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Introduction

HY-TEK Sports Software

part of | CEIWE NETWORK

Welcome to HY-TEK's Sports BUSINESS MANAGER for windows (SportsBM) - the finest in sports
finance management software. SportsBM has been designed to provide the very highest level of
functionality for coaches, parents, boards of directors, bookkeepers, secretaries, and volunteers. But
the #1 goal of the design team was to make SportsBM easy to use and Very INTUITIVE!

What To Do First

After you have installed SportsBM, click How to Get Started, including how to convert your DOS-BM
Database over to the new SportsBM format. Click Here for information on how to convert your DOS-
BUSINESS MANAGER Database to the new SportsBM format.

Hardware Required to Run SportsBM

SportsBM is designed to run on any PC compatible computer with a minimum speed of 300 MHz and
at least 64 MB of RAM. HY-TEK recommends using a 1 GHz PC or faster with 128 MB of RAM or
more.

Software Required to Run SportsBM

SportsBM is a true Windows 32 bit application and runs on any of the following Operating Systems -
Microsoft's Windows 98, Windows NT, Windows 2000, Windows ME, Windows XP, or Vista.

How To Get Help

There are a number of ways you can get answers to your questions and/or problems.

SportsBM Product Help
The fastest and easiest way to get answers to your questions is to use the SportsBM Help included
with your product. The Help section provides simple to follow instructions on "How to" accomplish
specific tasks that you will be performing as you use Sports BUSINESS MANAGER to manage
your team's financial management tasks. Click on Help from the SportsBM Main Menu Bar as
shown below.

- Sports BUSINESS MANAGER - Database:C:\SportsBMData\MyTeam.mdb

File Set-up Accounts Team Registration Online  Checkbook  Reports  Labels  Check For Updates  Help

When you click on Help, there will be a number of choices. Click on Contents to display the Help
Introduction screen. You can "minimize" this screen so that it will always be available on the your
Windows Task bar and you can "resize" and "position" it on your desktop as you wish.

Now click on Index and enter a key word or part of a key word. For example, suppose you wish
to find out specific information about entering an athlete into your Database. Just enter "Athlete
Browser" as the key word, and the SportsBM Help will display the topic "Add an Athlete to an
Existing Account". Click on that topic, and the SportsBM Help will display the particular help
screen that discusses that topic.
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Tech Support
Please click Here for information on how to contact Tech Support.
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License Agreement

Copyright
ThisHY-TEK Sports Softwar e product is Copyrighted by Sports-Tek, LLC. - All Rights
Reserved.

Copyright Information

U.S. copyright laws and international copyright treaties protect this software, and any documentation.
By using this software, you acknowledge that you have read, understood, and agree to be bound by all
of the provisions of this license.

License, Copy, and Use Restrictions
The licensed name is printed at the top left of all reports, is shown when you click on Help then About,
and is displayed at the bottom left of the Main Screen.

HY-TEK Sports Software offers one type of product License for Sports BUSINESS MANAGER for
Windows.

1. Team, or Club, License
SportsBM is licensed to a "Sports Team or Club", not to individuals or organizations. SportsBM
may be used for administrative and performance tasks associated with that team and on any
computer that is used by and for that team.

HY-TEK Sports Software licenses (not sells) this single user software to the Sports Team or Sports
Organization that is printed on the top left of all reports and displayed on the product Logo/Introduction
Screen for use on multiple computers for which the software was designed. This means HY-TEK
Sports Software allows you to use the software on multiple computers at the same site for the same
sports team. This software can only be used by the sports team to whom it is licensed.

Specific Restrictions: The single user software may NOT be distributed to teams or schools within a
league or sports organization. If the software is licensed to a High School or College, it may NOT be
used by the age group team unless the age group team name is included in the License Name. If the
software is licensed to an age group team, it may NOT be used by the High School or College team
unless the High School or College team name is included in the License Name. The License Name is
printed on the top left of all reports and displayed on the SPORTSBM Main Menu logo screen.

If the software is licensed to a League or Sports Organization, that software may only be used by one
person on one computer to maintain all of the league transactions.

You may make no more than one (1) additional copy of the original CD that the software is delivered on
for back-up purposes and you may install the software on a hard disk on your authorized computers as
a working copy.

You may not make any changes or modifications to the software, or delete any of the files contained in
the software, and you may not decompile, disassemble, or otherwise reverse engineer the software.
This software is not for sale, and you may not sublicense, rent, lease, donate, sell, loan, pledge,
transfer, or distribute on a temporary or permanent basis the original copy or back-up copies of the
software or the documentation to another user or company.

LIMITED WARRANTY

This product is warranted that the magnetic media that the software is recorded on and the
documentation provided with it are free from defects in materials and workmanship under normal use.
The software is warranted that the software itself will perform substantially in accordance with the
specifications set forth in this User Guide provided that the data itself is either keyed in using this

8 Copyright©Sports-Tek Software



Sports BUSINESS MANAGER

product's data entry screens, or imported from any other HY-TEK Sports Software product
database.

HY-TEK Sports Software will replace the installation CD that proves defective in materials or
workmanship, without additional charge, on an exchange basis within 30 days of having shipped the
CD. If a CD media problem is reported after this 30 day period, HY-TEK Sports Software will replace
the CD according to its standard Disk Replacement policy in which you would remit to HY-TEK Sports
Software the CD replacement costs of $10.00 plus the S&H costs. In the case of an error in the
documentation, HY-TEK Sports Software will correct errors in the Help section of the product without
charge and provide updates as required that reflect these Help section changes.

HY-TEK Sports Software will either replace or repair without additional charge any software that does
not perform in substantial accordance with the specifications of the documentation. This will be done
by your downloading the current update from the HY-TEK Sports Software web site at www.hy-
tekltd.com, assuming you're on the current released version of the software. If you are not on the
current released version of the software, you may receive a corrected version by remitting the standard
HY-TEK Sports Software product update fee.

HY-TEK Sports Software does not warrant that the functions contained in the software will meet your
particular requirements or that the operation of the software will be uninterrupted or error free. The
warranty does not cover any media or documentation that has been subjected to damage or abuse by
you. The software warranty does not cover any copy of the software that has been altered or changed
in any way by you or others. HY-TEK Sports Software is not responsible for problems caused by
changes in the operating characteristics of the computer hardware or operating system which are
made after the delivery of the software.

Except as specifically provided herein, HY-TEK Sports Software makes no express or implied
warranties whatsoever and expressly disclaims the implied warranties of merchantability and fitness for
a particular purpose. These warranties shall be in effect two years from the time the original software
or product update is delivered.

