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Meet Entries – Ready to Merge 

After all meet entries are completed, it’s time to close entries and signal that you’re 
ready to merge. 
 
Go to Entries > Export and set “Lock out all entry changes” to On.  This will prevent 
anyone from making any changes to the meet entries. 
 
After locking entries, check the box next to "Ready for Merge."   
 

 
 
All teams in the meet must check the “Ready for Merge” box before the “Merge Meet 
Entries” button is enabled (for the Home team only). 
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With all teams “Ready to Merge”, the “Merge Meet Entries” button is enabled. Clicking 
the button opens a dialog with options for the Merge (some of these will be disabled, 
based on league settings). 
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Once the home team merges the entries for the meet, all "Ready to Merge" checkboxes 
are automatically unchecked – this is to prevent the home team from re-merging without 
the visiting team’s consent.  
 
Once the meet is merged, the “Run Meet” button is enabled. This will launch the “Run 
Meet” interface in a new window. [Note: by end-of-week a desktop version of the “Run 
Meet” application will be available for download, providing easier integration with the 
Dolphin Timing System.] 
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Pre-Meet Reports on Athletes and Entries 

Reports on athletes and entries are found in your SwimTopia team site. 
 
Swim Meet Roster/Swimmer Check In Sheets 
To print a list of all athletes entered in the meet go to Manage Team > Reports > Meet 
Participants then select the meet and choose “Include: Athletes with Any Entries.” 
When you hit Generate Report you’ll be able to Download to CSV and edit to meet your 
desired print specifications. 
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Meet Entry Reports 
To generate a Meet Entry Report by swimmer in alphabetical order go to Manage team 
> Reports > Meet Entries By Athlete then select the meet and choose your desired 
report options, check “Only include attending athletes.” When you hit Generate Report 
you can then Print or Download to CSV and edit to meet your desired print 
specifications. 
 

 
 
Note: Other Report Options– Meet Entry Matrix 
It may be helpful to run the Meet Entry Matrix report that shows a summary of all entries 
and times per age group. Go to Manage team > Reports > Meet Entry Matrix then 
select the meet and choose your desired report options, check “Only include attending 
athletes.” When you hit Generate Report and select to “Print” the report will format for 
the page and print in black and white. 
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Running the Meet 
The “Run Meet” application is self-contained and designed for fast, efficient operation 
on the day of the meet whether your team is hand-entering times, or loading times 
automatically from a Dolphin timing system. 

Setting Up the Meet – the Gear Icon 

 
Pre-Meet Reports 
Reports needed to prepare for the meet are found under the gear icon. 
 

 
 
Generate necessary reports by clicking on the report headings. 
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Timing Setup 
The meet can be configured to run with the Dolphin Timing System or 1 to 3 watches.  

● When in 1-watch mode, only an “Official time” will be entered.  
● When 2-3 watches are active, the “Official time” is calculated automatically, 

following league-specified rules. 
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Dolphin Wireless Timing System 
Dolphin Wireless Timing System is supported via a downloadable Microsoft Windows 
application. [Link to download this application will be provided on the Merge/Export 
page when it is available.] This application enables tighter integration with the Dolphin 

System so that times can be 
detected and loaded 
automatically 
 
When selecting the ‘Colorado 
Timing Systems Dolphin’ 
option in Timing Setup (from 
the Windows Desktop 
application), you are shown 
options to set the data 
directory where Dolphin will 
write its timing files, and the 
ability to choose the set of 
files for this meet.  
 
Note: You may need to run a 
test timing with the Dolphin 
system to create a new data 
set.  

 

Running the Meet with Dolphin Wireless Timing System 

 
When the CTS Dolphin System is selected, an additional “timing system bar” is 
displayed in the data entry interface. This bar indicates the current Race number 
(mapping the current heat to the corresponding Dolphin data file). 
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When new data files are detected for the corresponding race number, the button label 
will change from “Not Ready” to “Load Times”. Click the button to load the times for that 
race. 
 

 
 
After clicking “Load Times”, if any times are missing, or if times are loaded for empty 
lanes, a warning message will be shown in the timing system bar. 
 

 

 

Click the Race number in the timing system 
bar to update the race number for the current 
heat. This helps the meet software stay in 
sync with the data files generated by the 
Dolphin Timing System.  
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During the Meet 

 
Continually Saving: 
All changes made in the “Run Meet” interface are automatically saved as you go. You’ll 
notice saving activity indicated in the heat/lane bar. When you see a green “Saved” 
checkmark you can be assured your data is saved and up-to-date. 
 

