r

gories
Diving O/S ]
Water Polo [

Inactive
Dive Certified

[ip: On the Athlete Information Screen, the dark black forward and back arrows in the bottom
right area move you 1o the next or previous athlete:

When complete your Athlete Menu should show no-one

"_ TEAM MANAGER - Database:CAWRASA

RASA

DB - [Athletes

B+ Layout Add Edit View Delete

Results

Goals

Recruit

Registration  Print

Exportto HTML  Help

= X @ﬁ\ it @ % & ﬁ [T Show Inactive Swimmers

Until you select the “Show Inactive Swimmers” checkbox which shows all the athletes in your database:

= TEAM MANAGER - Database

B+ Layout Add Edit View Delete

Results

Pon 201

Geoals  Recruit  Registration  Print

Expon

s X OANBERTE

v EShow inachive Swimmers

ﬁ Both Team I"-"'-""”-F5 "I Group I "I WM Group I
Male
= Female School YT I "I Subgroup I "I WM Subgroup I
a | B | ¢ | b E | | & | w | 1 | J K
Laszt Mame Firzt Mame Ml |Gen
Adams |Nicholas | M
Aitken |Jen | F
Angus |Beckham | M
Angus [Myah | F
Angus | Ty | M

That’s it!! You’re ready to register swimmers for the new season!

BCSSA
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A | 8 | ¢ | o | e | F | e | H | o+ | 4 | &k | L | m |
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Part II - Registering Swimmers

For Summer Registration:

1. Collect your forms and payments. No Changes here unless you’'re using Online Registration — which is another
topic altogether. BCSSA requires a registration form for each swimmer. Your club may have other forms
required.

2. To enter a swimmer into Hytek

a. Turn on the “Show Inactive Swimmers” checkbox on the Athlete Menu

B+ Layout Add Edit View Delete Results Goals Recruit Registration Prir
. s O = X @Aﬁ @% & ﬁ v Show Inactive Swimmers
I

b. If the swimmer has been with your club before, he should be in your database. Just find him/her.
If the swimmer is new, Key in all the information from the registration form.

i. Activate them by un-checking the ‘inactive’ box

ii. Assign the BCSSA Categories. Choose the appropriate categories for all sports the athlete will
be competing in. It is good practice to assign everyone an ‘O’ ( for O-Cat) or ‘S’ ( for ‘Summer’)
in the Swimming Category, even if they are not planning at the registration time to swim.

BCSSA Categories
Swimming 0/S Diving 0/S |:|
Syncro /S| | water Polo [

[ Inactive
IEIE r I::?ive Certified

i. Assign the group filters denoting a summer swimmer

(LIRS

Team 1: |'||'I.|'HI-F5- =

Team 2:
Team 3:
Group: |gp =
Subgroup: | NB —
W Group:

-
WK Subgr: | -

School YT [ sy =

In this case the swimmer paid for ‘Senior’ fees, is in the “National Blue” Training Schedule group,
and is a Summer Swimmer.

BCSSA
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Record the Custom information — Fees and forms collected

rimary Contact | Secondary Contact | WMedical

Custom Figld Names

Custom Field Values

[

Care Card Number

WM Jan - April 2014

Summer Fees

Fundraising Fees

WM Sept - Dec 2014

WM Jan - April 2015

Forms - Reg-Med-CC

undefined

llmm bhame mimbeee Finldin bm mmiem Btk ladbe infmemmembinm that in mmd memilble in

Email Export |

iii. Verify and update all the contact information for the swimmer. Our club uses the ‘Athlete E-

mail’ field as the only email field when creating email lists.

i Athlete Information

Athlete Information

Office Phone: | |

Office Phone: | |

Cel: [504-555-5432

E-Mail: |c:sn1'rth@3vu-rneth ing.ca

Mother - Cheri

Cel: [p+04-555-9876]