Your Obligations Under the Warranties:

During the warranty period, you must contact HY-TEK Sports Software customer service department
for an authorization to return any defective item to HY-TEK Sports Software. If HY-TEK Sports
Software's customer service representative is unable to correct your problem, you will be provided a
return authorization number and an address for returning the defective item for warranty service or
replacement. You must insure any defective item being returned since HY-TEK Sports Software
does not assume the risk of loss or damage while in transit.

LIMITATION OF LIABILITY

HY-TEK Sports Software shall not, in any event, be liable for special incidental, consequential,
indirect, or other similar damages, even if HY-TEK Sports Software or its distributor has been advised
of the possibility of such damages. In no event shall HY-TEK Sports Software's liability exceed the
licensee fees paid for the right to use the licensed software or $200.00, whichever is less.
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Install Sports BUSINESS MANAGER

There are two ways to install Sports BUSINESS MANAGER. You can install using a HY-TEK CD that
you receive in the mail or you can install electronically from the HY-TEK Sports Software web site using
HY-TEK's web delivery system. Select the appropriate topic below for complete information about
installing Sports BUSINESS MANAGER.

Installing Sports BUSINESS MANAGER from a CD
Installing Sports BUSINESS MANAGER using Web Delivery
How to Re-Install Sports BUSINESS MANAGER

How to Setup a Desktop Icon or Shortcut

How to Uninstall Sports BUSINESS MANAGER

Installing Users Under Administrator in XP SP2

Installing Sports BUSINESS MANAGER from a CD
Installing Sports BUSINESS MANAGER using the HY-TEK CD

You install Sports BUSINESS MANAGER just as you would any Windows product using Windows
Installer. From your Windows desktop, click on Start and then Run and key in the CD drive letter
followed by :Setup. For example if your CD is Disk Drive D, enter D:Setup.

NOTE: If you have the Windows AutoRun turned on, Windows will automatically read the CD and
begin the installation process and you will not have to type in D:Setup.

The HY-TEK Sports BUSINESS MANAGER Installation software will guide you through the installation
process. When asked for a directory/folder name to use, HY-TEK recommends that you use the
default installation folder/directory name of "Hy-Sport\SportsBM".
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i Sports BUSINESS MANAGER 5.1 - Installshield Wizard x|
Destination Folder !,—
-l

Click Mext to install to this Folder, or click Change to install to a different Folder, | 2
Q Install Sports BIUSINESS MAMNAGER 5.1 to:

C:\Hy-Sport! SportsBRY, Change. .. |

Installshield

< Back I Mexk = I Zancel

After the Installation process is complete, you may be asked to restart Windows in order to register
some Windows System files. DO NOT remove the CD. Now click OK to restart Windows.

Read the License File From the CD

After Windows has completed its restart, re-insert the CD (if you have removed it) and cancel at the
first opportunity if it starts to install again. Click on the Sports BUSINESS MANAGER icon on your
Windows desktop. The first thing that Sports BUSINESS MANAGER will do the very first time it is
started is to read the License file from the CD. Once this is completed, the Main Menu will be
displayed. Open an initial database by clicking File / Open / New, type in a database name and click

Open. You may remove the CD and you will not need it again unless you need to re-install for some
reason.

Installing Sports BUSINESS MANAGER using Web Delivery

When ordering HY-TEK's Sports BUSINESS MANAGER, you can elect to have Web Delivery of the
software. What this means is that you will download the setup.exe for installing Sports BUSINESS
MANAGER from the HY-TEK Sports Software web site. This is the same setup.exe that you would
receive on a HY-TEK CD. You will receive an Email that details the steps to accomplish the installation.

If your license name was Dolphin Swim Team for example, you would recieve an Email delineating the
steps for the Web Delivery.

The Email would have a link that said click Here to download the required setup.exe. Then you would
do the following:

1. Upon clicking the link, you Save the exe to your DeskTop or other location where you can find it.
Note: Should you have trouble downloading the setup.exe, you can type the following into your
browser: http://www.hy-tekltd.com/WebDelivery/BM5/setup.exe
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2. After the setup.exe is downloaded, you Open the downloaded exe or double click the exe to start
installation.

3. After the program is installed, you start Sports BUSINESS MANAGER and the program will bring
up a window asking whether you are installing by CD or Web Delivery.

. License Search |:| |§| [z|

You are installing from a CD or you have arranged for Web Delivery of Sports
BUSINESS MANAGER for Swimiming.

Please indicate which method you are using and Click OK so that SportsBM will
know where to look for the SportsBM license file.

If you click Cancel, SportsBM will he installed as a demo Bvaluation Edition.

& |nstallation CD
" \Weh Delivery

Mote: Wieh Delivery must have been pre-arranged wwith the HY-TEK Zales office. You
weould have received an HY-TEK email with a licenze code. Selecting Web Delivery
above will cause SportzBi to look for vour license file onthe HY-TEK web site and if
found, will automatically install it for you.

oK Cancel |

w | icense Code

Enter License Code from Email Notification

|DDIphinSWimTeam

5. In this example, the Email would tell you to enter this code: DolphinSwimTeam, and click OK.

The HY-TEK web site would be searched for your license and if found will download and install it. At
this point you would be ready to use Sports BUSINESS MANAGER.

Note: Should you have trouble connecting to the HY-TEK web site, you may need to turn off your
firewall.

After installation is complete, you can click Help / About at the top of the Main Menu to verify your
license and options.
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How to Re-Install Sports BUSINESS MANAGER
How to Re-Install Sports BUSINESS MANAGER

If you receive a new CD from HY-TEK or wish to re-install Sports BUSINESS MANAGER from your
original CD, you would proceed just as if you were installing it for the first time. From your Windows
desktop, click on Start and then Run and key in the CD drive letter followed by :Setup. For example, if
your CD is Disk Drive D, enter D:Setup. Windows Installer will check to see if Sports BUSINESS
MANAGER is already installed on your computer. If it is, the following screen will be displayed.

i Sports BUSINESS MANAGER 5.1 - InstallShield Wizard x|

Program Maintenance

Maodify, repair, or remove the program, ‘ '.

&+ Modify

Zhange which program Features are installed. This option displays the
ﬁ Cuskom Selection dialog in which wou can change the way features are

installed.

(8 Repair

Repair inskallation errars in the program. This option fixes missing or
corrupt files, shortcuts, and registry entries,

" Remove
@ Remaove Sparts BUSIMESS MAMNAGER 5.1 Fram wour computer,
|

Irstallshield

< Back. I Mexk = I Cancel

HY-TEK recommends you accept the defaults on this screen as well as the next Custom Setup screen
to re-install SportsBM from your CD.

