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How to Enter a Relay Team in Swim Central

This help guide is for Clubs and Districts wanting to enter relay teams into upcoming competitions.
Before you can enter a relay team you must Associate the event to your club/district event calendar.
Click Here if you need instructions to associate the event to your club or district.

Contents

Finding the Meet
Locating a Relay Event
Entering a Freestyle Relay Team
Entering a Medley Relay Team
Entering a Mixed Medley Relay Team
Confirming Teams
Finalise & Submit All Teams
Check Out
Payment
Viewing Your Entered Teams
Entered Teams Report
Entered Swimmers / Attendees Report

Finding the Meet

1. From your dashboard home screen, select Entity Management

from in the left-hand navigation panel.

2. Enter your entity PIN and select the correct club/district for which

relay teams are being created and entered.

© Entity Home
South Australia
Logo

Light Background

@ @

swimming

swimming
Events

swim
@ central

My Memberships

My Accreditations
My Documents
My Groups
Results

Events

Find a Venue

Entity Management

3. Select Events and find the meet you are looking to enter teams to compete.

Locating a Relay Event

4. Once you have found the meet you
are looking to enter relays for, select
Event Home

5. Under the Races Tab - Turn on the

toggle for Relays Only to view only

Entity Events

Select Event

Q Search Upcoming - Al

ABCDEFGHIJKLMNOPQRSTUVWXYZ@

Name = Date v Status Home

Test Surcharges .
i 7.10.2020- 12.10.2020 g

2020 State SC Championships

2020 State SC Chan|

CIED ¢
@ General
Derails

Event Type

State Other

Evet Minimum Tirming Requirement
Any

7102020 - 12102020 Payment
. . Event Home
the sessions with relay races
. . . 2020 State SC Championships =z Rac i Pos@ Req® Docél Anig T
available for entry. View the session i
] o ] @ @ Event Sessions = @ --:ori
event list by clicking on the session o Gonera . s . et
. 4 2 8 0ct, 6:00 PM 8 0ct, 6:00 PM =
m' Details 8 4 10 Oct, 6:00 PM 10 Oct, 6:00 PM =
Event Type 11 Oct, 230 PM 11 0ct, 230PM o
State Other
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https://sa.swimming.org.au/sites/default/files/assets/documents/Associating%20a%20meet%20to%20your%20club_1.pdf

Entering a Freestyle Relay Team

6.

10.

11.

12.

13.

Select the relay event you want to enter,
on Team +

The system will automatically show your
fastest qualifying swimmers from fastest

slowest on the right screen indicated by a

star next to their time. T

Session Races Preview
c I |Ck Select Race
Q Searc @ Relays only
# Sub. Name Ages Fees
4 21 883 Womens 400M Free Relay Fl <109 $21.00
22 884  Mens 400M Free Relay Fnl <109 $21.00
to -

€D o
Race Qualifications
Qualiication Slower Than Faster Than
No Records to Display
Nominees i Positions
Team Name A Team ld— Qff. Time = Status  Actions

To add a swimmer to your team, click
on the swimmer’s name once.

The padlock will appear ifthe |
swimmer is already listed for another
team in the same event.

To delete a swimmer from your team,
select the bin icon

The arrow keys allow the user to
move a swimmer up to or down to the

next leg.
/

Confirm the Export toggle is on. This is

required to export your team including the reserves to Meet Manager.

The minimum participants required for each Team Export. You will not be able to
select ‘Nominate’ if you do not meet the minimum required number of participants for that

event. Recalculate - clears the swimmers in the hominee screen

and populates the 4 fastest available and

Confirm your Team then select Nominate to save your team &
repeat steps 6 to 13 to add extra teams to the same event.

Entering a Medley Relay Team

14.

15.

16.

17.

18.

19.

Select the relay event you want to enter,
click on Team +

The system will show the 4 fastest
qualifying Swimmers on the right screen
in the order of backstroke, breaststroke,
butterfly and freestyle.

A list of backstroke swimmers will be the
default stroke shown in the left-hand
screen.

