Instructions for exporting Roster:

1. Locate Team Manager Icon on your computer, double-click to launch the application.
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2. From the menu bar select “File”, then “Export”, then “Athletes/Teams
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3. Note the location to where the roster will be exported to your computer — In the
example below, the default is Drive C: in the directory TMS5Data. Verify that your team
abbreviation is in the “Team” box, and that “All” is selected. All other boxes should be
blank. Click the “OK” button to proceed.
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4. You will receive a confirmation that a number of athletes were exported to a file in the
directory previously noted. In this example “45” athletes to a file “CTK-Roster001.zip”.
If you have entered your roster correctly previously, the number of athletes exported will
be the EXACT number of swimmers on your 2011 Team. If not, return to the athlete
entry field and review your roster, then begin this procedure at Step 2 again.

TEAM MANAGER X

45 Athletes exported to C:\TM5Data\CTK-Roster001.ZIP

5. Email the file to the league:

With your computer connected to the internet, open your email, then open a new email
and address it to ncsl-admin@roadrunner.com In the subject line type your team
abbreviation followed by “Roster 2011”.




_ls|x]
Fle Edit View History Bookmarks Tools Help
BN C X @ |g‘k P 77 - |,‘GE@‘E )3 %

8] Most Visited __ Home Remodeling | Quick Searches | Accounts || Computer Support
—

ROADRUNNER %
I Lo SPEED ONLINE ™

Home News Sports

Games Entertai Travel Dating

- Enhanced By:

|| Financial |__| Fishing & Vacation || MiscLinks || MEDIA || Products & Software

Video Radio TV Listings

Are You still A Smoker?

4l The Pleasures of Smoking Without

Al of The Problems.
[Finbox

EU Drafts

) Sent Mail

-

™ Deleted items

[Z2)Junk mail

" Folders Manage

Business
NCSL 09 Handbook
NCSL 09 Lifeguards
NCSL 09 Meeting
Minutes
NCSL 09 Pool Permits
NCSL 09 TM-Allstars
NCSL 09
[TM-Championship
NCSI 09 TH-Rnsh

NCSL 09 General =

Win an Alaska cruise!
Enter to win 3 oruise for two and

Compose Message

ussce (D 1% o 500.0 M

Send Save Draft Spell Check Add Attachments Rich Text Editor Cancel
PN <ncsl-admin@roadrunner.com>
| To: ] [ncsl-admin@roadrunner.com
- |
s I

Subject: |CTK Roster 2009

Priority| Normal ¥| ™ Request return receipt ¥ Save a copy
Respectfully,

NCSL Administrator
Please refer to the league website
for communication updates:

. nesl-buffalo.org

Mail Correspondence to:

Done

Using your email attach feature — browse to the file location.
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Select the proper file noted in step 4 above, and click “OK” to attach.
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File should now be attached to your email, click the send button and you are finished.
You can now return to Team Manager and exit out of the program.
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This entire process should take you about two minutes, Please complete it before noon on
Wednesday 9/28/11. A reminder, that corresponding team fee vouchers, team payments
and coach rules sign-offs are due no later than Wednesday 9/28/11. If you have any
problems exporting this file, contact ncsl-admin@roadrunner.com