How to Setup a Desktop Icon or Shortcut
How to Setup a Desktop Icon or Shortcut

When you install Sports BUSINESS MANAGER, the installation process automatically sets up a
SportsBM icon on your desktop as a shortcut. But if the installation process fails to set up an icon due
to various Windows settings, you may want to set up a desktop icon shortcut yourself. To setup a
SportsBM icon on your desktop, start Windows Explorer, pick the installation directory (the default is
c:\Hy-Sport\SportsBM), find the SportsBM.exe file and right mouse click on it and choose Send To
and Desktop (Create Shortcut) as shown below. Then you can right mouse click on the desktop icon
just created and choose Rename to name the shortcut anything you wish.
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Open
Run as...
FBackup with Handy Backup

Scan with Morkon &nkivirus

i3l Add to Zip )

o 5dd to Sportebm. 2ip ¥ | Compressed (zipped) Folder
Pir ko Skark menu & Deskiop (create shortout)
et M .. DirectCD Drive (E)

B Documents To Go
Zut
Copy | Mail Recipient

=
My Docurments
Create Sharkouk =R

Delete @] Palm Quick. Install
Rename L 3% Floppy (4:)
Properties ,J.. CD-R'W Drive (E:)

How to Uninstall Sports BUSINESS MANAGER
How to Uninstall Sports BUSINESS MANAGER

To Uninstall Sports BUSINESS MANAGER, please use the standard Windows Add or Remove
Programs feature included with your Microsoft Windows product. For most Windows releases, click on
Start, Control Panel, and then click on Add or Remove Programs. Select Sports BUSINESS
MANAGER from the list and click Remove.

5! Sports BUSINESS MANAGER 5.1
Click. here For support information,
Last Used On

To change this program ar remosve it from your computer, click Change or Remave,

How to Give Permissions to Users

If you are the Administrator installing Users in XP SP2, you must give users permissions to use certain
folders on the hard drive, otherwise the users will log-in and get permission denied errors when trying
to run SportsBM. Log-in as Administrator and using Windows Explorer or My Computer, right click on
each folder listed below, click Security and give full control of the folder to any user on the users list.

MM requires access to the following folders:
o hy-sport\sportsbm (this is where MM is normally installed)
e sportsbmdata (and any other folder used for the database)
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System Requirements

Computer Hardware:

Minimum: Any 300 MHz Pentium, Celeron, or AMD class computer or faster with 64 MB
RAM.

Recommended: Any 1 GHz Pentium, Celeron, or AMD class computer or faster with 128 MB RAM.

Any Macintosh computer that will run Microsoft's Windows 98, Windows NT,
Windows 2000, Windows XP, or Windows Vista using Hardware or Software
Emulation. Click on Running HY-TEK on Your Mac for detail information.

Note: If you are running the Pro Option with the Network feature, then you will
need a Network card in each computer as well as appropriate Fast Ethernet
cabling among the computers being used. Or, you can setup a wireless router
with the appropriate wireless card in each computer being used. HY-TEK
recommends using the fastest computer for the computer that contains the
SportsBM Database.

Software: Microsoft's Windows 98, Windows NT, Windows 2000, Windows ME, Windows
XP, or Vista.

Printer: Any Windows supported printer. Dot-matrix printers are not recommended for
reports.
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Evaluation Edition

The Evaluation or Demo copy of SportsBM contains all the Standard Options as well as all of the
functionality of the Production version, but has the following limitations:

Only 10 accounts

Only 20 athletes

Only 20 checkbook transactions
Emailing Invoices to the first 3 accounts

Click Here to find out how to contact the Sales Office to order a Production copy of SportsBM.
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SportsBM Product Options

Sports BUSINESS MANAGER for windows (SportsBM) is available in a Start-Up version with no
options. You may add up to 4 options. The options may be ordered to support the different needs of
your sports programs. To find out what options are included in your SportsBM release, click on Help,
then About, and SportsBM will display the options that were shipped with your product.

« QuickBilling Option - once your fee structure is set-up, monthly billing of several hundred
athletes becomes incredibly quick and easy.

e Checkbook Option - balances your checkbook and allows you to categorize all payments and
deposits for easy to read business reports, including payroll reports.

¢ Email Invoices - Save money and time by Emailing your invoices directly to your Accounts.
e Pro Network - allows several computers to simultaneously share one common Database.

If you need any of these options, click Here for information on how to contact the HY-TEK Sales Office.
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Getting Started - Overview

Sports BUSINESS MANAGER for windows (SportsBM) has been designed to enable coaches, boards
of directors, sports team owners, administrators, secretaries, and bookkeepers to effectively and easily
manage the financial affairs of a sports team. Although the software employs sophisticated database
concepts, Sports BUSINESS MANAGER is designed for the non-user of computers.

The major feature of SportsBM is its ability to send your members one invoice which keeps five
separate accounts for each family: dues, entry fees, travel fund, taxable sales, and non-taxable sales.
Your members write one check! You need only one checking account instead of three! Additionally,
the system gives you the ability to establish an escrow amount (a credit balance amount) for each
family's entry fee account and to hold in escrow any credit balances in any of the other four accounts,
such as in the travel fund account.

Printing and mailing invoices is a major task for most teams, but SportsBM can make this task simple
and fast. The specially designed invoice contains the mailing address and return address so that you
can fold it and place it in a double window envelope for mailing. No need for labels, pre-printed
envelopes, or pre-printed invoice forms. SportsBM does, however, have an excellent mailing label
printing utility.

Sports BUSINESS MANAGER is designed to handle any size team, whether operating from one
facility or several facilities. In fact, if your team participates at 10 different locations, SportsBM gives
you the capability to keep the 10 or more locations separate for billing purposes, address lists,
attendance lists, and all other reports. You may enter an unlimited number of accounts/families and
athletes as well as an unlimited number of transactions into the system. SportsBM will let you change
or look up your data quicker than you ever believed possible. In addition, for Swimming and Track &
Field teams, you can easily move data between all HY-TEK products, such as MEET MANAGERS and
TEAM MANAGERS.

One optional feature of Sports BUSINESS MANAGER is its QuickBilling capability. Once your fee
structure is set-up, monthly billing of several hundred athletes becomes incredibly quick and easy.
Another optional feature is the Checkbook Option, which balances your checkbook and allows you to
categorize all payments and deposits for easy to read business reports, including payroll reports. And
the Email Invoices option is a real money-saver - no more stamps and envelops.

