
Guide to Easy Team 
 

1) Upload the software on to the computer and download the upgrades (if any). 
a) Go in the “Edit Team” button on the tool bar. 

 
 

b) Make the necessary changes   
i) Times since  
ii)  Athletes ages since need to be changed to this year 
 ( e.g. 2006 changed to 2007) 

 
 

 
 



 
c) Go to “enter/edit athletes”. 

 
 

d) Select the desired swimmer and open their profile. 
 

 
e) . 

 



i) To register as active click on the inactive button to where the check does not 
appear. 

 
ii)  To change the D.O.B. enter date as MM/DD/YY 

 
f) To add a new swimmer click on add new  

 
i) Follow directions in step “c” 
 
ii)  add all of the information available (the more information entered the better) 

 
g) To add a family member of an existing swimmer 
 

i) In the original child’s profile hit the duplicate button to copy the family 
contact information. 

 
ii)  Edit information of the new family member 

(1) birth date  
(2) name 

 
      f) Exit  
 
 
2) Go to edit cut off times 

 
 
 
 
 
 
 
 
 



3) Enter new champ and reserve meet cut off times according to the age group and 
gender. 

 
 
a) Exit will ask you to put the symbol you want to represent champ and reserve – the 

standard is the # is for champ and the $ is for reserve 

 
 



4) Go to edit records 
 

 
a) Enter the new (if any) records that have been broken within the past year. 

 
 
b)  You can also create your own team or pool records. 
c) Exit 
 



5) Go to Meet/entries/ add/edit a meet 

 
a) Go to add/edit  a meet  

 
 
b) Go to add new 

 



c) Add your meet with the correct date and setting it up as a yard meet- since that is 
what the champ entries are recorded. Remember set it up as a yard meet even if it 
is in a meter pool. 

 

 
d) click add 

i) you can set up all your meets for the season if you want 
e) click exit 

6) click on create event list 

 
 

a) click ok 
 
 



b)  if you have other meets you may load events from another meet 
c) else you will need to either  type the events in 
d) or you may import the events from easy meet. 

 
e) click exit 

 
7) Go to Coaches Entry Form: 



 
a) click ok  
b)  this is the form you will print out for your coach(s) to put the swimmers in the 

meet. 

 



c) You can create sequence for the print out- this could be done for the 7-8 age 
group or for any age group where you have swimmers swimming up in an event. 
i) Go to enter/edit sequence 
ii)  click ok 

 
iii)  Give it a name  
iv) You may then type the events and the order you want them shown on the grid 

sheet. 
v) Make any changes you wish and then add the sequence. 
vi) click exit 
 
d) Select the forms and sequence (if you want a sequence)  that you want to print-  

 
 

 



d) Make sure you select any and all the options you want – 
i) Show cut/records 
ii)  show times 
iii)  click on print/preview 

 
e) your gird sheet is now ready to print 
f) select your printer and print 
g) this needs to be done for all age groups 

i) it can be done at once  
ii)  or can be done individually 
 

h) This form is turned over to you coach where they will put the swimmers entries 
on it. 

 
 
 
 
 
 
 
 
 
 
 



8) go to Print reports 

 
 
a) go to top times 

 
 
 



b) Select the options you want 

 
c) click on print/Preview 

 
d) this is your top times repot that you will also give to the coach. 
e) the coach will use this to create the entries for the meet 
 
 



9) entering the athletes in the meet 
a) Go to Meet Entries 

 
b) enter athletes 

 
c) select the age group and gender of the entries you are working on 

 
 
 
 
 
 
 



d) enter the athletes in the meet 

 
e)  you may put in times when you clck in the entered box it will say yes 

 
 
 



f) you will then click on print entries grid and the following screen will appear 

 
i) select the entries grid you want and print 

 
ii)  you will then verify that the entries grid matches the coaches grid 
iii)  you will also verify that the coach didn’t put any swimmers in illegal events or 

too many events. 
iv) make any necessary changes and reprint and re-verify until correct 
v)  you are then ready to export your entries. 



vi)  You will then go back to print the entries grid only we willnot print this time 
but save them to a file. go to the following screen 

 
vii)  click on the mail icon  

 
viii)  Click ok 
ix)  Click Ok 



x) select the directory and file name 
 

 
xi) click save 
xii)  this file will be emailed along with your entries to the other team 
xiii)  click close 
xiv) click exit 
  

10) Once all the athletes have been entered and verified you will export entries 
a) Click on the export entries button 

 



b) type in the required info 

 
c) click export entry 

 
 

 
d) save it to the desired location and file name. 
e) record the number of athletes entries and relays. 
 

11) You are now ready to work with easy meet. 
  


