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Neptune Meet Computer Room Leader Guide 
Updated August 8, 2016 

 
This document explains how the computer room leader sets up the hardware for the meet; creates check in sheets, 

timelines, programs and team scores.  Also included are troubleshooting tips. 
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1. Right before the meet 
 

Allow several hours for this.  Two hours may not be enough time for a home or Best Buy run. 

 

1.1. Set up hardware 
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2 6’ tables 

2 chairs 

2 Laptops  

>= 1 GHz processor 

>= 2 GB RAM  

3 USB ports 

LAN port 

AC to DC power adapter 

wireless mouse with USB transceivers – insert transceivers in to mice and turn off at end of meet! 

USB flash memory stick 

2 USB laser jet printers, USB cables and power cables 

power strip with at least 5 outlets 

extension cord 

Reliable power source, with circuit breaker location known  

6’ LAN cable 

If using Colorado: 

100’ serial cable DB9 female to female 

USB to serial adapter 

If using Dolphin: 

 LAN router with at least 3 LAN ports 

LAN router AC to DC power adapter 

3’ LAN cable 

100’ LAN cable 
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Interconnect hardware as shown. 
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1.2. Set up software 
 

Software required on each laptop: 

 Windows 7, 8.1 or 10 

Meet Manager 5 or later 

  Award Label Option 

  Timing Console Interface Option for: 

CTS 4000 (SRJC has one as a backup) 

CTS 5000 (Zone 3 has several) 

CTS 6000 (SRJC only)  

Dolphin (Neptunes have one) 

USB printer driver   

USB to serial adapter driver, for CTS only  

 

Turn on both laptops, printers and router. 

 

Start Meet Manager on results laptop as Administrator in Multi-User mode. 

 

Open correct swim meet file on results laptop. 

 

Make sure network is working.  Should be able to browse each computer and the Dolphin and Meet Manager 

folders from the other in Windows Explorer Network Places.  If not, make sure Workgroup name is the same 

for all computers, such as WORKGROUPS.   

 

Start Meet Manager on seeding laptop as Run 1, Multi-User. 

 

Open correct swim meet file on seeding laptop. 

 

Verify connection to timing equipment: 

 

If using the Colorado: 

 

Verify battery works long, long before the meet by power cycling and making sure the events 

stay loaded.  If battery dead, get serviced by: 
AM Aquatic Consulting 
(415)320-6222 
Novato, CA 

 

Select CTS 

Run, Interfaces, Setup, Timing Console Interface – Pool 1 

Select Colorado Time Systems 4, 5 or 6, depending on what is being used 

 Open serial port connection – verify USB to serial adapter is installed  

Interfaces, Timer pool 1, Open/Close Serial Port for CTS 

  Enter serial port number.  To find this, go to: 

   Windows Explorer 

   Right Click on My Computer or this PC and select Manage 

   Select Device Manager 

   Expand COM ports (serial and LPT) 

   Read the port number 

Check port configuration is problems: 

Interfaces, Timer pool 1, Configure Port 
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   Select  

    Baud Rate 9600 

    Parity  Odd 

    Data Bits 8 

    Stop Bits 1 

   OK 

Test communication if problems: 

Interfaces, Timer Pool 1, Test Communication 

  Verify communication passes 

 Then download first session in to the CTS as described in the next section. 

  

If using the Dolphin: 

 

Open up Windows Explorer on both the seeding and results laptops and make sure you can 

access files on the Dolphin laptop C:\CTSDolphin folder, labeled CTSDolphin on Dolphin 

(Neptunedolphin).  Requires a LAN connection and read access granted to all for that folder on 

the Dolphin.  

 

When accessing Dolphin data for the first time, set up Meet Manager 5 to look for the remote 

results files on the Dolphin computer: 

In Meet Manager, select Run. 

Select Interfaces, Timer (CTSD), Select Data Stored from CTSD. 

Select Change Location. 

Browse to Dolphin computer C:\CTSDolphin\ folder. 