If you are the owner or manager of the team, keeping up with the day-to-day financial progress is very
important. Sports BUSINESS MANAGER has a special feature that enables you to easily monitor the
daily operations. At any time, SportsBM can print a report of the day's activities, which includes the
following:

¢ Alphabetical list of all financial transactions posted for the day

e Bank deposit summary which includes the amount charged and credited in each of five
categories

Dues

Entry fees

Travel funds

Taxable sales

Non-taxable sales

By reviewing the daily report at the end of each day, you can quickly "see" what is happening with the
club.
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About Icons
Icons are symbols that are one click time-savers. These six are the most commonly used icons.

O = X B = &

The icons in order are Add, Edit, Delete, Find, Print, Exit Menu. The Function keys F3 correspond with
Add, F4 with Edit, F7 with Delete, and Esc with Exit Menu.

b

Clicking the dollar icon means display/edit Account Balances.

Starting from Scratch

It's easy and fast to Get Started using the SportsBM Set-Up and Customization features. Here is a
basic step-by-step procedure for getting started, assuming you do not have a Database set up yet
for your organization.

Step 1: Open and Customize your Database Set-Up
Click on File then Open/New and type in the desired name of your new Database in the File

Name area, and click on Open.

Upcn BExisting or Croate Mow Dotobaco

Lioak in: I'E SporsBkdData ;I ﬂl EI I@EI

FlipperAgustics. MOB
SponePlaxDowntown. MO B

File name: I Dpan

Files aftype: IBpu:lrtsElh-'I Dambase files *moh) LI Cancel |
A

After you Open a New Database, SportsBM will automatically route you to the System
Preferences screen so that you may customize a number of parameters that will be used by

SportsBM in setting up your Database.
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m. System Preferences

The Default Team Registration, Base Country, Team Abbreviation, and Team Name are
required. If your Default Team Registration is USS, the Default LSC is also required.

Step 2: Facility and Invoice Setup
From the Main Menu Bar, click on Setup / Facility and Invoice Setup.
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w. Facility and Inyoice Setup M=l 3

Return Address Name
Best Sparts Team

Check Payahle Ta

Best Sports Incorporated

Invoice Categories

Code |Descrigtion Re

port Dezcl  (Report Desc2

1 ,
2 | E |Er|tr§.-' Fee | |Entr§.-' Fee
3 | T |Travel Fund |Trave| |Fund
4 | = |Taxahle Sales |Taxable |Sales
= | M |NDn-TaxabIe Sales |N|:| Tax |Sales

Ezcrowe | Croer

00|&|®
(LR —

Invoice Parameters I Emailing Imvoices I

Invoice Return Address

Address Line 1 |

Addresz Line 2

City, =tate, Zip

Phone Mumber :

Split Imvoice into 2 Ck Payables :

Inveice Parameters
Entry Fee Trigger Amourt 0.0
State Sales Tax Rate Percent : 0.0

Showe Invoice ¥ on Invoices

Starting Inwvoice #

|

Cloze

Save Invoice Data

Click on the Edit Facility icon, and the following screen will appear.

wm. Edit Facility Information

Code :

Facility Mame
Return Addrezs MName

Check Payahle To

-

! |Best Sport Certer

! |Best Sports Team

: |Best Sports Incorporated

QK

Cancel

Change the text fields to match your team. All fields are mandatory. The Code can be up to 3
characters. The Facility Name can be up to 23 characters while the Return Address and the

21

Copyright©Sports-Tek Software




Sports BUSINESS MANAGER

Check Payable lines both take up to 30 characters. To add more facilities, click the Add Facility
icon.

Invoice Categories
The invoice categories default to the choices shown on the screen below.

Inusice Categories

Code |Description Report Dezcl  |Report Desc2 | Escrow | Order
1 )
2 E |Entry Fee Entry Fee 2
3 T |Travel Fund Travel Fund 3
4 S |Taxahble Sales Taxable Sales O 4
5 M |Mon-Taxable Sales Mo Tax Sales O 5

To edit any of the Invoice Categories above, click on the Edit icon or double click one of the
rows. Before making any changes to these categories, think through what your major categories
should be. Note: You cannot change the order, and you cannot add more invoice
categories.

wm. Edit Invoice Category

Code : |'|'

Description : [Travel Fund

Report Description 1 © [Travel

Report Dezcription 2 [Fund

Turn On Escron : P

Cancel |

The Report Descriptions are for column headers. To understand how Entry Fee Escrow works,
go to Add or Edit Accounts/Athletes.

Step 3: Report Preferences

From the Main Menu Bar, click on Setup / Preferences / Report Preferences. Type in Report
Headers and punctuation choices. Select your printer for reports and labels.

Step 4: Groups and Subgroups
From the Main Menu Bar, click on Setup / Groups and Subgroups. Names for Groups and

Subgroups are used for various reports and QuickBilling. Click Here for more information on
Groups and Subgroups.

Step 5: Accounts
From the Main Menu Bar, click on Accounts.
e Add Accounts
e Add Athletes to each account.
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Step 6: Enter Start-up Previous Balances
If there are any Start-up Previous Balances, go to Accounts and click Transactions at the top.
Select any account and then click the Dollar Sign icon. When you start using SportsBM, many
of the accounts that you enter will already have a current balance due. In order to transfer
accounts from your previous accounting system to SportsBM, you will need to enter the account
balances and the effective date of those account balances for each account. A minus amount
means it is a credit balance.

w,. Balances E3

Billy and Charlotte Anderson - Account # 2

Entry Travel Taxable Ho Tax

Dues Fee Funid Sales Sales

Current Previous Balance : | o.on | o0 | oon | 0.0 | o.on
Current Balance : | o.0a) | o.00) .00l | .00l | 0.00

Previous Balance Date : [02/04/03 [

Cancel |

Step 7: QuickBilling Standard Fees
If you have the QuickBilling option, you will need to setup your group billing matrix which requires
that you have already setup your athlete groups. Click Accounts / Quickbilling / Standard Fees
and edit any group to enter the amounts to be charged for the 1% through 5™ athlete within the

same account. For more information, refer to the Quickbilling section.

Step 8: Emailing Invoices
If you have the Emailing Invoices option, go to How to Email Invoices.

Step 9: Checkbook
If you have the Checkbook option, go to the Checkbook Menu.