E-Mail. |

Last Mame: |Smith First Name: |ielly Widdle: |:|
Preferred Name: Birthdate: | 0%/06/00 l%' - | SwimDivs
Build ID I # |FSyWHIDA005 Athlete Cell:
Gender (M,F): Athlete E-Mait [cruim@shaw.ca |
Member of
Team 1: |WHI-F5 j Joined: | DD/MMAYY Izl‘ -
Primary Contact | Secondary Contact | Medical Custom | EmailExport |
Primary Mailing Information fEa hd
Father's Last: Father's First: Team 3: -
Mother's Last: |Smith Mother's First: |Cheri EmrE s T un
Mailing Address: [19080 - oth Ave - |AsRT : = [>]
Mailing Address: Subgroup: | NT =
City:  |Surrey | Province | j Wi Group: l—_l
0 : =
Postal Code:  |HOH OHO Country: [cany - WM Subgr: l—_l
i 1 =
Swap Mother/Father Fill in .'r.'lail To' if different from first names and last name Schoalvr: [50 =
Names, Tele, E-mail Mailto: [Chris & Cheri Smith
* lse Primary for Mailing Use Secondary for Mailing Use Both BCSSA Categories
Primary Contact Information Swslmrnlng gi: RS D
Home Phone: [504-555-1234 | Fax: | ynero O[] water Polo 7
Father - Chris | (=t
nacive

[~ Dive Certified

Registration oK |

Recruiting

Cancel |

k.

iv.

Click OK and you’re done with this swimmer. Just to check, uncheck the ‘Show Inactive

Swimmers” button and you should now see your swimmer you just entered:

* Both
" Male
i~ Female

Team |WHELFS -
School T vl

Group =
Subgroup -

WK Group =
WM Subgroup -

Last Mame

Firzt Name Ml |Gen

BCSSA
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3. For Swimmers new to your club, the steps are basically the same, but you will have to Add a swimmer
and enter all the data, rather than just ‘re-activating’ an existing swimmer and updating their info.

For Winter Registration:
The process is much the same.

1. If the swimmer has been with the club in the summer, he/she will already be active.
a. You just need to assign to the winter groups

Member of
Team1: |\WHLFS - | Joine
Team 2: -
Team 3: -
Group: |aA%0 Joine

Subgroup: | INT -
WM Group: H

Wi -
WM Subgr: lm

School¥r. [gyy >

b. And record the fees paid for the winter session on the custom fields

Primary Contact | Secondary Contact | Medical | Custom | Emi

Custom Field HMames Custom Field Values
Care Card Mumber |9555_941_393

Summer Fee (400

Winter Sess 1 Fee |125

Winter Sess 2 Fee |125

Fundraising Fee |75

Volunteer Chegue |15|;|

Reg and Consent Form  [yy

Motes |

c. If you get a swimmer in Winter Maintenance who did not swim in the summer, first check the inactive
swimmers to see if they are already in your database. If they are,
i. activate them,
ii. record their winter maintenance groups,
iii. record their winter maintenance fees paid.

Record them as a ‘NEW’ Winter Maintenance swimmer since they will be required to pay the winter
BCSSA fee.

BCSSA
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B ' Athlete Information |i

Athlete Information

Last Name: |Thatcher First Name: |Waggie Middle: |
Preferred Name: Birthdate: | 01/30/199% |$| || Swim:Div 5
D # |FewWHIDBD12 ] Athlete Cell:
Gender (M, F): Athlete E-Mail: |ironlady@gb.com
IUse Sibling Infarmatian | |A5h|ﬁ“§f 842 Parker St j Member of
Team 1:

WHEFS j Joined: | MM/DDM ™Y |z|‘

I Primary Contact Secondary Contact Medical Custom Email Export |

Team 2:
Primary Mailing Information

Fathers Last: |Thomas Fathers First: (Michael Team 3:
Mother's Last: |[Thomas Mother's First: .
G : Joined: | MM =]
Mailing Address: [3425 | ARKER St LY - oin MWDDMYY [
Wailing Address: Subgroup:
City:  |Surrey | Province: Jac | | WH Group: [y
4 T -