If the current meet number does not match the results file prefixes, use the Previous Meet and 

Next Meet buttons to make them match. 

Click Close.  Note: do not click Update Data Set. 

 

Configure meet for printers being used in Meet Manager: 

 Setup 

 Reports preferences 

 Printer options 

  Select printer for reports 

  Select printer for labels 

 

Test each printer.  Load drivers if needed.  Load paper and toner as needed. 
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2. Right before each session  
 

2.1. Download Session in to the Timing System (CTS only) 
 

If you are using a Colorado CTS system for capturing times, download the meet in to the CTS: 

Run, Interfaces, Timer Pool 1, Download events 

 Select a memory slot in the CTS that is free or can be overwritten and press OK  

 Wait a couple of minutes 

Go to the CTS and sample test the event numbers to make sure they match this meet 

  

2.2. Create session programs  
 

Called Psych Sheets in the Meet Manager software.  Print as many as asked for by head referee for coaches and 

officials. 

 

Select: 

o Reports 

o Psych Sheets 

o Gender = all 

o Rounds = all rounds 

o Indiv + Relays 

o Select session 

o Select All events 

o Columns / Format tab 

 Columns = double 

 Format = blank 

 Athlete ID = none 

 Time stamp = date and time 

o Include in Psych Sheet tab 

 Time Standards 

 Entry Times 

o Filter / Sort Order Options 

 Filter = none 

 Sort Order = fast to slow 

o Create Report 

o Print – select small print icon below big print icon; set for print on both sides 

o Enter number of copies 

o OK 

o X 

o X 
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Example preliminary session program: 
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Example final session program: 
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2.3. Create check-in sheets 
 

 Create Check-In Sheets and deliver them to Clerk of Course.  Select: 

o Reports 

o Meet Check-In 

o For each gender: 

 Gender = Female, then Male  

 Rounds = all rounds 

 Individual + Relays 

 Select session 

 Select All to select all events 

 Entry designator = Event number 

 Parameters  

 Show event description 

 Separate page per age group, for age group only, not Masters 

 Last name alphabetized A, Z 

 Include ages (MM5 only) 

 Double space 

 Create Report 

 Click Print icon 

 OK, to print 1 copy 

 X 

o X 
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Example check-in sheet: 
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2.4. Create scratch sheets 
 

Reports, Psych Sheets 

Gender = Female 

Rounds = All Rounds 

Indiv + Relays 

Select session 

Select All to select all events 

Columns / Format tab: 

 Columns = Double 

 Format = 1 event per page 

 Double Space 

 Athlete ID = None 

 Time Stamp = Date and Time 

Include in Psych Tab 

 Select nothing 

Filters / Sort Order / Optjons Tab 

 Filters = None 

 Sort Order = Alphabetical 

Create Report 

Click Print icon 

OK, to print 1 copy 

X 

X 

 

Repeat for male. 
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Example scratch sheet: 
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2.5. Create session timeline 
 

 

If there have been changes by head referee to the start time or intervals since the meet setup: 

Events 

Sessions 

Double Click on Session 

Set Start Time, example 03:00 

Interval (typically 30 sec prelims/timed finals, 45 sec finals to announce names) 

Extra backstroke interval (typically +15) 

OK 

X 

X 

Reports 

Sessions 

Select session 

 Include event start times 

 Include heat and entry count 

 Include *type entries 

 Apply Scratch factor % = what head referee asks for 

Create report 

Click Print icon 

Write “ESTIMATED” on printout 
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Example session timeline: 
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2.6. Create consolidated results of previous session 
 

Consolidated results for previous session to post; do one for male and one for female 

 

Reports 

Results 

Select Gender = female 

Rounds = All Rounds 

Indiv + Relays 

Select session 

Select All to select all events 

Columns / Format Tab 

 Report Type = Double 

 Format = none 

 Athlete ID = none 

 Time Stamp = Date/Time 

Include in Results Tab 

 Time Stds 

 Entry Times 

 No shows 

 Time Trial Events 

 Splits with Prior Results 

Include Team Scores = None 

Splits / Sort Order / Selected Teams Tab 

 Splits = Cumulative 

 Sort Order = Event # Order 

 Selected teams = All Teams 

Create Report 

Print – select small print icon below big print icon 

OK, to print 1 copy 

X 

X 

 

Repeat for male. 
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Example consolidated results: 
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2.7. Create team score update 
 

If applicable. 