Convert a DOS-BM to SportsBM

If you were a prior user of DOS Business Manager, then you can convert your DOS BM database to
the new SportsBM format very easily. From the main SportsBM screen, click File / Convert DOS
Business Manager Database. SportsBM will then display a conversion screen such as the one below.
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'nm.' Convert D05 Business Manger into Windows Sports BM
File Help

DOS Business Manager
Databases available to convert,
CbmData

LAbmbatavaaving sAcct
ChibmData\DaolphinClub

Convart Selected " Convert Checkbook data only
1 Database i

Initially, SportsBM will search c:\bmdata for DOS BM databases and list all of them in the window.
Normally you would only have one database, but in the example above, it found 3 databases. Using
your cursor, highlight the desired DOS BM database, click the Convert Selected Database button and
SportsBM will display a screen enabling you to change the name of the database.

Change Databaze Name before Conversion |

Before converzion beging, you can change the Sports 0k
BUSIMESS MAMNAGER name to zomething mare -

meaningful, Cancel |
Do nat include slashes, colone, or other special
characters.

Example: Huricaness portsBD ata

Then chck OF. ta gtart the Canversian.

ISpu:urtsF"Ie:-:B b

After changing the database name, click OK and the DOS BM database will be converted in a matter of
seconds into a NEW database. If there was a currently open database, it is not over-written. Once the
entire conversion has been completed, SportsBM will give you an OK button and will then take you to
the System Preferences screen where you must verify some basic information such as Base Country
and Team Registration Type. Upon completing the System Preferences screen, you are taken back to
the main screen where the newly converted database will be open. You can click Accounts to quickly
verify the account and athlete information.

NOTE: If you have Archived Transactions in your DOS BM database and if you want that history
data to be included in the conversion, you must use DOS BM to import and merge those
archived files back into your DOS BM database before converting to SportsBM. To do that,
start DOS BM, go to Transactions and select number 7 for Archive Menu and then select
number 2 for Import Archived File.
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Your DOS BM Database Is Not in C:\BMDATA

If the Convert DOS Business Manager window is blank, it means no DOS BM databases were found in
c:\bmdata and your DOS BM database must be in a different folder or must be on a different computer.

If you wish to request that SportsBM look on a different folder or different Hard Drive for DOS BM
Databases, from the main screen, click File / Convert DOS Business Manager Database and then
click on File from within that windows. Now click Search for DOS Business Manager.

Search for D05 Business Manager

Cornvert DOS Businezs Manager Backup
Cloze

You can pick a different directory or even a different hard drive.

i, Set Path for DOS BM Search  [M[=] E3

Search Drive
I = F j

Starting Search Directory

[ Excel

[ Hayes

(L] Heartlanc

(L] Hikbbert

[ Hu

L] HURR |

Start Search | Cancel |

If you wish SportsBM to search your entire hard drive, double click the C:\ root drive and then click
Start Search. To search a different Drive letter, select a different drive from the Search Drive drop
down combo box. Searching an entire hard drive will take several minutes, so it is better if you know in
what directory your DOS BM database is located and simply search that one directory (which will also
search all of its sub-directories).

After the search is completed, pick from the list of DOS BM Databases that are displayed and then
click on the Convert Selected Database button.

SportsBM and DOS BM Database are on Different Computers

If your DOS BM Database is located on a computer other than the one where SportsBM is installed,
run DOS BM on the other computer, go to the Maintenance Menu and select #4 to Rebuild Lists. Then
select #1 to Backup the database to a floppy diskette. Take this diskette to the SportsBM computer.

With the backup diskette in Drive A of the SportsBM computer, and from the main screen of
SportsBM, click on File / Convert DOS Business Manager Database. From there, click File and
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then click Convert DOS Business Manager Backup.

Search for D05 Business Manager

Convert DOS Buzineszs M anager Backup

Cloze

Select the A drive and double click on the backup file named hybackup.zip. SportsBM will then restore
your DOS BM backup to a temporary directory and then proceed with the Database conversion as
described in the previous sections.

Convert Checkbook Only

Note that you can convert the Checkbook data independently of the account, athletes and invoice
transactions. To do this, check the Convert Checkbook data only check box before clicking Convert
Selected Database. You have to have a database already open to convert the checkbook data
because this conversion is a "merge" rather than a create new database. Therefore, the Checkbook
Only conversion, deletes the checkbook data in the currently open database and then converts the
DOS BM checkbook portion and merges it into the currently open database. This is useful in a case
where you have already started you regular SportsBM process and then decide later to re-convert the
checkbook portion to start over. Or maybe the checkbook portion is in a different DOS BM database.

26 Copyright©Sports-Tek Software



Sports BUSINESS MANAGER

File Menu

At the top of the Main screen for Sports BUSINESS MANAGER, you have the Main Menu bar:

. Sports BUSINESS MANAGER - Database:C:\SportsBMDatal\MyTeam.mdb

File Set-up Accounts  Team Reqistration Online  Checkbook  Reports  Labels  Check for Updates  Help

From the SportsBM Main Menu Bar, click on File to get a list of SportsBM's file management and
utility features. Each of these functions is important in managing the database and making use of
various utility features that will make your job easier.

Cpen | Mew Chrl+0
Coryert D05 Business Manager Database

Backup Chrl+B
Restore Chrl+R,
Inzip File

Repair)Compact Database

Imnpork 4
Expork 4

Install Update
Web Browser

License Management

Cpen in Mulki-User Mode
Mebwaork Administration

Exit Chrl+0

1\ 3portsBMDat i Piranawim Team. MDB
CSparksBMDatal TALUWNT OM-ackual MDE
C:\DownloadsEudoralBM DatabaseiLiveMaxDE . mdb
1 5parksBMDatal TEAM-3anantonio, MOE

Open/New
Open a NEW Database

Immediately after installing SportsBM for the first time, no data is open and no database has been
created. You must start a new database using the "Starting a New Database" instructions below.

Starting a New Database: If you wish to create a New Database, click File/Open/New and type a new
Database name in the text box for File name, and SportsBM will create a database with that name
and will take you through the initial Set-Up for System Preferences. For readability, use upper and
lower case and give meaning to the database file name such as "Dolphins SportsBM Database".
There is a limit of 50 characters for the database name.

When you start SportsBM from your Windows desktop, SportsBM will automatically Open the last
database that you used. But if you click on File from the Main Menu Bar, SportsBM will display, just
below the word Exit, a list of the 10 most recent Databases that have been opened. As a shortcut, just
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click on the one that you want, and SportsBM will Open it for you.

If you do not see the Database that you want to open on SportsBM's "most recent"” list, click on
Open/New, and SportsBM will display the standard Windows file directory lookup screen. SportsBM
will default to the SportsBMData directory/folder and list any Databases that it recognizes. If you still
do not see the one you are looking for, pick another disk drive and directory/folder, and SportsBM will
display the list of databases that it finds in that particular directory/folder.

