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Just a few short weeks and 

the first Challenge Meet of 

the season will be here.   

This is often the first meet 

for meet directors and they 

look forward to the meet 

with varying amounts of 

dread or confidence—

usually depending on their 

experience and the experi-

ence of people on whom 

they can tap for advice or 

information. 

Each October Challenge 

meet host has received a 

Meet Manager backup file.  

This is a boilerplate MM file  

with the correct meet 

dates, type of meet, 

events, time standards, 

entry parameters and any-

thing else that is common 

to all the 2008 October 

Challenge meets.   

Before entries are due, go 

through every Meet Set-Up 

page and type in the Meet 

Name, Location, Sanction 

number. 

One of the reasons those 

items are input is a USS 

requirement that every 

report associated with a 

sanctioned meet must show 

the meet name, date, loca-

tion, course (i.e. 25 yd or 

SCY) and sanction number.   

Another thing to remember 

to do is to save the MM file 

to your computer’s hard 

disk.  If you loaded into 

your system from a flash 

drive or similar, the meet 

must be Saved As the 

meet—but on your C: 

Drive—usually in a file 

called Swmeets.   

Finally, download the latest 

various of the ‘Meet Direc-

tor’s Cheat Sheet”  from 

the PNS website.  More on 

that document on page 3.  

Better get going!  Time’s a 

wastin’! 

First Meet Coming Up 

Did You Know? 
 

Meet Manager backup 

files from any meet in 

the last season or this 

season can be 

downloaded from the 

Meet Results page and 

used to practice Meet 

Manager tasks. 

Inaugural Issue of Program Operations 

Newsletterð Linda Chapman 
Linda Chapman, current 

PNS Program Operations 

Vice Chair here.   

Welcome to the Program 

Operations Newsletter.  It 

is my hope that by commu-

nicating news, issues and 

tips on a regular basis to 

coaches and meet direc-

tors, everyone will learn 

what they need to know 

about running swim meets, 

Meet Manager and SWIMS.   

Additionally, back issues 

will be a ready resource for 

anyone with a question 

about the PNS Program Op-

erations. 

Comments or questions?  

Email me at chapman_family 

AT comcast DOT net  
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OK, you’ve received all the meet en-

tries, last minute changes, proofed 

the psych sheet for 

bad entry times, 

seeded the meet and 

now it is time to print 

heat sheets.  Or is it? 

DOUBLE CHECK SESSION 

START TIMES—One of 

the most common flubs 

for newbies is forget-

ting to adjust after-

noon session start 

times based on the 

ending time of the morning sessions.  

Make sure to add the time needed for 

warm-up and update the time in the 

Session Set-Up:  Events: Sessions—Edit 

DECK SEEDED EVENTS—Deck seeded 

events are usually printed in Psych 

Sheet format in the 

Meet Program and 

printed as seeded 

heats at the meet af-

ter deck entries, 

scratches and seeding 

have been completed.  

MM has a neat mecha-

nism to make this 

process easy.  At the 

Session screen 

(Events—Sessions) - on 

the right side of the 

screen is a listing of the events in that 

meet session.  The second column is 

headed Rptñand usually contains an 

ôHõ - designating ôHeatsõ.  However, 

any event to be deck seeded at the 

meet, and thus printed as a psych 

sheet in the Meet Program should con-

tain a ôPõ, for ‘Psychõ, instead.  

Check to see that your October Chal-

lenge or November AGI meet file has 

that designation for the 13&O 500 

Free and 400 IM events.  I forgot to do 

it, so you will need to do it instead.  

At the Meet:  Once the deck seeded 

event is seeded at the meet, it is time 

to print the heat sheets for that 

event.  At the Meet Program screen in 

MM, select the events to be printed, 

then at the lower screen tabbed  

ôColumns/Formatõ check the box  

labeled ‘Ignore Psych’.  This tells MM 

to ignore the ‘P’ in the session set up 

and prints the deck seeded events in 

heats instead of Psych Sheet format. 

itability. 

The due date of 45 days after the 

meet should provide ample time to 

gather all the revenues and expenses 

associated with a meet. 

Once the PNS Meet Income Statement 

is completed, follow the instructions 

on the form to email it (as an attach-

ment) to Office@pns.org. 

If you have any questions, please con-

tact me:  Linda Chapman   

Starting this season, PNS is going to com-

ply with USA Swimming policy 202.2.10 

regarding the submittal of meet finan-

cials—income and disbursements—to PNS 

within 45 days of the meet.   

The PNS Meet Income Statement form is 

available on the PNS website:  Meets:  

Meet Operations—at the bottom of the 

screen.   

The financial information collected will 

be useful for monitoring meet costs such 

as pool rent as well as overall meet prof-

(chapman_family AT Comcast DOT 

net) 
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Caption describing picture or 

graphic. 
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The Meet Program, including Cover, 

Info page, Time Lines and Heat Sheets 

must be printed in sections.   

Sessions:  Session Time Lines can be 

printed in one job—make sure to spec-

ify one session per page. 