 
 
Left Sidebar: 
The left sidebar of the “Run Meet” interface provides an at-a-glance summary of the 
event status in the meet. Each colored cells represents a single event (for example 
“Boys 11-12 50yd Backstroke”).  

● Green cells indicate events that are “completed” (all data has been entered). 
● Yellow cells indicate events with partially complete data.  
● Blue cells indicate events have not yet started.  
● White cells are rare, but would indicate an “unseeded” event with no entries. 

 
Data Entry Shortcuts: 

● When inputting times you don't need to type punctuation: e.g. typing '12345' will 
turn into "1:23.45".   

● Hitting 'enter' on the number keypad will go to the next input field.  
● Inputting "DQ" or even just "Q" will trigger the DQ entry window. 
● Enter NS for “No Show” and DNF for “Did Not Finish” 
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Scoring: 
As times are entered for each entry, the heat place, place, and points are automatically 
updated. Once the event is complete (meaning times or DQs have been entered for all 
heats and entries in the event), overall scores (women, men, total) will be updated. 
 
Judge Override of Timed Places: 
You can override the places with a "Judge’s decision." When you hover over the Heat 
Place or Place for any swim a pencil icon will appear – simply click the heat place to edit 
it. 

 
 
Hover for Details: 
Hovering your mouse over an Event Status Bar cell will reveal more details about the 
corresponding event, including the status and the number of heats and entries. 
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“Add Entry” Individual Event 
Clicking the “Add Entry” button in any open lane within a heat opens a window to quickly 
add a swimmer to that heat and lane. In this window select the desired team, then the 
desired athlete, input an entry time and click Save. 
 

 
 
Editing Individual Entries 
To edit any or all of the entries for any athlete, including adding or removing swimmers 
to/from events, click the linked Athlete Name. In this window check the box to ENTER 
an event, input desired heat and lane and entry time, then click Save. Unchecking the 
box next to an event will remove the athlete from that event. 
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Deck Change: 
If an admin makes a meaningful change to an entry, such as adding a new entry, or 
making a lane change, or changing to exhibition, then the record/row will be marked 
with a 'red' dog ear on the right side. 
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“Add Entry” Relay Event 
When clicking the “Add Entry” in a relay event, you’ll be prompted to select a team in 
the first screen, then to select the swimmers for that team in a second screen. 

 
 
In the second step of Adding a Relay, select the Relay Team letter (e.g. A, B or C) and 
the Relay Athlete for each Leg. Input an Entry Time and click Save. 

 
 
 
Hovering your mouse over the name of the Relay Team will display the names and 
ages of all relay athletes in leg order. 
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Editing and Deleting Relay Entries 
Clicking the Relay Team name opens the Edit Relay interface. 
 
The Edit Relay interface makes it easy to switch out any of the relay team members, or 
to delete the Relay by clicking the “Delete” button. Clicking “Delete” reveals a 
confirmation box to make sure you really mean to delete the relay. 
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Adding/Removing Heats & Re-seeding 
Use the drop down menu at the end of the list of heats to Add Heats, Remove Empty 
Heats and Re-seed the event. 
 

 

Disqualifications 

Checking the “DQ” box next to the time entry interface opens a window to check the DQ 
Reason. You can also type either DQ or Q (not case sensitive) in the “official time” box, 
then hit enter (or click elsewhere on the screen) and the window to check the DQ 
Reason will open. 
 
Select the DQ Reason (or click the “No Reason” button if no reason is specified), then 
click “OK” to save the DQ.  
 
When entering a DQ for a multi-leg event such as a Relay or the Individual Medley, if a 
leg-specific infraction is selected, you will be prompted to enter a secondary DQ Reason 
for that leg. 
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Hovering your mouse over the DQ checkbox or DQ Code, will display a pop-up 
summary listing all selected DQ Reasons. 

 

 

Finishing & Exporting the Meet – the Gear Icon 

Once you’ve finished the meet, you’ll go to the Finish & Export tab, which can be found 
under the gear icon, then you’ll mark the meet as “finished.”  
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Once you’ve set meet entry & scoring to “finished,” you’ll be able to publish the results 
to each team: 
 
 

 
 
 
Results will automatically be uploaded to each team’s Results tab of the corresponding 
meet on their SwimTopia site. Updated results will also be available in performance 
reports and the per-family “My Account” swimmer time history pages. 
 
Post-Meet Reports 
As with the pre-meet reports, all post-meet reports are found under the gear icon. 
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Generate necessary reports by clicking on the report headings. 
 
 
 
 


