ELECTRONIC ENTRIES - GETTING STARTED

You should have downloaded the “Entry Manager V 2.0”  and the “Entry File Set” for the meet to your Desktop (or a choice destination).  You can now:

1.
Double click on “Entry Manager V 2.0” and select ‘Run’.

2.
Click “Next” and then click “Install”.  You might want to check the boxes that will give you a shortcut to the programme on your Desktop.

3.
Once the file has installed, click the box “Launch Entry Manager Rev 2.0”

and then click “Finish”.

4.
A cursor will appear in an empty box (the longest one – the one on the 2nd row) above various club names.  Type the first 5 letters of your club’s name in the box.  E.g. for us, I would type in B E C K E (no spaces, in lower or upper case).  By now, your club’s name should be the first name you see below the box that you have just been typing in.

5.
Click on your club name, and your club name/code should automatically be put into any previously empty boxes.

6.
Click “OK”.

7.
Click “Entries”, and then click “Import”, and then click “Entry File Set”.

8.
Select the drive where you saved “Entry File Set” for the meet (from our website).  If you have done everything we’ve said, it’ll be on your Desktop. 

9.
Select it, and click “Open” and then “OK”.

10.
Click “Entries” again.

11.
Click “Add/Edit Entries”.

12.
Select “Ind Boys” to enter boys’ details, or “Ind Girls” for girls.

13.
 Click “Add” (top Right button).

14.
On the right hand side of your screen, you will see a box that says “GB Comp No.”.  Enter the swimmer’s ASA ID No in this box, and click “Get Member” immediately under it.  This should fill all of the vacant boxes on the left hand side of your screen.  Then click “Get Times” immediately under the last box you clicked, and the swimmer’s current short course times (or long course conversions – if faster) will appear in the time fields.

15.
If a swimmer has no time on the rankings for an event, a red “N” will remain next to that event.  If they are too slow, a yellow “Y” will appear with the time, otherwise, a green “Y” will show with the swimmer’s rankings time.

16.
Delete any times for events that the swimmer does not want to enter or is too slow to qualify for by clicking on the “Y” next to the event in question.  Times brought up by the meet software can be overwritten, but if you do so for any swimmer, please also send the official results sheet(s) of where that time was achieved, with your entries.  Please note that if the meet is oversubscribed, swims without verifiable times will be rejected and the Promoter will not at that time enter into any discussions or correspondence as to where and when such times might have been achieved.

17.
Click “Save”.

18.
Enter the next swimmer by repeating 14 – 17 above.

19.
Change genders if both boys and girls are coming (12-18 above).

20.
When you have finished, click “Done” (bottom right).

21.
Click “Entries”, and then “Export”, and then “Meet Entries” P.S. NOTE WHERE THE EXPORT FILE IS STORED ON YOUR COMPUTER.
22.
Send an email to Patricia@EmployeeLawyers.co.uk attacking the file in ‘21’.  Please put “Beckenham Open 2010 Entries + your club’s name in the subject box of the email.

23.
Please click “Reports” and print a copy for each gender entered.

24.
Please complete the club summary sheet (this is with the meet conditions on our website), fill it out and return it to us with your single cheque; ALSO include any result sheets in 16, and the print outs in ‘21’.
THANK YOU – SEE YOU ON 8/9 MAY!

CHECKLIST – THINGS TO SEND TO THE PROMOTER, ALL TO ARRIVE WITH HER BY MIDNIGHT ON FRIDAY, 2 APRIL 2010:

1.
Email your entries

2.
Post the following to the Promoter (address is on Club Summary form):

· Your Entry Reports

· Any Official results sheets (e.g. Arena League etc.)

· Club Summary Form

· A single club cheque

