
USING HY-TEK TEAM MANAGER 
 

Hy-Tek Team Manager Lite is a limited version of the Team Manager Program sold by Hy-Tek.  It allows you to 
enter your athletes and events for each meet and email a file to the club hosting the meet.    Using the program 
provides a uniform format for meet registrations and eliminates the data entry required to organize a meet.  All clubs 
should be using Team Manager to submit entries. 
 
If you purchase the complete version of Team Manager you will be able to maintain statistics on your athletes.  You 
can download you team results directly into the program, no manual entry.  Team Manager will also automatically 
select a best time/mark for meet entries.  These features are not available in the free version. 
 
 
 
 
 
Make a New Folder on your Computer 

• Right Click your mouse On your desktop (main screen on your computer) 
• New 
• Folder 
• Name the folder – 2010 Meets (or current year) 

 
 
 
 

To make it easier to find the meet event files and the entry files you make,  
it is suggested you make a new folder on your computer (for example 2010 Meets). 

 
If you purchased the program, use the CD and install the registered program on your computer. 

 
Download the Team Manager Lite program from the HY-Tek website at www.hy-tekltd.com  

and install it on your computer. 
 

On the Hy-Tek website, click on Download Center, Scroll down to Track & Field, and select Team Manager Lite 



Open and Customize your Database Set-Up 
• File  
• Open/New  
• Specify the name of your Database (your team name)  
• Open.   

 
Whenever you Open a New Database, TFWin-TM will automatically route you to the System Preferences screen so 
that you may customize a number of parameters that will be used by TFWin-TM in setting up your Database. 
 
Select the following options:  

• Boys/Girls 
• Last Name First 
• Default State – PA    
• Show Ages 
• Show Reg. #1 

• Show Conversions        
• Show Birth Date 
• Show Birth Year in place 

of age 
 

• Reg.#1 name – USATF#  
• Age Divisions       
• Dash Distance – 400M

 
         

 
 
 
 
 
 



Report Preferences 
If you are using Team Manager Lite you will have limited ability to print reports.  If you purchased the program you 
will have a number of report options.  The Report Preferences allows you to set up how and where your reports 
print.  Fill in the information as you want it to print and select your printer.  
You can skip this step if you are using Team Manager Lite.
 

 
 
Directory Preferences 
Setting the Directory Preferences allows you to choose where you want to save your Team Manager Database, 
Export Files and Back-up Files.  That location will automatically show up in the application windows when you are 
saving, exporting, or backing up information in you database. 
 
Select Set-Up  

• Directory Preferences 
• Choose the new folder you just made and then click on Set Directory for Import Directory, repeat for 

Export Directory and Back-up/Restore Directory.  Once you click on Set Directory the location you 
selected will appear next to the Set Directory Box.  To change the location, repeat the process.  

 

 
 



 
 
Athlete Custom Fields (optional) 
TFWin-TM can store information for up to three Custom Fields for each Athlete.  The custom fields may be named, 
and then information can be entered for each field for any athlete.  For example, you might want to keep track of 
parent volunteer information about each athlete - who has volunteered to time, to run the snack stand, to setup prior 
to a meet, etc. 

 
 
Click on Set-up then Athlete Custom Fields to Add or Edit up to three Custom field names for each Athlete.   
This section is designed for you to Name the Custom fields - for example, "Volunteers" or "Car Pool".  Then when 
you add a new Athlete or edit athlete information, you may enter information for those three named fields. 
 
This information may be printed in the Custom Information choice in the Athlete Roster Report menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

• Select “Teams” 
• Add.   

Adding your Team into the Program 
Your team must be entered before you can enter athletes 

o Enter your club as listed on the club list provided.   
o Team Type – Age Group 

You can complete the address and coach information if you like, but it is not required.  After you enter your team 
information, you can close the Teams window. 
 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
 

• Select“Athletes” 
• “Add”.   
• Enter athlete name, date of birth, gender, USATF Membership Number and select your team.   

 

Adding Athletes 
Once your club is entered you are ready to enter your athletes 

• Enter the athlete contact information – address, phone & email since this will be required for the 
association championship.   

• Since the athletes only need to be entered one time, you should enter all of the athletes in your club.   
 
When entering a birth date, use the following format – 01/01/90.  Use only two (2) numbers for the year. 
 

 
 

You don’t need to select anything in the Group, Subgroup or School Year boxes. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
Importing Meet Events into Team Manager 

• You will need to import the meet event files into your database in order to enter athletes into meets.  Team 
Manager Lite will only support 3 meets.  You will need to delete one of the completed meets before 
importing a new meet. 

 

How to Enter Meet Entries 
 

The first step is to import the meet events. 
Without the meet events, you cannot do meet entries 

 
• If you purchased Team Manager, you will be able to import the events for all of the meets. 

