1. CLUBMANAGER.
A. Major points

2. Designed for USATF Youth clubs or High Schools.

3. Keep track of all your members names and addresses.

4. Create reports including name and address labels for mailing.

5. Keep track of the best performances for each athlete.

6. Keep emergency contact information.

7. Keep track of membership status and membership numbers for USATF. 

8. Automatically place athlete in proper age group for USATF.

9. Enter athletes into meets then save the entries to a file and recall and change these entries at anytime. 

10. Shows only the events the athlete is eligible for within USATF youth divisions. 

1. Validity checks performance marks to insure correct format and reasonable values.

11. Calculate the meet entry fees. 

B. Create Hytek Meet Manager compatible meet entries file in semicolon delimited file format. This file can be sent to a meet using Hytek Meet manager.

1. GETTING STARTED.

· INSTALLATION.  The CD or E-Mail attachment has three files in it containing the program for Clubmanager and documentation for the program. The program is a Filemaker Pro database consisting of four related files. 

· If you are a current user of Clubmanager then you should backup your existing membership data and restore it to the new copy. To backup your existing data use the “ Backup Members “ button on your current copy to create a backup copy of your data. If you have a meet on this copy then also backup the meet. To do this click on the “ Show meet Button “ then click on the “ Save meet to file “ Button to save a copy of the existing meet data. Once you have installed the new copy of the program then you can use the “ Restore Members “ Button to restore the members to the new copy. Also Restore the meet to the meet file by using the “ Restore a meet from file “ Button to restore the meet just saved.

· The first file is the documentation for the program IE: this document
· For Windows PC systems the second file called clubmnge21setup.exe contains the program.  Running this setup program will install the program on your drive C: and place an ICON on the desktop to start the program.  It will be installed in a folder labeled “clubmanager2.1” on the c:\ drive. To run the program just click on the newly created ICON on the desktop Or exec the program in the folder named “TFclubmanager. 

· For Apple based systems the third file is a folder labeled TFclubmanagerIMAC. Move this folder to your hard drive and run the application in this  folder named “Tfclubmanager.

·  By using this program on your apple or Windows system you do not have to have Filemaker Pro software installed on your computer. If you have a licensed copy of filemaker pro release 7 or above then you can open the data files using filemaker pro. Using filemaker Pro provides recovery capabilities.

2 INTIAL SETUP.  Once open then click on the gray button labeled Set Up. This takes you to a set up screen where you enter information specific to your Team. First click on the type meet to set up a USATF track and field, Cross Country or High School meet. Enter team name and code note: The code will have to be supplied by the association or the meet managers depending on what meets you are entering. It is generally a 3 or 4 letter code unique to your club/school. The next Member number is the next club member number to be assigned as you add members to your club. This number is unique only to your club. Once a member has been added to the database do not change the assigned number as this is used to connect the files in this database. The Next field is the name of the next meet that you will be entering. You can have several meets going at the same time by backing up one meet and working on a different one so you must maintain this field to reflect the current meet. 
For USATF: 

a. Set whether or not sub-bantams will be allowed in this meet. No sets all sub-bantam age group athletes to Bantam. 

b. Enter the last day of the National JO T&F meet for this year. This is used to determine the upper age limit for the Young Men and Women division. 

c. Enter your USATF club number, USATF association name, USATF association number and your USATF region number.

d. When completed click on Show as list. This takes you back to the membership list screen

2. RUNNING

· ADD MEMBERS. 

3. From the list members screen click on add new member button. This takes you to a page where you can enter all the personal information about this member. You can enter everyone associated with your club. You can also enter, for the athletes, their personal best times for various events along with comments. Click Show as list when completed. The system will attempt to validate the marks entered for correct format and reasonable values. 

· Note also the button in the upper right corner labeled Emergency Contact. Click on this button and you can enter information on whom to contact in case of an emergency. When completed click on Show as list.
4. VIEWING OPTIONS.  Once all your members are entered there are choices as to which records to view and three sort options. 

5. In the Yellow area at the top of the screen labeled Show Records there are three buttons. The first labeled show by selection will use the criteria selected next to the button to limit the records displayed. The next one labeled Show all Records will display all the records in the file. The third button will take you to a new screen where you can enter our own custom search parameters.

· In the other yellow area labeled Sort By. The three buttons will sort the current set of records by the criteria indicated by the button labels. 

