
Hy-Tek Team Manager Lite Cheat Sheet 
 

Important: You need to run this software with a Windows 7 or greater 
based laptop or PC.  

 
Once you begin to use the software, you find that it is fairly easy to use.  You should still use the 
Entry forms (LSAA EVENT CODES SHEET supplied in email) for your own personal use when 

creating your teams and simply use those forms to transfer your athlete’s event into Team 
Manager.  The event numbers are the same between Team Manager and the Registration Sheets. 

 
DO NOT WAIT A THE LAST MINUTE TO DO THIS!!!!!!! 
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Step 1 
 
We need all schools to use this software to register their teams/athletes for LSAA Track & 
Field.  These instructions are for the Free Lite version software of Team Manager.  The full 
version will cost $120.00 and can be downloaded from the same website. 
 

1. Please download Team Manager Lite 4.1 from the Internet to your laptop.  The 
download link is on the LSAA website or use The Download Center from Hy-
Tek found at http://www.hy-tekltd.com/downloads.html	 
 

2. Make sure you download the track & field software not swimming!  The exact 
site of where to find this software is and click on the word Lite   

 

 
 
 
 

 
 
 

3. Install the software onto your laptop, save everything to your c:/ drive.  By doing this, the 
software should create a shortcut on your desktop. 

 
 

http://www.hy-tekltd.com/downloads.html


Step 2 
 
You will need document « Team Names and Codes – TM »  for the next step . 

It is included in your emailed document package.  
 
 

1. If this is the first time using the software, you need to create a database name for the 
software – your school name would be best – this allows you to create a TM Database.  
You are allowed to enter two teams with the Lite version of this software – Ex: one for 
Senior High and one for Junior High.  You will receive a sheet with a list of the proper 
codes and names for each school 
 

2.  It is very important that you use the correct and exact same information!  Reread the 
last sentence, it is very important! Also remember, that the Lite version only allows 
you to have 100 athletes in the database.  So you may have to delete students who have 
moved on and then add others in (for next year).  

 

 
 
 
 



3. Once you created your name then you will you may be asked to save it, and then another 
screen will open up…. 
 

 
 
Select “Use Province” under the State and Province Labels. 
Select Country – Canada 
Select State: AB 
City: Ex: Bonnyville 
Age grouping: Age Groupes 
 
 
 
 
 
 



Step 3 
 
Next you will have to create your team, so go to the main menu of the software and click 
on the Teams. Then Select ADD and you will input your School. Don’t make any 
mistakes on the names and codes. Use your « Team Names and Codes – TM »  
supplied  

 
 
You only need to fill in Team Abbr:, Full Team Name:, and for Short Team Name. You 
can add Teachers/Coach’s name and Alternate Abbr if you want.   
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 4 
 

Once you have this database name and team 
created, then you can import the MEET 

MANAGER file from Paul, Darcy or Jason 
for the meet.  When you have TM open, go to 
File/Import/Meet Events and select the correct 

file from Meet Managers. 
 

It is a zip file and will have the track date on 
it.  
 

Please use the file for the 2018 Wards competition 
found on the LSAA Website in the Track and Field 

2018 section.  This file will be posted on the website.  
 

 
 



Step 5 
 
You can now create your athlete database at anytime. On the main page of Team 
Manager menu, select Athletes, and then select Add. 
 
Input the correct last name, first name, gender, birthday and team, then click ok.  You do 
not have to enter anything else – it is very important that this is done 
properly!   
 
Make sure the Birthday and Gender are filled out correctly – this will be the primary 
source of problems if it is not done correctly. 
 
 
 

 
 
 
 



Step 6 
Team Manager -  Individual Event Entries 

 

1. Please use the supplied LSAA Event codes sheet (Supplied in your email) for adding 
individual events and relay teams – it is very important to follow this procedure correctly. 
 

2.   When selecting athletes for events, you will be given the athletes that qualify for that 
category by age and gender. On your main TM Menu, select Meets, select the meet in the 
list (highlight in blue), select Entries and select By Name to place athletes into events. 

 
You can also use the “Filter By” if you want fewer students in the list (Ex: Female) and 
only the girls will be visible in your list.  Also, make sure your Event Number matches 
the category that student is in. (Ex: Sr. Girls 400m is event #59) 
 
For each entry (athlete), select the athlete and then select the events that athlete will 
compete in. Ex: Put a checkmark in 100m, 200m, 400m, High jump.  Once events are 
added to a student, the students name becomes green and events highlight in yellow.  
 
Please note that Relays are done separately. Step 6 is only for individual 

event entries. 

 

 
 



Step 7 
Team Manager - Relay Entries 

 
 
a) Relays can only be added By Event, so in Team Manger, select Meets, then select Entries 
and then select By Event.   
 
b) Next to the arrows on top of the screen, you have to select your school (For Team: EDBL) 
 
c) In the top section, Scroll down until you find the correct relay category. They should be at 
the bottom of the list. All the available athletes depending on their age will appear once you 
select the relay.  
 
d) Because schools can have 2 relay teams per category, you have to create a new relay. So select 
New Relay (this will add a relay on the right side indicated by a letter A. Now, select athletes on 
the left (checkmark) in the order you want them to run and they will be added in the middle list. 
If you make a mistake, just click on Clear Runners and it will remove them and you just have to 
click them back in.  
 
e) If you have a second relay team (B), repeat the process by selecting New Relay and a second 
team will appear (B). You will notice that you can’t add the students already in Team A.  
 

  
 



Step 8 
 

Exporting your school entries to the Meet Managers. 
 

East: Jason Kozlow  jkozlow@lcsd150.ab.ca	
Central:  Paul Bourgoin pbourgoin@centreest.ca	

West: Darcy Plamondon  dplamondon@centreest.ca	
	
 

To do this, you have to create a zip file that you will email to your Ward Meet Manager. To do 
this: 
 

A) In Team Manager main menu, select Export, and then select Meet Entries. 
B) This will open a save menu. It automatically saves in the TFTM3Data folder on your 

Cdrive. It should already indicate the date of the Meet. Make sure “Export Relays” is 
checkmark. Select OK. 

C) Go to your TFTM3Data folder and you should now see a .zip file with your school code: 
Example: EDBL-Entries001 

D) Email that zip file to your meet manager and you are done. The Meet Manager will 
extract that file in the Meet manager software and it will load all your students in the 
Wards events. Once Wards are completed, the Meet Managers will export the Ward 
results to the district Manager. This is why all the school codes have to be without any 
mistakes. If a school does not pay attention to those details, the Meet Manager software 
will not recognize your school and your athletes will not be added.  

 
 

DOUBLE AND TRIPLE CHECK YOUR DATA 
BEFORE YOU SEND YOUR .ZIP FILE!!!! 

 
 That’s it!!!!  You are done!!!!  Breathe and Relax!!! 

 
Results (athletes that advance to Districts) from the Wards 

competition will be FWD by Ward Meet Managers to 
District Meet Manager. You do not need to worry about this.  
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