How To send a roster using Hytek  (Do this after every meet)
In team manager (TM) go to Reports

· Performance [in TM5.0 for Windows 7 it is Meet Reports]

· Number of meets attended

· Select meets since then put in date of 1st meet

· [If you have TM5.0/Windows7 – uncheck # of splashes – this is # of events] 

· Then click Create Report

This will create a report of all the athletes in the data base that have attended a meet since that date.  It will also give a total at the end of the report.

At this point click on the button at the top with the little envelop and red arrow. [On TM5.0 it is the icon in the far top left corner]

A box will open up that says Export at the top.  

· Pick the format of Excel/Acrobat PDF/Word (not HTML) from the drop down menu (it has to be in a format that can be read)

· Pick the Destination - Disk file

· Then click OK

· Then choose a place to save the file. (I save mine to the desktop so it is easy to find)

· Give the file a name (ie. 7 Hills roster/attendance)

· Then click save.

You can then attach this report to an email and send it to the NSL treasurer.  

Then you must send a check to the treasurer made out to the Nashville Swim League for $3 per swimmer.  The first week this will be the total number of swimmers.  After the first week, you send a check for the number of new swimmers in that meet.
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