· SUB-BANTAM. You can turn on or off the sub-bantam option from this screen by clicking on the sub-bantam field. 

· REPORTS There are 4 reports that can be printed. Click on the Reports button. This takes you to a screen where you can select the desired report. The reports will contain only the current records displayed when clicking the Records button.

· Address Labels button will print address labels for the records that were displayed on the list members screen. The address labels report requires Avery 5160 labels.

· Membership Status USATF will print a list of your members and their USATF membership number and expiration date.

6. Club List button will print a list of your club members. Including their club number, gender, age division, member type and home phone number.

7. Emergency Contact button will print a listing of the club members including the person to contact in case of and emergency along with their phone number.

· ENTER A MEET.  When ready to enter a meet insure that the meet name is correct in the Set Up. 
· Click on the green button labeled Enter Meet on the line for the athlete you are entering. This takes you to a screen that is unique for a given age group. 

· Click on the rectangular box just under the label Event. This will bring up a popup list containing all the events that this age group may enter. Select from this list the event you desire. Other events can be entered by clicking on the rectangular boxes following the first entry. NOTE: the first word in each event on the popup list is a code for the event that Finish Lynx requires, DO NOT alter this field.

· If known Enter the athletes personal best time or distance in the Mark field. If you have previously entered the athletes personal best times then click on the small green button following the event name. This will get the best mark and move it to the Mark field. Note that you can update the personal best records from this screen.

· For field events you must supply the event measure IE: Metric or English (feet and inches). Click on Event measure box and select from the popup list either English or Metric. The format for Metric is meters with up to two decimal places. For English you can enter feet only or feet and inches. Feet and inches can be separated by a dash as 12-9 or by a single quote mark following the feet and a double quote mark following the inches as 12’ 9”.

· Relays if you have more than one relay team for this division and gender then you must enter a letter (A, B, C Etc.) to identify which athletes go with which team. You can enter as many as 8 athletes per team and then supply to the meet management via a relay declaration form which ones are to be primary and alternate for this team. 

· When completed click on Show as list. The system will attempt at this time to validate the marks entered. The marks will be checked for correct format and a reasonable value for the event entered.

· DISPLAY MEET ENTRIES. 

· Click on Show Meet Entries. This takes you to a screen that shows the meet entries for this meet. 

· You have options to view by gender and or division only. The same as the list members screen. 

· You can also sort the records different ways. Note a good way to review who you have in a specific event is to sort by Event / Division including a quick review of your relay members on each team.

· An event can also be deleted from this screen by clicking on the red button to the right of the entry to be deleted.  

· You can print the entries by clicking on the light blue print button. This can be used to review the meet entries at a later date or taken to the meet for your use.

· SAVE/RESTORE / RESET A MEET. There are three buttons on the Display meet entries screen to use to save, restore and reset the current meet file.

· SAVE MEET TO FILE.  Clicking on this button will save the current entries to a file. You will be asked for a file name to save it under. Choose any name that will reflect the meet that you are working on now. This is for your use only.

· RESTORE A MEET FROM FILE. Click on this button to restore a meet to the Enter Meet file. You will be asked for a file name to restore from. Use the file name you previously saved the file under. Using these two functions you can be working on several meets.  One way to use this is to complete one meet then save it. Then use this meet as a base for the next meet and only make necessary changes to reflect the differences. IE athlete A will only compete in the first meet. So when setting up the second meet just delete athlete A and save this as the new meet. Or you may only have to add one athlete ETC.

8. DELTE ALL MEET ENTRIES. Use this only if you are going to create a new meet that is significantly different than any you have built so far. This clears out all the meet entries in the Meet Entries file.

· CREATE HY-TEK FILE. Once satisfied that the meet entries are complete.

·  “Create Meet Manager File to send for meet registration”. Click on this button to start the process that will create a file that can be sent to the meet management. This file can be read into HY-TEK meet manager electronically with all your entries. You will be asked for a file name to save the meet. Insure that the file type selected is *.tab. The file name is of your choosing. Suggest that you start the file name with your team code and a meet name or a shortened version thereof. 

· FEES ESTIMATOR. Once the file has been created the program will then take you to a screen that you can use to calculate the entry fees due. This screen also shows how many athletes, number of events entered and number of relay teams. For fees based on per athlete or per event charge this will be accurate. If fees are based on other factors then this will not work. Enter into the proper field what the meet charges and the fees will be calculated. You can also view the file just created for Meet Manager. Click Show List when done.