 
 
 
 
 
From the T & F TEAM MANAGER Main Menu Bar,  

• File  
• Import 
• Meet Events.   

 

The Meet Event Files are posted on the meet page of the Three Rivers website, www.usatf-threerivers.org 
Download the event file and save it to the folder your created 

• TFWin-TM will first ask you to select the Drive, Directory, and File Name of the file you wish to Import.   
• Find and choose the folder you saved the event file 
• Select the event file for the current meet and “Open” 

The following message will appear 
o The files inside the selected zip file have been unzipped to C:\Hy-Sport\TFTM2\TFMTemp.  

These unzipped files will be listed after you click “Okay”.  After list is displayed, double click on 
the file you wish to import. 

• The TFMTemp folder will now list the meet event file you selected (Select “Open” or double click on the 
file) 

 
 
 
 
After you complete the steps above, on the Main Toolbar 

• Select “Meets” 

 

How to Verify you Successfully Imported the Meet Events 

• You should see the meet listed 
• Select (highlight) the current meet (if you have more than one meet listed) 
• From the toolbar in the Meets Menu 
• Select Events 
• You will see all the events listed for this meet 
• Close out the “Events” window 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.usatf-threerivers.org/


To edit and/or verify the Meet Information, double click on the Meet 
 
Meet Type is Age Group, Event Age Grouping is Age Divisions 
Age-up Date – Last day of current year National JO Meet.  For 2010 -  08/2/10 
Entry Fee is $8.00 
. 
 

 
 
 



 
 
Adding Athletes to Events for a Meet 

• Click on “Meet” 
• Select the current meet,  
• Entries, then “Entries by Name”.   

o This will give you a split screen with the athlete names on the top and the events on the bottom 
(Relay events will not be seen in this view).  

• Click on an athlete name, then click on the events that athlete is entering 
• Marks,  if available entered in the Custom Mark Field.  

o If you purchased Team Manager, the program will automatically select a best mark 
o If you are using Team Manager Lite, you will need to enter a mark in the Custom Mark Field 

 
 
To enter relay events, click on “Entries by Event”.  This will give you a split screen with the events on the top and 
the athletes on the bottom.  Click on a relay, then the athletes you are entering into that relay. 
 
NOTE:  For all meets except the championship meet we allow mixed age group and gender relays.  These 
cannot be entered into the program.  It will only accept same age group and gender relays.  If you are 
entering a mixed relay, just note it in your email when submitting your meet entries. 
 
 
 
 
Once you completed all the entries for your club you need to make an export file to send to the meet host.   
To export a file of entries 

• Select “File” 
• “Export” 
• “Meet Entries” 

You can save it to the folder your created or a jump drive.  If you set up directory preferences the file will save to 
the location the folder your created..  You can now attach the file to an email and send it to the meet.   
 
 
 
 
 
 
 

Be sure you email your entries to the person li

 

Exporting Entries 

 

Entering athletes into a Meet 
 

sted on the meet entry form for receiving entries.



Printing a Report of your Meet Entries 
The Meet Entries Report is designed to produce a report of the meet entries of any meet in your Database.   
Select Reports on the Main Menu Bar, then Performance and Meet Entries and select a specific meet from the 
meet list, select your club.   
This report will match the entry information you entered in the Meet Entries Browser.  This report is formatted as a 
two-column report unless the Proof of Mark information is requested. 
 
If you purchased Team Manager you can also print a Meet Entry Spreadsheet of your meet entries. 
 
Report Filters 
You can print a filtered entry report by age group, gender, or event.  Just select the criteria and print the report. 
 

 
 
 
 
 
 



Importing Meet Results 
If you purchased Team Manager you have the ability to import meet results for your club into your Team Manager 
Database.  This allows you to keep track of your athletes and provide an accurate seed mark for the next meet. 
Select File on the Main Menu Bar 
Select Import, then Meet Results
Select the TM Result file you saved to your computer
Select your club from the dropdown box and import. 
 
How Team Manager Matches Athletes 
When you import Meet Results, Team Manager goes through the following process to find a correct match for each 
athlete being imported into your database.   
Match of Last Name, First Name, Gender and Team.  If all of these match, then Team Manager imports the 
data for that athlete.  If not, Team Manager will check the “Add New Athlete” box.  If it is checked, then a new 
athlete is added.  If it is not checked, this record is not imported and is put on the Exception Report List. 
An Exception Report is a list of data that does not import because it does not fit the parameters of the 
database. 
 