To amend your team, you can search for
swimmers via stroke type and or
swimmer’s name.

To add a swimmer to your team, select stroke type and then click on the swimmer’s name.

Team Nomination [race = X 4
Team Selection for s 400M Free Relay Fnl Womens 400M Free Relay Fnl Qualifications
Q searc Nominee MIF Time AV Export
Tyla ONeill : WHIDLI g .l’»\ "
ABCDEFGHIJKLMNOPQRSTUVW = Fresstjie v
o Mame MIF - MC Kytene il NS oo o A{
2 YHarliai Curthoys-Davies c Leg2 =2 7
> E iji:ayla Docherty % &
v a 7 ~
Jasmine Carroll > *11070 g &
| R Legt Frasstyle -
v c rthoys-Davies — &
v F
e ® @
v F i
- astest 4 0:04:24.53
g Team Stats (6) e 0:04:24.53
. 0% 4 Team Slowest 4 0044242
18-07-1
s that a minimum of 6 Participants be included i {
= = > >
&
verified swimmers oo s 8 bl
[ et 7 } D

Add Team Nomination
Team Selection for Womens 400M Medley Relay Fnl
Q sea / Backstroke / -
ABCDEFGHIJKLWNOP R TUW XYZ@
@ Name MIF  MC Time AV
Isabella Duval 11479
v F 2o o0
1:18.00
v g 100718 =S
v F 11915 oo
woe19
1:2465
: or1 22
1:25.09
F o 90
v F 2
v F
=
.
v F
e > 2

Womens 400M Medley Relay Fnl Qualifications

Nominee

Iszbellz Duvel

Leg

Aileen Gideon- Takasawa
Leg2

Kaitlyn Richards
Leg3

Sophie McCallum
Legs

Kiara Mclnnes
Legs

Jasmine Crawford

Team Fastest 4
Team Stats (6)

Team Slowest 4

\ @ Team nominations for Medley Events must include at least one participant

per stroke in each Team Export.

\ © TheE:

each Team Export

MIF Time AV Export
F AT oo e w
P lkleo w8 e
TR .
e @ o
%00 @
%0 @
50075
* 50075

st requires that a minimum of 6 Participants be included in

50472

S

Click on Nominate to save your team. Repeat steps 14-18 to add extra teams to the same event.
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Entering a Mixed Medley Relay Team

20.

21.

22.

23.

24,

Select the relay event you want to enter, click on Team +

The system will NOT
automatically load any
swimmers on the right screen.
However, Team Candidate
details for a Mixed Medley
team will be displayed

Search via a swimmer’s name,
gender or stroke type and select
a swimmer to add to the team.

Once you commence selection a
selection criteria will be
displayed at the bottom of the
right screen

© Add Team Nomination

Team Selection for w 200M Medley Relay Fnl

Q, Search Gende: ~ Backstroke

ABCDEFGHIJKLMNOPQRSTUVWXYZ®@

v Name MIF MG

Time AN

Bailey Newman

Darcy Sayer

~

a

Team Candidates

Select up 10 8 Participants to be considered for a Relay Team.

A minimum of 4 eligible Participants are required to submit a Relay Team
Nomination.

Add & Participant 1o the 1eam 1o include them in the final export
Members already nominated are displayed with a lock icon

You may create a Team Nomination of Reserve Participants. Reserves are
not exported in the Nomination File; allowing changes to team
composition closer 1o, or on the day of the Event

By default only competitive members with valid qualification times are
displayed. If the race does not have qualification ime requirements, you
can include non competitive members (members that do not have
results) in the search by using the participant filter.

O T=am nominations for Medley Events n

per stroke in each Team Export

& T=am nominations for Open Events must include an agual number of famale

and male Participants

@ The Evemnt Host requires that a minimum of & Participants be included in

each Team Export

nust include at least one participant

Once you have selected your team Click on Nominate to save your team & repeat steps 20 to 23

to add extra teams to the same event.

Confirming Teams

25. Once you have selected your teams you can double check and Review them from the nominee’s
view under each event by clicking on the Edit button. You can delete the team if necessary.