Heat Sheets—These must be printed 

by session so that there is a break be-

tween each session where you can 

insert the Session Time Line report.  

The usual format is three columns 

with Time Standards.  Make sure to 

show empty lanes so it is obvious 

where there is room 

for deck entries. 

Cover—The cover 

can be fancy or 

plain—your choice.  

If your meet has a T

-Shirt vendor, ask 

for a hi-res file of 

the T-Shirt design and use for your 

cover art.  Paper options are colored 

cover and white guts; white cover and 

guts;  colored paper for cover and 

guts.  Your choice.   

Info Page—It is often very 

helpful to devote a page to 

information pertinent to the 

meet:  staging information for 

8&Unders; location of rest-

rooms and results; teams at-

tending and team sizes (MM 

report); check-in deadlines for 

deck seeded events,  pool 

rules such as only volunteers only on 

deck or parents not past a certain 

point;  PNS or Age Group Sectional 

time standards for easy reference; 

etc.  

meet is running.    This setting is 

essential to easily see when the 

touchpad time is probably er-

rant.  Just one click at the top 

and the MM operator can see pad 

times, backup times and color 

shaded lanes alerting them to a 

potential problem. 

3.  Deck Seed process at a 

meet.   Step by step instructions 

The Meet Director’s Cheat Sheet is a 

LARGE PRINT 6-page document 

LOADED with the critical information 

Meet Directors and Meet Manager op-

erators need during and after a meet.   

Going into the October Challenge, 

check out the following sections: 

2.  View backup times on screen while 

to guide the MM operator 

through scratches, seeding 

and printing. 

6.  Seeding Relays at Chal-

lenge Meets.   Step by step 

process, described in article 

above, on seeding relays at 

Challenge Meets. 

 

 

Printing the Meet Program 

Meet Directors Cheat Sheet...Use It! 

tered and  still score, as was true in 

the past. 

The difference is that the deck en-

tered relays will be seeded into empty 

lanes of the heats created for the re-

lays already entered. 

That means that when the Clerk of 

Course fills out a Deck Entry card for a 

relay, the heat and lane can be filled 

in immediately, instead of waiting for 

the entire event to be seeded during 

the first event of the session. 

It also means that relay cards given to 

teams that pre-entered relays can be 

coded with the Heat and Lane before 

the meet.  This saves time for coaches 

and helps insure that the swimmers 

get to the correct lane.  See item #6 

in the Meet Director’s Cheat Sheet for 

more information.   

This season at Challenge Meets seed-

ing Relays will be done differently 

from last season. 

In order to make the process of enter-

ing and seeding relays as simple as 

possible, any relay entries received 

with a team’s regular entries will be 

seeded into a heat and lane.   

At the meet, relays may be deck en-

Challenge Meet Relays 

NEVER  re-seed 

events after 

heat sheets 

have been 

printed.   
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event, but is usually just 

done for the longer events 

with the goal of having all 

lanes full in all heats to save 

time and provide depth of 

competition at the meet.  

Sometimes other events will 

be positive check-in if meet 

management anticipates 

many scratches in long 

events OR wants to save as 

much time as possible by having each 

heat full. 

The easiest way to scratch several 

swimmers from the same event is to 

go to the Seeding screen in Meet Man-

ager, check the box in the Seed col-

umn next to the event.  Click 

‘Preview’ at the top menu.  Double 

click names of swimmers to be 

scratched.  When finished, COUNT the 

number of entrants left and double 

At most meets, including Challenge 

and AGI meets, the 500 Free and 400 

IM for ages 13&Over are positive check

-in and deck seeded. 

Positive check-in means that each 

entered swimmer must visit the Clerk 

of Course and make a notation on the 

check-in sheet that they will swim the 

event.  Swimmers who do not check-in 

will be scratched from the event with-

out penalty.  It is nice if swimmers 

who plan to scratch let the Clerk 

know, but it isn’t required. 

Generally speaking, positive check-in 

events are ‘closed for check-in’ about 

an hour before the event is to start.  

This gives the Clerk of Course and MM 

operator time to scratch swimmers, 

seed the event, print heat sheets, 

post and distribute.   

Positive check-in can be done for any 

check the total to make sure the right 

number have been scratched.  It is 

also useful to double-check the name 

of each entrant to make sure the cor-

rect swimmers were scratched.   

Close the Preview screen, check the 

event, Seed, and then print heat 

sheets.   

See the Meet Director’s Cheat Sheet 

for more Information. 

500 Free and 400 IM 

 

Quickly scan for incorrect times:  
After entries have been input for a meet, it is a good idea to run a pysch sheet with times listed Fast to Slow in one column.  Generat-ing to the screen is fine because it is just one column of data.  
Look at the fastest time listed for each event.  Times which are way too fast to be accurate will be listed first for each event.   
This can also be used for results; look at the first place time and make sure it makes sense for the event, age and ability of the swimmers at the meet.   An incorrect time from an errant pad touch or input error will often be obvious.   
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