Open a Database That Was Previously Created

Click on File and at the bottom of the File pull-down menu window, SportsBM will show a list of the last
10 SportsBM databases that have been opened. Just click on the one you wish to open, and
SportsBM will do the rest. If you wish to open a database that is not on the most recent list, click on
Open/New, and SportsBM will display a standard Windows directory screen. SportsBM will default to
the directory name SportsBMData - we suggest that you keep all of your SportsBM Databases in this
directory.

SportsBM will display a list of the SportsBM Databases that have been previously created. Pick the
one you wish to open and then click on the Open button. SportsBM will open that Database and return
to the SportsBM Main Menu.

Convert Database to SportsBM

Click Here for detail information on Converting a DOS BM database to the SportsBM format.

Backup a Database

Backing up a database means making a copy of the database in zipped format on a diskette, zip drive,
CD, or your hard drive. Note: If you are using a CD-RW for Backup, the CD must first be formatted
using your CD-RW software. Backing up your database is extremely important because it protects
you from the loss of your data from accidental cause or from the malfunction of your hardware.
Backing up only copies data and does not copy anything that relates to the program itself.

For example, if your hard disk goes bad, the only way you can recover your database is
from a copy of it made on a disk - specifically made by doing a backup.

It's easy to backup your database, and it only takes a minute or so. Click on File from the Main Menu
Bar and then Backup, and specify a disk drive and directory where you want the data copied.
Directions are listed for the different types of backups, diskettes, and CD-RW, and Zip drives. You
may also enter "comments" about your backup to be displayed when the database is restored. For
example, you might want to enter the comment:

"This Backup is for the board and contains current financial information as of May 28, 2003."

If and when this backup is restored, any message created during the backup process will be displayed
BEFORE the backup is restored.

NOTE: HY-TEK recommends that you perform the important backup function at the end of each
day that you enter or change data. If you are using floppy diskettes for backups, three sets
of backups should be maintained and alternated - label them Backup A, Backup B, and
Backup C. Also, make a backup before each close-out of invoices and store it in a different
location from your computer.
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w,. Backup Cumrent SportzBM Databaze M=l E

Backup Drive: Backup Directory:
Igc:: j :

Enter Comments for the Backup:

& SportsBMDsta

Hy-Tek Recommendations for Datahase Backups
ou can use any storage medis for your backup including your hard drive. But if you want to move vour database to another
camputer or you weant to back it up in case something happens to your hard drive, here are your aptians.

1. Diskettes:
If wour Database backup fits on one diskette, this media is fine for & backup. Please note that if you use diskettels) for your
backup, Sports BUSIMESS MANAGER will first delete any information on those disketters) 2o that the backup will fit on as few
dizkettes az pozsible. If vour Database is very large, it may require more than one diskette. Athough Hy-Tek's ZIP backup does
suppott muttiple diskettes, Hy-Tek recommends using other removakble media.

2. CD-RW:
Thiz iz the recommended media for Sports BUSINESS MARAGER Databasze backups but of course, you need s CO writable
dtive and & CO-FW CD. In order to use a CO-FW for storing Windowes files, you must first FORMAT the CD. Please check with
wour COOWritable saftwware on howe ta farmat your CD-RW for Windowes. If you are using Roxia's Eazy CD Creator softweare,
there is & wtility to formsat CD-Ryvs,

3. ZIP Disk:
If wou have a ZIP disk drive, just specify the drive lefter of this device and Sports BUSIMESS MANLGER will weite the backup to
wour FIP disk.

Ok Cancel

NOTE: If your backup requires more than one 3%z inch diskette, HY-TEK strongly recommends
using a ZIP disk or a CD.

Restore a Database

Restoring a database means to copy the database information from a backup disk(s) onto your hard
drive. If you wish to Restore a SportsBM database, you always have to use a set of Backup disk(s)
created from a SportsBM backup process. Please click Here for information on How to Backup Your
Database.

You may want to restore your database from a previously created backup because:

e You want to set up your database on another computer.

¢ Your hard drive was bad and you sent it out to be repaired. When it was returned to you, the
hard drive did not contain your SportsBM database and now you want to put back your database
to continue your work.

e You entered incorrect information into your database and want to go back to a previous point.
Rather then deleting the incorrect information, you may want to "restore" your database back to
where it was before you entered the incorrect information.

Click on File from the Main Menu bar and then Restore.
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w, Bestore a SportsBM databasze M= E3
Backup Information

Backup File Hame
COsportsBDataB-Archive-caa-02 Zip
Backed up Database Hame

cza DB

Backup was Created:

Monday, Movember 24 20035 &t 4:30:19 P
Total Backup Files Size:

£ megabytes

Backup Comments:

Silent Backup

Restore Options

i Feplace currently opened databaze
CliSportsBMData'ExcelSportsBMData1 6 Aug2 003 mdl

i Unzip and copy to the current databasze location
CliSportsBMData

O Unzip and copy to a selected falder Change Falder |

CliSportsBMData
™ Open databasze after restore

¥ Rensme database to;  [EEag e N |

Ok Cancel

It is highly recommended that wou do a backup of wour current database before restoring
this backup over it.

Select your disk drive and if the backup is on disk, put that disk into that drive. SportsBM will offer you

three options:

1. Replace currently opened Database - default selection.

2. Unzip and copy to currently opened folder.

3. Unzip and copy to a selected folder. This choice is designed for you to restore your backup into
another directory/folder so that if it's the wrong backup or is damaged, you will not wipe out
your currently opened database.

Warning: If you choose option 1, the information in the database that you have currently
opened WILL BE OVERLAID with the information in the Database that is being restored.

If you have selected options 2 or 3, you can automatically open the restored database by clicking on
the Open Database after Restore check box and you can rename the database if you check the
Rename database to check box. If you select option 3, SportsBM will ask you to specify a folder
(directory) to which to copy the Database.

NOTE: If you receive Dynazip errors during the Restore, it is probably because you are using
multiple 3 1/2 inch diskettes that have media errors. You might want to reformat new
diskettes and try the backup/restore again. HY-TEK recommends using a ZIP disk or a CD
if your database backup does not fit on one 3 1/2 inch diskette.
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Move a Database

Suppose you have setup and entered all the financial account information for your club on your home
computer (A) and you wish to take the Database and put it on the computer (B) at your sports facility.
Here's how you do it:

1. Backup up the Database on Computer A
Click Here for instructions for Backing up your Database.

2. Install SportsBM on your Computer B
Click Here for instructions for Installing SportsBM.

3. Restore Your Backup That You Created in Step 1
Click Here for instructions for Restoring your Database. Note that if the second computer (B) does
not have a database open yet, only the 3rd restore option is available (unzip and copy to a
selected folder).