Session Races

Select Race

Q Search

# Sub. Name

20 440 Womens 400M Medley Relay Fnl

21 441 Mens 400M Medley Relay Fnl

tem age: 10~

@ Relays only

Qualifications

Qualification Slower Than
Fees
Records to Display
$21.00
$21.00

Nominees i

Q Searct

Team Name A Team Id =

South Australia A
SA

3:32.39

Positions g

QIf. Time = Statys

Qualification &

Faster Than

Finalise & Submit All Teams

26. To finalise your relay entries each team must be

Team Name A Team Id = QIf. Time = Status Actions
27. Select the black trolley next to add each Team to South Australia A . -
add it to the shopping cart. This will create a .
N SRR 35257 ® Q@
purchase order for each team nomination. TP
STARplex B .
o plex 43362 m Q
28. When all teams you wish to nominate have a red +
shopping trolley status please proceed to the check Nominees i& Positions @
out.
Q Search
Team Name A Team Id = QIf. Time = Status  Actions
South Australia A B Q =

added to the shopping trolley.

Nominees &

Q Search

Positions [&

SA
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M Nominees & Positions [&
29. You can proceed to the check © Entity Home
out in one of two ways via South Australia Qiscarch
the: Logo
nomination screent —— | ’ — Team Name A Team Id = QIf. Time =— Status  Actions
; [——Dlolodowploaded |
. ou s
or entity home page sa s =
© Details S T Dot
30. In the entity cart you can @ @ @
view your relay Entity Cart DA P ~
purchase orders. Cantfirm Your Cant
Remove any purchase Product Name exGST GST Qty incGST

$23.85 $239 @1 TN62624

o
S

order as needed.

$2385 $239 @1 2624

®
®®

ol

31. Select Ts & Cs then
Checkout. You must

Sq85 23901 2624 bocument Provision Groups Securiy

Grand Total

®
®
Q)

click check out to
enter your teams
regardless of method o 7 > ( : ) ..E
of payment. B3 1 soree vitnTs &cs @

Payment

32. Depending upon the meet host’s event set up they may enable offline payment for relay teams

in addition to credit card payment. R——

Ready to Purchase?

Product Name. exGST GST Qty incGST

33. If you are paying by offline means you must click check
out and wait for the credit card page to load before
logging off.

ol 441 - South Austal ss 5215 1 S35

Mens 2000 Fres Relay Fnl 13- South Austalia & s015 102 1 o7

Viomens 200M Medley Relay Fl -2 -South Australa & s101s 102 1 w7

34. To pay by credit card please enter the details and select T
Purchase. i o
Purchase Summary
35. Alarge green tick will show V
confirming that payment was Paymen Successtu
I

successful. Generate an =D

xGST GST Qty  incGST

invoice if you require one.

w2 1 sz

Viewing Your Entered Teams
36. To View your Teams and their status go to the Events Home Page

Event Teams
select Tms. Note: only teams with a green or blue trolley status

L . :
Rac Tms # Pos[a Req @ Doc ) A i Tix 4

Teamn Entry Time  Status  Actions
. Mourniain Paal A 15567 = =
= Green Trolley — Payment received and entry completed SR s e ey
Mountain Poal A 27646 m ]
5080 Womens 200M Free Relay Fri - -
e e E
'E . Mountain Poal A 0513
Red Trolley — Purchase Order not created, refunded or require | sssvermszouseres s mEom o E
Mountain Pool B . =
payment — not expo rted 99.02 Womns 200M Free Relay F Ham® =
lountain Pool 5,
E 2‘19-93':-nm;§ 200[::.1 Free Relay HEE L =
Mountain Poal A 42900 - ]
21 8-83 Womens 400M Free Relay Fri
. lountain Pool .
= | Red+Trolley - In Shopping Cart Purchase Order not created — | 2250 cuses s s

not exported

Blue Trolley — Entity submitted & Purchase Order created (pending) payment
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Entered Teams Report
37.