Postal Code:  [\ax 4RS Country: |can « WH Subgr:

Fillin "Mail Ta'" if different from first names and last name

NEW
Swap Mother/Father

e School ¥r:
Names, Tele, E-mail Mailto: | |

1]

Primary Contact Secondary Contact | Medical Custom | Er

Custom Field Mames Custom Field Values
Care Card Mumber |9;353 535 887

Summer Fee |

Winter Sess 1 Fee |125

Fundraising Fee |

Volunteer Cheque |

|
|
|
Winter Sess 2 Fee  [125 |
|
|
|

Reg and Consent Form [y

Motes | D§|

d. If you have a swimmer brand new to the club for winter maintenance, you will need to enter all the

data. The grouping assignment would be “NEW” the same as the step above.

Reporting
By using the School Yr, WM Group, WM Subgroup, and BCSSA Categories you have many options for
extracting data. For example, these are the people BCSSA will be expecting a WM registration fee for.

BCSSA
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B+ Layout Add Edit View Delete

Results  Goals

Recruit

Registration

Print

Export to HTRML

ED0E XOANTESRTE

[ Show Inactive Swimmers

A | 8 | c | o |

* Both Team | WHLFS -
" Male
(" Female School YT -

E_|

Group =
Subgroup -

WM Group |WIN - -
WM Subgroup |MEW

J

K

Last Name First Name

»

When creating an athlete roster, this would show you all the water polo players:

e T——
Mailing Labels

Custom Layout
Athlete Rosters

BCS55A Filters

L v ater Polo DR

Licenszd To: Fraser South Razion - Office Copy

HY-TEK': TEAM MANAGER 7.0 08/03/2014 Page 1

Athlete Roster Water Polo Only
Name CGender Birthdate I+ Group Team Swim Dwe Syoere WPobo
Aszh Eetchum %4 02/02/1997 EZZBC-13002 SE1.B3 BC Div 7 - - Catd
Bartholomew Simpson % OBAOR2000 DBCSSALI004 INTP: BC Div s - - Cat3
Spong=BEob Squarspants M 03/03/2003 EBCSSA13008 Fl EC - - - Cati
Sylvester Thecat M 05/05/19%¢ BCS5A13003 /B3 BC - - - Cat 3

Another example: Show all the swimmers for the entire season starting May 1; just eave all filters blank

BCSSA
Registrars Guide for Hytek
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TEAM MANAGER - Database:Ci\

B+ Layout

Add  Edit  View Delete

Results Goals

Recruit

Registration  Print

Export to HTML

O = X @/i\ #h @ & (& ﬁ ™ Show Inactive Swimmers

' Both Team I"-l"'-"l'”-F5 vI Group I vI W Group I vI

" Male

" Female Schnnl‘r’rl vI Suhgruupl vI Wi Suhgruupl "I
A | 8 | ¢ | o | e | F | & | uw | 1+ | 1| &k | L
Last Name First Na_me Ml

_F‘resle'_.r Elvis

_Sm'rth Jane

| [Smith Keli
Snake Jake

B thatcher  Wagge [ |

These filters can be used when creating reports, or exporting data. The Groups and Subgroups are also very
useful when creating email lists, or seasonal results for coaches by group, since it can now be done by coach.

k) thlete Reports

Mailing Labels Reqgistration ID Exception
Custom Layout I Contact / Mailing / Medical / Recruiting
Athlete Rosters I Attendance
BC 55A Filters Month of Birth

Type |,u v|
Category IAII vl
Division IA" .,l

I jv
Use for list of kirthdays in
selected month.