After the Restore has been completed, the computer at the facility now has exactly the same Database
as you have on your home computer.

Unzip a File

The Unzip File utility can be used to unzip any zip file. To use SportsBM's built in unzip utility, click
File from the SportsBM Main Menu Bar and then Unzip File. Select the directory where the zip file is
located and SportsBM will unzip that file to C:\ziptemp. Please note that all files in C:\ziptemp will be
deleted before unzipping your selected zip file. After unzipping, you can examine the extracted files(s)
and possibly import one of them into your SportsBM Database.

NOTE: When importing Account/Athlete files or Entry Fee files that have been sent to you as a Zip
file, do not unzip the files. SportsBM will automatically unzip them for you.

Repair or Compact a Database

There may be situations in which your SportsBM Database gets damaged because of a hardware
problem or power outage. In those cases, you could Restore your latest backup. The problem here is
that you will lose any changes or additions you have made since the last time you backed up your
Database. You still may have to resort to this, but first try HY-TEK's Repair Database utility.

Click on File from the Main Menu Bar, and then Repair/Compact Database. SportsBM will ask for
confirmation and then check to make sure you have enough temporary disk space on your Hard Drive
to perform the repair operation. Then SportsBM will go through the actions for repairing your
Database, as much as possible. This process will also optimize and compact your database to remove
deleted records.

After SportsBM has completed the repair, go back and check the integrity of the Database: check your
Accounts and run a few reports. If there are still problems, use the Restore feature to replace your
current faulty Database with one of your backups.

HY-TEK recommends that you backup your SportsBM Database BEFORE you use this feature.
Please click Here for information on How to Backup Your Database.

Import

SportsBM offers several import choices to help minimize your data entry tasks.
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The Accounts/Athletes feature allows you to move new or updated administrative information from
one SportsBM Database to another or to move parents and athletes' administrative data between HY-
TEK's SportsBM and HY-TEK's TEAM MANAGER.

The import of Entry Fees from HY-TEK's MEET MANAGER or TEAM MANAGER is a great time
saver; this feature is only available for Swimming and Track & Field.

The Team Registration Online feature allows you to collect your parent and athlete member
information and athlete registration information for USA Swimming. Currently this feature is only
available for Swimming.

Accounts)Athletes
Entry Fees
Team Registration Online

Import Accounts/Athletes

The normal procedure for teams that use SportsBM and HY-TEK's TEAM MANAGER is to enter
family and athlete data into SportsBM first, and then export the data to TEAM MANAGER. However,
if your team started with TEAM MANAGER first, and then added SportsBM later, you can save time at
start-up by importing Accounts/Athletes from TEAM MANAGER. When exporting from TM, select File
/ Export / Athletes / Teams and be sure to check the box to "Include Contact & Group Information".

From Sports BM's Main Menu Bar, click on File / Import / Accounts/Athletes. SportsBM will first
ask you to select the Drive, Directory, and File Name of the file you wish to Import. If the
Accounts/Athletes file is on a diskette, put the diskette into your Drive A and select A from the
Windows Open dialog box. SportsBM will select all the files with the following file extensions - HY3
from a TEAM MANAGER Database or Sports Business Manager Database, and ZIP files containing
the HY3 files. Pick the one you wish to import and click on OK.

If you selected a ZIP file, SportsBM will unzip that file into a temporary directory named
SportsBMTemp and then ask you to choose the Hy3 file that was extracted.

SportzBM |
The filez inzide the zelected zip file have been unzipped to C:hwhbE-profiBuzinesstgrihSportzB M T emp.
These unzipped filez will be listed after you click OK.After the list iz displaved, double click on the file wou wizh o import.

Mate that gince this file containe He-T ek specific w3 files, only those files will be dizplaped.

Check the Data

After you have selected the file you wish to Import, SportsBM will read the file and make various
integrity checks to insure the file has good data and is in proper form. At the conclusion of the data
integrity checks, SportsBM will display information about the file that was selected including who
created the file and when it was created. You can proceed or cancel the import. Next the file is
scanned and will display all teams in the file. You select the team you prefer. Most of the time there
will be only one team.

Import Options
You have three options when importing.
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. Import Accountz/Athletes

Options

i~ Update existing addrezs and administrative information

i~ add and Update

r UpdateErouns and Subaroups 0k

Lancel

If you select the first choice to Add New Athletes, any athletes already found in the database will be
skipped and their administrative information will not be updated.

NOTE: If you select the first choice, the "Update Groups and Subgroups" check box is not
available. If you select the second choice, Update existing address and administrative
information, new athletes and their parent account information will NOT be added. Only
existing athletes and their parent account information will be updated. This second choice
is a good way to update address information only. If you select the third choice, Add and
Update, new athletes and their information will be added as well as address and
administrative information updated.

How SportsBM Matches Accounts/Athletes

When you import Accounts/Athletes, SportsBM goes through a specific process to find a match for
each Athlete being imported into your Database. SportsBM first looks for an exact match on the
athlete ID. If the ID matches, then it checks the last name and gender to verify. If there is no match on
the ID, then SportsBM looks for a match of Last Name, First name, Initial, and Gender. If all of these
match, then SportsBM imports the data for that athlete. If there is no match, and you have indicated
that you want to add new athletes, then a screen such as the following one appears and allows you to
verify the account and either add the account or select from an existing account for which to attach the
athlete.
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. Import Account/Athlete

Add How

Skip this Athlete |

Guit How

i [=] E3

Athlete

Hame: Abel, Harry D
Birth Date: 4101990
Gender: M

I: 0 030HARDABEL

Facility for Athlete I i - I

Accournt

AEBEL. John and Rosy
15480 PALOS VERDES DR
Allegro, CA 35030

Home: 408-222-2344 Office: 408-2T4-639%

Account Filter
 Active Only
i~ Inactive Only
& Active & Inactive

I jv

Facility :

= Add new athlete to account selected below

Account Choice
& Add new athlete AND new account displayed above

Select | Acct# |Last Mame First Mame Imact |Facility | -
| 265 |Allen Martha & Marston | 1
| 302 |Bailing Morman | 1
| 266 |Barrett Lari & Brian | 1
| 235 |Battery Welvin & Tamimy 1
| 236 |Bleakly Ancdy & Bonnie | 1
O g Blulock Leesnn & Chip O 1
| 31 |Bocoonceli Laela Savigh & Alessandro | 1
O 259 |Brlackwel Jeff & Suzie O 1
| 95 |Browvn Lee & Ellen | 1
O 267 |Busian Carl & Diane O ] ;l

To add the athlete and new account as is, click the Add Now button. To skip adding this athlete, click
the Skip this Athlete button. To attach the athlete to an existing account, select one of the accounts
listed by checking the left side check box, change the Account Choice to "Add new athlete to account
selected below", and then click Add Now. It is important that you select an existing account in the case
of brothers and sisters when one of the brothers or sisters is already in the database.

