VFCAL Synchro Dual Meet Computer Table

Supplies:
· Windows computer
· Printer with paper
· Address labels (1”x2 ⅝”), Avery 5160 or similar
· Pens, pencils, highlighter, stapler
· 9”x12” envelopes 
· Each team should come prepared to score the meet to back up the home team in case of problems.

Pre-meet
1. Be sure to have SynchroScore program installed and configuration Excel file loaded.
2. Obtain your team’s list of figures swimmers and the figures to swim.
3. If you have any new swimmers that weren’t on the original roster, you will need to add them to the Excel file and reload this file. Assign new swimmers the next league number in the block used by their team. Notify the league computer contact of new swimmers.

Set-up
1. Start the SynchroScore program and select New meet.
2. Give the meet a name like “Auburn @ Cordova”, complete the other information and press Save.
3. On the Swimmers tab, select the swimmers for each team once all swimmers present from each team have been selected, click Save, and then click Randomize 
4. On the Figures Order tab, print a copy for each team, each station, and for the computer table. Typically, 5 copies at a dual meet.

Routines
1. A runner will deliver 5 score sheets and a ref sheet for each routine. Copy each judge’s total artistic and tech scores to the ref sheet.
2. On the Routines tab, click the Add button to enter a new routine.
3. Click on the NEW ROUTINE in the list, complete all of the information, enter scores, and click Save. 
a. In the Level dropdown, use the most specific category as there are special categories for Team and Combo routines.
b. Select Earns Team Points, if the routine is eligible for points at the meet. Must be the correct type of routine and only two routines per team earn points.
c. Hint: the program will auto fill swimmer’s names if you enter the first two letters of the first name followed by the first two letters of the last name and then press comma. So, “johu,” will be replaced with Joanna Hughes. If two letters is ambiguous, you can try 3.
4. Copy the calculated score for the routine to the ref sheet.
5. When routines are complete, go to the reports tab and print Nov and Int Routines reports and labels as appropriate. Each team should receive a copy of the Routines report, and routine score sheets and ref sheet should be included with team’s reports.

Figures
1. If any swimmers have been added (arrived late), go back to the Swimmers tab, check the box for the added swimmers, then click Save. 
a. DO NOT CLICK RANDOMIZE. New swimmers will be added with a number ending in B.
b. Go to the Figures Order tab and print new reports (or write on each report).
2. If a swimmer has been scratched, go back to the swimmers tab and remove the check from the swimmer, then click Save.
a. DO NOT CLICK RANDOMIZE. The scratched swimmer’s number will be skipped.
b. Be absolutely sure that scratched swimmers really are scratched. Adding them back means they will be assigned a new number. It’s ok to remove them later, just before printing reports.
3. A runner will bring over score sheets from each figure station. Immediately check over the score sheet to make sure that the figure has been indicated on the sheet. Use highlighter to mark any penalties.
4. Go to the Figures tab. 
a. Enter the number of the first swimmer on the score sheet in the Meet # box and press Return. The meet # is always 2 numbers (possibly followed by a letter), so swimmer 1 is entered as 01.
b. Click on the figure scored
c. Enter the scores, two numbers each, no period
d. If there’s a penalty, click the box.
e. Click Save.
f. Hint: Except for penalties, this screen can be completely operated using a numeric keypad.
5. As you enter figures scores, you will see the progress bars fill. 
a. If you are done entering scores and they are not full and dark green, you will need to check the reports to see who was missed. Also, make sure you removed scratched swimmers.
b. Hint: Clicking the Team report button will display a message indicating swimmers that don’t have scores and other errors.
6. When novice figures are complete print reports and labels.
7. When intermediate figures are complete print reports and labels and print the Team results.

Printing Reports
1. Scan over reports for errors. Then consider printing the labels first so that ribbon crew can be working on those while you finish printing.
2. Print two copies of Nov Figures and Int Figures reports, one for each team.
3. Print one copy of Nov Meet Sheets and Int Meet Sheets and separate each team’s pages.
4. Print three copies of Team results, one for each team, and one for announcer.

Post-Meet
1. Retain figures score sheets until end of season in case of questions. They can be turned in to your league rep.
2. Restock supplies