[” Dont Show Age/School ¥r

¥ Show Birthdate
¥ Show Registration ID

[ Only Dive Certified
[T Only Not Dive Certified

Athlete Status

Group Filters

Team: |w|.||_|:5 .l
Group: I v|
Subgroup: I .,l
School Year: I ,l
WM Group: I - |
W Suhgrnup:l .,l

LSC:

J

Sort by
* Name
 Team1
7 Age Descending
L Age Ascending
7 Athlete ID Number

Include Inactive r
Inactive Athletes Only [

—— Gender — Age
i Male
Low Age I_ Create Report
' Female ‘ I
* Both High Age
|

BCSSA
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Generating Data in Excel

For those comfortable with excel, exporting data to a .CSV file (which can be opened with excel) can also be very
useful. “File > Export > Athlete Fields in CSV Format”

= TEAM MANAGER - Database:C:\\WRASA\DAL

WRASA 2013\WRA

Set-up Athletes Teams Meets Standards Records Workouts  Training Reports  Labels  Check for Updates  Help

Open / New
Open Demo Database
Convert Database to TM 6.0

Backup

Restore

Unzip File
Repair/Compact Database
Purge

Import
Export

Install Update

Enable Network Login
Open in Multi-User Mede
Metwork Administration

Login te Team Cennect Online
Journal

License Management

Exit

CAWRASA\Database\WRASA 2013\ WRASA 2013.MDB

AUVRASAN Matahar s IR ASA Siimmmnar W PAMRACA I T S,

Ctrl+0

Ctrl+B
Ctrl+R

Ctrl+Q

=r ThA RANE

&£

Meet Entries
Meet Results

Best Tirnes

Proof of Time

Athletes/Teams

Athlete Email

Registration

Registration Reconciliation
Convert Hy-Tek Entries CL2 to SD3
Pro Swimmmer for Palm 05

Team Stats Online

Meet Entry Fee Upload

Athlete Fields in C5V formﬁ

This is probably the best way to get all the custom field information info you entered. (there is a report for

custom data, but it doesn’t seem to show all the fields. Keep trying though, maybe it will be fixed in an update

from Team Manager)

When exporting, choose the fields you want to see, and the location for the file

[ &9 Athlete Fields Export to CS\

Group lﬁ

Subgroup I = I

Low Age I_
High Age [

Include Inactive

WM Group Iﬁ

E|

WH Subgroup I

& Both Team IWHFF5 'I
© Male
# Female School ¥t |5U 'l

Export to Drive: =

| e -]

Export to Directory:

e

3 TMSData

IRRRFREROOO000RRKOROON

Figlds

Athlete Birth Date
Athlete Cell

Athlete Email
Athlete First Name
Athlete Gender
Athlete ID #

Athlete Last Hame
Athlete Middle Initial
Athlete Middle Name
Athlete Name
Athlete Prefered Name
Citizenship

Class

Custom Field 1
Custom Field 2
Custom Field 3
Custom Field 4
Custom Field 5

Muetnm Fiald &

Size s

Select All
1 Clear All
20

§U
20
20
20

20
20

N

Create Export File

Close |

BCSSA
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Create it

Create Export File | ‘II - “
N 5]

TEAM MAMAGER

4 Athletes Exported to CVWRASA\Reports\ TMAthleteFields-02.cov

And you can then open the file in Excel

e B 4 U 7| v AT AT D= D= o= | TE 2E | raqMerge SLLENter~ | ¥ v Yo P | g5 475 | SUUmmunar rommar wew wen wen
B J - — = S = g : o Formatting = as Table = Styles = > 1
yboard Tw Font = Alignment ] MNumber = Styles Ce

B11 - I

A B C D E F G H | J

Ath Email Custom2 Custom3 Customd First ID# Last Pref
elvis@heartbreakhotel.com 300 Elvis FSWHI10055 Presley
thesmitths@teting.com Jane FSWHI03042 Smith
firstemail@someemail.com;seconemail @someemail.com; 400 125 125 Keli FSWHI04005 Smith
snake@reptile.com 500 Jake FSWHI03023 Snake

Teaching Excel and how this can then be used to create tax receipts with a ‘Mail Merge’ is beyond the scope of
this document, but it’s not too hard to do with a little research and practice. With just a little manipulation the
Spreadsheet can be re-organized be a little more readable.