38.
the Team Name, Team Alpha

Character, Race Number, Race Name,
Team Entry Time, List of Athletes

39.

Names, Event Cost and the payment
Status.

A report will be emailed which details

To view a list of each team go to Event Home -> Tms Tab -> click Teams Report.

Alternatively select the ‘Details’ icon under Actions. This

will take you to the session Races preview screen. Select

the ‘Group’ icon under Actions

\

40. This will display a list of relay teams in the left screen.

41. Select a Team and a list of athletes will be displayed on

the right screen

Entered Swimmers / Attendees Report

42. To obtain a list of attendees for the relay events go to Event

43. A report will be emailed to you which details the attendees and
how many relay nominations. This is also visible on the screen
in the "event attendees list". Select the individual and a list of

their race nominations will display at the bottom of the screen e
/ f‘rfgan,gabne\ ®
Cregan, Neil

Home -> Att Tab -> Select Attendees Report.

44. To view relay only swimmers, look for the green tick

A B C D E F G H
|Team Name _|TEam Alpha Characte Race num Race name Team Entry Ti Athletes name (age Eventcost Status
Mountain Pool A T3-85 Open 200M Fre 01:55.7 Bailey Newman (15);Cameron McGuinni 21 Paid
Mountain Pool A 5 9-89 ‘Womens 200M 02:26.5 Annabelle Starr (12);Ella Newman (12);Z 21 Paid
Mountain Pool B 5 9-89 ‘Womens 200M 02:57.2 Yingzi Gao (11);Poppy Hooper (11);Erin < 21 Paid
Mountain Pool A 99-03 ‘Womens 200M 02:05.1 sophie McCallum (16);Kaitlyn Richards 21 Paid
Mountain Pool B 9993 ‘Womens 200M 02:15.8 Elisha Jones (13);Kara Scarborough (13); 21 Paid
Mountain Pool € CERS ‘Womens 200M 02:28.4 Ella Newman (12);Alisa Gideon-Takasaw 21 Paid
Mountain Pool A 204-40  Womens 400m 05:00.7 Isabella Duval (17);Aileen Gideon-Takas 21 Not Complete
Rac & Tms & Pos[d Req ® Doc £ At Tix
Event Teams Teams Report &
Q Search
Team Entry Time Status  Actions
Mountain Pool A -
1:55.67 i h
19-85 Open 200M Free Relay Fnl "
# Sub. Name Ages Fees
Nominees i Positions [&
2 986 MukiClass Opem266i Eree Relay Fnl <109 $21.00
3 987 Womens 200M Medley Relay Fnl - $21.00 Q se Team 4
4 988 Mens 200M Medley Relay Fni <109 $21.00
5 989 Womens 200M Free Relay Frl 812 52100 Team Name ~ Tear Td Qif. Time = Status  Actions
6 990 Mens 200M Free Relay Fnl 812 21.00
Y B Mountain Pool & - Py
7 981 Womens 200M Free Relay Fnl 1014 $21.00 B
© Groups Selector o
Groups 2020 South Australia SC State Other Open 200M...
as a [+
Uvwxy z0 M RSTUVWXYZO
wrze o Aetons
cze =
=
soze
=
cze =
ok S Stte ther Mens 400 e Reley . i=
socze
=
St Oter Mens 000 Free Ry Pl

=

@ &

Tix 4

Anendees Report &

Rack® Tmsi# Pos@ Req@ Docfl  Anig
Event Attendees —)
Q, Search
Participant A Visitor Relay Only Status = | Actions
Castle, Inara °

efawford, Zoe ® © a
e &

e e @ &

Crowe, Greg

e i (] (] a

Duval, Amelia

. (] (] a

Duval, Eliza

= @ @ &

Duval, Isabella

e ] (] a

Figlke, Henry

e (] (] a

smsperpage 0w > 3l

Race Nominations

Race Status Details
} 8-83 Womens 400M Free Relay Fnl m

Team QT: 429.00 B

9-93 Womens 200M Free Relay Fnl =

TeamQT: 20513 -
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