
Set up for Team Manager 4.0 Lite or Team 
Manager 4.0

For Section AA Swimming & Diving.

Team Manager 4.0 Lite or Team Manager 4.0 is the 
software used for entering MSHSL Class A or AA 
Sectional Swimming & Diving Meet. The following pages 
are steps to help you to set up your High School swim 
team. You will be able to enter a team roster, swimming & 
diving events including relays, enter entry times, and make 
database files & reports. Then download to a disk or 



computer to go online to send as an attachment to the 
section meet manager. Please read carefully. Any problems 
or questions contact Greg Jorgensen by phone or e-mail for 
solutions. Phone numbers are: (612-251-9660 or (952) 423-
3852 E-mail address is gjorgen@charter.net

Download can be found at www.hy-tekltd.com/downloads.html
Download TeamManager 4.0 Lite

Open Team Manager 4.0 Lite or Team Mnanger4.0.

On the main screen menu bar click on “File” to start setting 
up your database file. Click on “Open/New” to bring up the 
new pop up menu box as shown below.



This is where you set up your database label. Put your high 
school name for the label. You may label up to twenty 
symbols for the label. You may want to label separate for 
Boys team and Girls team.

After making your database label a new pop up menu will 
appear. This is where you set up your “System 
Preferences.” 

Setting up “System Preferences” for your team database. 
Please set your system preferences as shown below.



In the “Preferences” box for Gender Designations click on 
“Boys/Girls” for the gender. In “Athlete Browser Options” 
click-on or un-click “Show School Year” and check “Last 
Name First” option. 

Under “Team/Swimmers Defaults” click-on or un-click as 
pictured above. Under “Meet Age-Up Date” box, put the 
first day of competitions of your section meet. Leave the 
rest of the preferences alone as in the picture.



“Team Maintenance” pop up window.

On the menu bar click on “Teams”. The “Team Browser” 
window will appear. You will next click on “Add” to add 
your team. The “Team Maintenance” window will come up 
and you will place all the team information like the 
example below.

Fill in the boxes for your team information as above. Then 
click on “OK” to make sure all of your information is 
saved. Once the “Team Maintenance” boxes are empty, and 
then click on “Cancel”. 



For each Team, please use the following abbreviations: 

School Name abbr    Short Name

Apple Valley APPL Apple Valley
Bloomington Jefferson JEFF BloomJefferso
Bloomington Kennedy KNDY Bloomkennedy
Burnsville BURN Burnsville
Cretin-Derham Hall CDHA Cre-Der Hall
Eagan EGAN Eagan
Eastview, Apple Valley EAST Eastview
Hastings HAST Hastings
Henry Sibley HSIB Henry Sibley
Lakeville North LAKN Lakeville No
Lakeville South LAKS Lakeville So
Mpls So/Grt River SOUT Mpls South
Park, Cottage Grove PARK Park
Prior Lake PLAK Prior Lake
Richfield RICH Richfield
Rosemount RSMT Rosemount
Saint Paul Central SPCE St Paul Centra
St Paul Highland Pk/SPA SPHP St Paul HP/SPA
Woodbury WOOD Woodbury

See if your team is listed in the previous window. If okay, 
then move on to the menu bar to click on “Coaches”.
Put in the information as needed for all of your coaches on 
your staff. Include your Diving Coach. Remember to click 
on “OK” to save all of your information. Click on the black 
arrow to go back to the main screen.



Now click on “Setup” on the first main screen window.

Go down to “Groups/Subgroups/Codes”.



You need to change the way the system reads what school 
year your athlete are in. Click on “School Year” to change 
the alpha lettering to a number through the “Edit” screen. 

(Before)
Use the “Add” to add seventh and eighth graders. Change 
the following school year of each grade to a two digit form.



(After)
Click on the little folder to go back to the main menu 
screen.
Click on “Athletes” on the main screen menu bar. 

Now go to “Team” by the blue area and click the arrow box 
to bring up your high school team. 



Click on “Add” to set up individual athletes for your team 
roster.



Before.
Enter only: Last Name, First Name, Preferred Name, 

Gender, 
Team 1, (click on the arrow box)
School Year.

Click on “OK” to save the swimmer’s information.



After.
Enter all athletes you think maybe in the meet for your 
roster. When you are finished entering, then click on 
“Cancel” to move out of the screen. Check to make sure 
your roster personnel is complete. Click on the little folder 
to move back to the main screen. 

On the menu bar, click on “Meets” to set up your meet 
information and events.

Next click on “Add” for your section meet information.



Set up as listed above. Be sure you hit “OK” before you 
exit.
To exit the screen, hit “Cancel”. Check to see if the meet is 
listed on the “Meet Browser” screen. If listed, then start 
setting up your meet events. Go up and click on “Events” to 
be added to the meet.
Now the screen looks about the same as before, but this is 
the right screen to add events. Click on “Add” to start 
adding your events.



Add events in order: 
Number one (1) is the 200 Medley Relay. (Make sure the 
dot is on “Relay”.)
Number two (2) is the 200 Freestyle. (Make sure the dot is 
on “Individual”.)

Just point and click for all information for events, 
including Diving for 11 Dives.

Event 3 -200 I.M., Event 4 – 50 Freestyle, Event 5 – Diving (11 Dives), Event 6 – 100 
Butterfly, Event 7 – 100 Freestyle, Event 8 – 500 Freestyle, Event 9 – 200 Freestyle 
Relay, Event 10 – 100 Backstroke, Event 11 – 100 Breaststroke, Event 12 – 400 Freestyle 
Relay.

Your event list should look like the window below.



Click on the little folder to go back out of this window.

Stay in the “Meet Browser”, now click on “Entries”. Then 
click on “Entries by Name.”

Entering Your Swimmers




