A B £ D E F G H | J K
Last First Pref ID# Ath Email Summer Fee WM Sess WM Sess REG & Consent forms
Presley Elvis FSWHIL0055 elvis@heartbreakhotel.com 300 y,n
Smith Jane FSWHI03042 thesmitths@teting.com
Smith  Keli FSWHI04005 firstemail@someemail.com;seconemail@someemail.com; 400 125 125 y,y
Snake Jake FSWHI03023 snake@reptile.com 500 A
Conclusion

Keeping track of swimmers and fees is the main job of registrars. Using these standards, the same
rules will apply whether you are at the club, regional, or provincial level. Want to see how many
summer swimmers we had this year? Easy to do. How many Winter Maintenance? Easy. How many
swimmers that only joined for Winter Maintenance? Easily extracted. Want to know who paid for
what? Or who is missing forms? If you’ve set up and entered the custom data when you registered the
swimmers this is pretty easy to answer as well.

Hytek can be a great tool. Spending time at the setup, will save a lot of time later on.

BCSSA
Registrars Guide for Hytek Page 22



Appendix 1 - Club Registrars Timeline

Important Dates for Club Registrars
v’ May1l
> Start of Season. All registered swimmers and coaches should be in Team Manager for the new
year. Only swimmers and coaches designated as ‘active’ should be swimming or on deck.
‘Active’ generally means at least a portion of summer fees have been paid.
v’ Three days before the Second Thursday in June
> Submit Initial Roster to Regional Registrar. Club registrars submit unofficial rosters to regional
registrars. Regional Registrar will check the right files are received and ensure swimmers are in
the proper BCSSA group ( i.e. School Yr. = SU). To be submitted:
=  Export of entire club roster that regional registrar can import to Team Manager (.zip)

= PDF of club roster that can be read
v' **Three days before the second Thursday in July ** - Very important deadline
> Submit Official Club Rosters to Regional Registrar. Athletes must be included on this roster to
be eligible for Regionals and Provincials. Regional Registrars will again check that swimmers are

in the proper groups and categories. To be submitted:
=  Export of entire club roster that regional registrar can import to Team Manager (.zip)
= Printed Rosters, signed by head coaches, for each aquatic discipline.
Coaches must ensure no athletes are missed.
= BCSSA/Regional fee for all athletes & coaches on the roster.
v’ Three days before the second Thursday in September

» Submit Final Summer Roster. If you had swimmers join the club after the official roster was
sent in for the July deadline, submit another roster. To be submitted
= Export of entire club roster that regional registrar can import to Team Manager (.zip)
v/ Start of Winter Maintenance

> Register swimmers into proper groups for winter maintenance. Designate the WM Group &
WM Sub-group for all winter Maintenance swimmers. Dates vary by club.
v Second Monday in April
> Submit Roster for Entire Season to Regional Registrar. Regional Registrars will check that
swimmers are correctly designated for summer/winter groups. To be submitted

=  Export of entire club roster that regional registrar can import to Team Manager (.zip)

=  PDF of NEW Winter Swimmers only ( WM Subgroup = NEW)

= BCSSA fee for the NEW Winter Maintenance Swimmers. ( i.e. swimmers who did not
swim the summer session and therefore owe BCSSA insurance fees for winter)

BCSSA
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Appendix 2 - Exporting Rosters
When submitting a roster to the Regional Registrar, generally 2 files are needed: the exported roster in .zip
format and a roster report in .pdf format.

To Generate the Export File:
File > Export> Athletes/Teams

:II:AMMANM:II:I{— Iat AL d i ANe

Set-up | Athletes | Teams Meets Standards Records Workouts  Training Reports  Labels Check for Updates  Help
Open / New Ctrl+Q
Save As

tab

Open Demo Database
Convert Database to TM 7.0 3

Backup Ctrl+B
Restore Ctrl+R
Unzip File

Repair/Compact Database

Purge 4

Import 3

Export » Meet Entries

Install Update Meet Results
Best Times

Enable Network Login Proof of Time

Open in Multi-User Mode Athletes/Teams

N

Be sure to check on the ‘Include Contact & Group Information’. All Group fields can be left blank.
Note where file is saved for attaching to email later.