It is your choice how to handle the import.   
If you choose “Add New Teams/Athletes” you may have duplicate entries for some athletes.  For example, your 
database has an athlete listed as Robert Jones.  This athlete was a late entry and was entered into the meet on the day 
of the meet as Bobby Jones.  When you import the meet results if you choose to add new teams/athletes, he will be 
added to your database.  You now have Robert Jones and Bobby Jones in your database.  If this occurs for a number 
of athletes it may be difficult to keep track of how many duplicate entries you have.   
If you do not choose to Add New Team/Athletes, Bobby Jones will print in an exceptions report and you can then 
manually enter his results as Robert Jones.  
 

 
 
Manually Entering Results 
Select Meets on the Main Menu Bar 
Select Results, then Results by Name.   
Select the athlete with results and enter the results in the Final Mark Column 
 
 
Result Report 
Select Meets on the Main Menu Bar 
Select a Meet, Select your Club 



Select Print, then Print Results 
You can choose any other criteria if you want to print a specific results report. 
Sort by Event or Athlete 
 

 
 
Report Filters 
This report offers the standard Team, Group, Subgroup, School Year, and Gender filters as well as the following 
specific report filters.  
 
Event Division Filter 
Click on the Event Division tab and filter the events that are included in this report by a specific Event Division.  For 
example, you might want to print this report for only the Varsity Division of the meet.  
 
Results Filter 
To display meet results from All rounds or Best mark from all the rounds in the event for this one meet, you may 
choose All or Best. 
 
Splits 
Choose to display None (no splits), Cumulative or "running" splits, or Subtractive or "lap" splits.   Click Here for 
more information on how to enter Splits. 
 
Individual or Relay 
Click on the Individual or Relay check box to display meet results for just the Individual or Relay events for this 
meet.  Or click on the Individual and Relays check box for both. 
 
Inactive and Personal Best 
To include Inactive athletes in this report, please click on the Include Inactive check box.  To only list meet results if 
an athlete has achieved a "personal best", please click on the Personal Best check box and whether or not you wish 
to include "1st Time Results" as a Personal Best. 
 



Include Wind Reading 
The program defaults (automatically checks) to including Wind Readings.  If you do not wish to show the Wind 
Reading, uncheck the box. 
 
Show Improvement 
The program defaults (automatically checks) to Showing Improvement.  If you do not wish to include the 
Improvement column, uncheck the box. 
 
Improvement 
The Meet Results Report will automatically calculate improvement for each of the events in this meet.  This 
"standard" improvement is based on all the marks in your Database.  If you wish to filter the meets that are used to 
calculate improvement, enter a Since Date and then click on the Use Since Date for Improvement check box, and 
TFWin-TM will use ONLY those meets with a start date later than the Since Date that you specified.   
 
 
 
 
 
 
If you have any problems, use the help menu in the Team Manager Program.  It is very easy to use and understand.  
The functions of the Lite version of the program are limited.  For example, it will only support 3 meets at one time 
and only 100 athletes.  You will need to delete the earlier meets in order to enter some of the later meets.  The 
reports you will be able to generate are also limited.   If you are interested in a report, try it.  A message will pop up 
if that report is not available in this version.  If you are interested in the full version, visit the Hy-Tek website at 
www.hy-tekltd.com for more information and pricing.    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      TEAM CODE LONG NAME    SHORT NAME  
  
  11BC Beaver County Track Club Beaver County 
  11BY BumpYes BumpYes 

http://www.hy-tekltd.com/


  11BS Butler Stealth Butler Stealth 
  11VV Coach Sanford VerticalVillage Vertical Village 
  11CJ County Jaguars County Jaguars 
  11DU Duquesne Track Club Duquesne Track 
  11EA East Allegheny Wildcats East Allegheny 
  11EE Eastern Elite Track Club Eastern Elite 
  11EO Erie One Striders Erie One 
  11HT Hilltop Rebels Hilltop Rebels 
  11IC Inner City Sprinters InnerCity Sprint 
  11LS Long&Strong Throwers West Long&Strong Thro 
  11MV Mon Valley Track Club Mon Valley 
  11MA Monroeville Area Activity Cent Monroeville Area 
  11MT Mountain Top Mt. Top 
  11MR Mountaineer Track Club Mountaineer 
  11ND Nadia Track Club Nadia 
  11PR Pacer Track Club Pacer 
  11PA PC Striders  PC Striders 
  11PH Penn Hills Eagles Penn Hills 
  11RC River City Elite Track Club River City Elite 
  11SB South Butler Flyers South Butler 
  11ST Stallions Track Club Stallions 
  11S Steel City Express Steel City 
  11UN Unattached Unattached 
  11WP West Penn Track Club West Penn 
  11WT Wilkinsburg Tigers Wilkinsburg 
  11WM Wings of Moon Wings of Moon 
  11RR YMCA Road Runners YMCA 
 
 
If your team is not listed above, contact Cindy (threeriversusatf@earthlink.net)   

mailto:threeriversusatf@earthlink.net
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