Importing into Meet Manager Instructions

1) Open excel spread sheet and change the “Data Type” field to I and fill all the way down to the last athlete.

2) Look-up in the Meet Manager database the abbreviation for that team and enter it under the team code field and fill all the way down to the last athlete.

3) Look-up in the Meet Manager database the School Name for that team and enter it under the team name field and fill all the way down to the last athlete.

4) Review all remaining fields to verify there is no missing data. Correct as necessary.

5) Save the Excel spread sheet.

6) Remove the top 2 header rows of the spread sheet and save the spreadsheet as a CSV (Comma delimited) file.

7) Now, open-up the file you just saved using a word processor like WORD.

8) Under Edit, select all the text

9) Again under Edit, select replace. In this window type a comma “,” in the “Find What” box and a semi-colon “;” in the Replace with box.

10) Close the box and save this document as a text file.

11) Open-up your Meet Manager database.

12) In the Meet Manager program, do a back-up before each time you import. Importing may create problems so it is always best to back-up first.

13) Under File, select Import, then Semi-Colon Delimited Rosters/Entries, then select the file you just saved and open.

14) Immediately, the list will be imported. Check to see the quantity imported matches the quantity on the list sent by the school. If everything is correct, you should be able to see the athletes in the Meet Manager program. 
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