Soetes SED

Export to Drive:
I == j

Export to Directory:

e ¥ou can use this Athletes/Teams export to transfer swimmers/teams
@C:\ to Hy-Tek's Sports BUSINESS MANAGER, MEET MANAGER, or
am another TEAM MANAGER Database

- Athlete Export Fiters

LSC: I ,I Grnup:l ,I
Team: [\WHLFS . Subgrnup:l ,I
WK Group:
Al I :I'
T Malke W Subgrnup:l ,I
i Female _
School Year: I - I

Include Inactive Athlstes [

- Athlete Export Options

Include Contact & Group Information v Ok

BCSSA
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To Generate the Roster Report in PDF Format:

Reports > Administrative Reports > Athletes

ig | Reports | Labels Check for Updates  Help
Adrinistrative Reports J Athletes I}
Performance Reports L Teams

Whole club:

Mailing Labels Reqgistration ID Exception
Custom Layout I Contact /! Mailing ! Medical / Recruiting
Athlete Rosters I Attendance
BCS5A Filters Month of Birth

Type I,.u vl
Category IA” ,I
Divizion IA” TI

| -

Usze for list of birthdays in
selected month.

[T Dont Show Age/School ¥t

¥ Show Birthdate

¥ Show Registration I

[T Only Dive Certified
[T Only Not Dive Certified

Athlete Status

Group Filters
Team: | ywH
Group:
Subgroup:
School Year:
W Group:
WM Subgroup:
L5C:

RIS

Sort by
* Name

7 Team 1

@ Age Descending
@ Age Ascending
i Athlete ID Number

Include Inactive r
Inactive Athletes Only [7

—— Gender —— Age
7 Male |
Low Age I
7 Female
* Bath High Age I

Create Report

| Cancel
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Winter Maintenance New Only:
Same as above, but add on WM Subgroup = ‘NEW’

WIIVUR TNV S

Team: (\WHLFS -

Group: m
Subgroup: m
School Year: m
WM Group: m

WH Subgroup: -
LSC: I vI l}

Swimming, Water Polo, Synchro or Diving only:

Same as above, but choose a BCSSA Filter Type
BC 554 Filters BC55A Filters

oo JTEERRTAN - |\ Type -
Category IM vI Category I,u ,I
Division IAI vI Division IAI ,Il}

BCE3A Filters——— —— BCSSA Filters
LECE Diving - Type -

Category IAI vI Category Iﬁ
Division |,e.,| ,I Division Iﬂ

Create the Report, then use the ‘export’ ( the icon in the top left corner) to save it in PDF format

5 i g

ﬁE}ﬁﬁ‘;g|u<>n| /1 |5ﬂ|95x 7]

Prewview |

Licensed To: White Rock Amateur §wim Club HY

Athlete Roster

Format:

=] adobe Acrabat (FDF)

Destination:

| = Disk file

BCSSA
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Choose all Pages:

—Page Range
(OO
i Page Fange:

Fram: |'| i |'|
| QK I Cancel |

Choose a file location. Tip —include your Team Name in the file name.

E;; . » Computer » Local Disk (C:) » WRASA » Reports » 2015

Organize « Mew folder
~ Ed
i Favorites L
B Necktnn i W nStasmantnmminimact

File name: TMAthRosterWRASA

Save as type: | Portable Document Format (*.pdf)

Report can now be printed for coaches to review & sign and then attached to email for submission to Regional

Registrar. Club should keep original signed rosters and bring to Regionals.
The Regional Registrar will have the email copy to back up any discrepancies at Regionals and bring the clubs’

originals to Provincials as back up.
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