Reports, Scores 

Gender = All 

Indiv + Relays 

Standard Events 

Select All to select all events 

Format Tab 

 Report Type = Team 

 Report Gender Choices = Combined 

 Athlete Criteria = No age criteria 

 Points = Std Pts 

Grouping / Options tab 

 Grouping = Normal 

Create Report 

Print – select small print icon below big print icon 

OK, to print 1 copy 

X 

X 

 

Example Team Score Update: 
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2.8. Create Warmup Report 
 

If requested by head referee, to verify enough officials are there per team. 

Reports, Warm Up Sheet 

Select Session 

By Team 
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3. After each session 
 

3.1. Back up database 
 

Close Meet Menager. 

Copy the MBD File to a separate backup folder on the results hard drive. 

Copy the same MBD file to a backup folder on a USB flash drive. 

 

 

4. At the end of the meet 
 

4.1. Create final scores 
 

For team scores, see Create Team Score Update for instructions on how to create a team score report. 

 

For high point individual: 

 Reports, Scores 

 Select events 

 Format, individual; female, then male 

 Edit Age Criteria, if applicable 

 Grouping/Options; select how many top scorers to display 

 Create report 

 Print 

 X 

 X 
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5. Troubleshooting 
 

If you are trying to copy files over from the Dolphin to the results laptop or access the Dolphin and the copying 

never finishes, try power cycling the router.  If that does not work, try power cycling the results laptop. 

 

If Meet Manager makes a mistake in the results, such as placing someone above someone with a faster time 

than them, get it to recalculate the results.  The easiest way is to rescore finals or relist prelims.  If that does not 

work, try re-getting times, then rescoring or relisting. 

 

If too much is sent to a printer and it has a memory error, determine what page was last sent successfully, then 

start printing from that page. 

 

If you load printer drivers and the printer still doesn’t work, you might need to reboot.  A window might be 

telling you this, but it could be buried.  But if you made a hotspot from a smart phone, it could take ½ hour to 

update Windows if this is the first time it’s seen the internet in a while! 

 

If you don’t have access to the Dolphin computer log file system c:\ctsdolphin from the results computer but 

you are confident there is a network connection, add everyone to read access to that folder using Windows 

Explorer right click Sharing and Security.  

 

If a printer falls asleep, it may need to be power cycled to be seen again by the computer.  

 

If the Dolphin isn’t saving result files, short term use the screen shot printouts or files in a folder on the desktop; 

mid term switch it out with seeding or results computer but make sure and move the database file; long term 

may need reinstallation of the Dolphin software to fix it, TBD.  This may have been caused by a Windows 

Update but we are not sure.   

 

If you get results, then scratch someone, then re-result, they may still show up in the results report.  To remove, 

remove them from the event under Athletes. 

 

If it won’t let you enter results because its by lane, deselect by lane. 

 

If it won’t save the edited time, edit or delete the backup times that changed. 

 

If it says you’ve already gotten the same time data, stop, you might be overwriting the wrong earlier event and 

bad things will happen.  Be extra careful about being on the right heat and event. 

 

If you can’t seed because its locked by someone else, you have to restart MM5 on both computers. 

 

If you keep getting a server not connected error, make sure Meet Manager auto update is disabled, depending on 

manual pushing of results. 

 

If you can’t see a computer on the network, wait a minute and it may appear. 

 

If you can’t find the last Dolphin results file of the session, go press reset on the Dolphin computer to save it. 

 


