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Supplies:
· 2x Windows computers with Java 8 or higher and SynchroScore  installed
· 2x Printers with paper
· Address labels (1”x2 ⅝”), Avery 5160 or similar
· Round Labels 1 ⅔”, Avery 5293 or similar
· Pens, pencils, highlighter, stapler
· 9”x12” envelopes, one per team
· Extra computer and printer, just in case..

Pre-meet
1. Be sure to have SynchroScore program installed and configuration Excel file loaded.
2. Obtain each team’s list of figures swimmers and routines, and the figures to swim. It’s advisable to have all the swimmers names corrected by this point in the season and adjust for nicknames, etc.
1. Start the SynchroScore program and select New meet.
2. Give the meet a name like “Championships”, complete the other information. Be sure to select Meet Type of Championship, then 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, click the Print button and save to a PDF file. (You probably want to un-check the Lines box before saving as the program will insert lines to separate the groups, but the lines are probably not correct for champs. Recently, Novice 8-10 is split into 4 groups and 11+ are split into another 4. In this case you will need to draw the lines by hand. Use the comment feature in Adobe Acrobat.)
5. On the Routines tab, enter all of the routines from every team. Use the Print List button to show/print the list of all routines. Proof your work. Click the Randomize button, and this will assign an order number randomly to each routine.Click the Print Sheets button to generate all of the judge and ref sheets. Take care to get these all printed on the correct color paper.
6. Judge sheets should be cut in half and collated together with the corresponding ref sheet.
7. On the Reports tab, click the Export Meet Data button, and save the meet data. The Excel file from step 1 and this file just saved will be needed to configure the computers at champs.
Note: Currently the numbers assigned to the routines may not be the exact order that they will be performed at the meet. In this case, you should reorder the groups of routines how it’s desired and renumber them keeping the random order within groups.

Setup
1. If the first computer is already set up because you used it for the Pre-Meet steps above, it’s ready to go. Otherwise it will need to be set up just like the second computer.
2. On the second computer, 
a. Make sure that the latest version of SynchroScore is installed.
b. Start SynchroScore and click the Maintenance button.
c. Click Load Season File to load the Excel file from Pre-Meet.
d. Click Import Meet to load the meet data that you exported Pre-Meet.
e. Close Maintenance window and open the preconfigured meet.

Figures
1. See Dual Meet instructions for how to enter figures scores.
2. When novice figures are complete check that both computers have matching scores. 
3. Print novice reports and labels. Be sure to click the Round Labels checkbox to print the round labels for the medals.
4. When intermediate figures are complete check for match between computers, print reports and labels (check Round Labels).

Routines
1. See Dual Meet instructions for how to enter routine scores. You have already entered all the routine names and swimmers pre-meet, so just click on the correct routine and enter the scores.
2. On the Reports tab there are special buttons to print portions of the intermediate routines. Use these when those groups are completed so that ribbons can be completed asap leaving only a few at the end to process. Note: Currently the program doesn’t have these groups broken up in the best order for how the routines are run.
3. Check that the computers have matching scores prior to printing anything. 

Checking that two computers have matching scores
1. On one computer, go to the Reports tab, click the Export Meet Data, and save the file to a flash drive. Give the file a name that indicates the progress of the meet. This file is also your backup of all the meet data.
2. Move flash drive to second computer.
3. On second computer, go to the Reports tab, click the Compare Meet button, and select the file.
4. A list of differences will be displayed, and you should find those score sheets, check scores on both computers, and make any corrections.

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 copies of Nov Figures and Int Figures reports, one for each team.
3. Print copies of the All Routines report, one for each team.
4. Print one copy of Nov Meet Sheets and Int Meet Sheets and separate each team’s pages.
5. Print copies of Team results, one for each team, and one for announcer.