Upon completing the import, you will have the option to create a report detailing who was and was not
imported. A typical message is displayed below.

SportzBM

Fezultz of the import;

2 athletes soanned.
2 athletes added.

[ athletes updated.
[ athletes skipped.

Would you like to create a report listing the athletes ?

Yes

|

Ma
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Import Meet Entry Fees

Entry fees by athlete can be imported from HY-TEK's MEET MANAGER or HY-TEK's TEAM
MANAGER. This is currently only available for two sports: Swimming & Track & Field. In order to do
this import, it is very important to make sure that the meet host has provided you with the correct file or
else you will not be able to import the results into your SportsBM Database.

Examples of Files you can Import

CFILEO1.CL2 Meet Results from WIN-MM 1.4 in Swimming
NAC-MeetEntries-001.hy3 Meet Entries from TM 4 for Swimming
NAC-MeetResults-001.hy3 Meet Results from MM 2.0 in Swimming
PLY-IN-Entries001.zip Meet Entries from TM 4 for Swimming
TCLO1-01.tcl Track & Field MM or TM

From the SportsBM Main Menu Bar, click on File / Import / Meet Entry Fees. SportsBM will first ask
you to select the Drive, Directory, and File Name of the file you wish to Import. If the file is on a
diskette, put the diskette into your Drive A, and select A from the Windows Open dialog box.
SportsBM will select all the files with the following file extensions - HY3, CL2, and ZIP if Swimming
and TCL and ZIP if Track & Field. Pick the one you wish to import, and click on OK.

If you selected a ZIP file, SportsBM will unzip that file into a temporary directory named
SportsBMTemp and then ask you to choose from the list of files that were extracted (usually there will
only be one file to choose).

NOTE: You can only import 1 team's entry fees at a time.

A screen will appear with the charges as set up in TEAM MANAGER or MEET MANAGER. You can
modify them or add to them from this screen.

Check the Data

After you have selected the file you wish to Import, SportsBM will read the file and make various
integrity checks. These checks are important because you do not want to import "bad data".
SportsBM will also display information about the file that was selected including who created the file
and when. Because the import file may have more than one team's entries, you now be prompted to
select a team for importing entry fees (select only 1 team).

If the import file is from MEET MANAGER, you have several choices as shown in the screen below:
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w, Import Entry Fee Charges |

From MEET MANAGER

Include Scratches [
¥ Include Surcharge of 0.00
Include Individusl Event Fees [

Include Relay Event Fees [v

Optional Processing Fee | 0.00

Hote: The import file should contain the entry fees for each
individual and relay event.

If the import file is from TEAM MANAGER, you will see a screen that looks like the following:

w, Import Entry Fee Charges |

From TEAM MANAGER

Athlete Surcharge Iw
Indivicual Evert Fee Iw
Relay Event Fee : Iw
Optional Processing Fee Iw
Include surcharge if athlete has no relay or individual event fees [

Uze the above Individual Evert and Relay Event fees to override
the fees azsigned to each event within the import file

.

Cancel |

Click OK to start the Importing process. A screen like the one below will appear that shows the fees
being imported. If you want to change the Individual Event fee and/or the Relay Event fee, check the
2nd check box above and alter the fee. Otherwise the fees within the import file will be used and it is
possible that fees vary from one event to another. If an Account Number has a ?, it means the athlete
name was not found in the database, maybe because it is misspelled. If you know the account number,
click on the ? mark and enter the account number. SportsBM will not import any fees for athletes that
do not have a valid account number.
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w. Entry Fee Posting I =]
% The list helow shows what will be poested to each account if vou click the Post to Accounts button
Post to Accounts | Close Without Posting |
Code : I E 'I
Posting Dats : | 02/05/04 =D

Description © fniebster Pertathion

If an Account Number has a ?, you can change it to any valid account number.

Entry Fee List
Acctz |Athlete Hame Surcharge| Indiv Fee| Relay Fee| Proc Fee Total | -
1 133 |Allen, Susan E 3.00 5 15.00 0 0.00 0.50 1850 ||
2 122 |Alvarez, Liana 3.00 =3 15.00 1] 0.00 0.50 1850
3 122 |Alvarez, Victor 3.00 5 15.00 0 0.00 0.50 18.50
4 123 |Arington, Jenna M .00 5 15.00 0 0.00 0.50 15.50
3 127 |Brust, &rdenH 3.00 5 15.00 0 0.00 0.50 1550
g 136  |Corson, Elizaketh M 3.00 5 15.00 0 0.00 0.50 1550
7 G Criscuolo, Alex 3.00 5 15.00 0 0.00 0.50 18.50 ;l
—|

If you wish to post the fees as shown, click on Post to Accounts; if you wish to exit without posting the
fees as shown, click on Close Without Posting.

Note that charges will only be posted for athletes that have an account number listed in the Acct #
column.

Click the Printer Icon at the top left to create a report of what will be posted.

Team Registration Online

This option is only available when SportsBM is setup with Swimming as the Sport within System
Preferences.

Team Registration Online

Export

Click on File / Export and pick from the following list.

Accountsitthletes

Account Email Addresses for Outlook,
Athlete Email Addreszes for Outlook
Regiztration

Export Accounts/Athletes

Choose your Export Drive and Directory, and then make Export Filter selections, such as Gender,
Active/lnactive status, and Groups/Subgroups. From the SportsBM Main Menu Bar, click on File, then
Export, then Accounts/Athletes.
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. Export Accounts/Athletes

Tl Subgroup

Include Accourt and Address Information : [V TV LY

Export to Drive @ Athlete Export Filters
I = j Gender —— Athlete Status Group I vl
' Both ' nctive Only
: Subgroup : I vl
Export to Directory @ " hale " Inactive Only
" Female ) Active & Inactive T Graug : I vl
SportzBhData m
I jv

ok,

Cloze

s

If you plan on mailing or taking this information to another computer, specify Drive A as your Export

Drive. If you want to e-mail the information, specify any directory on your hard drive as the Export
Drive/Directory.

After the export is completed a screen will appear telling you what has been exported and where the
export is located.

SportsBM

173 Athletes exported to C:5SportzB D atab=CEL-5E -SwimB oster]06.£|F

As seen above, the export data is located on the C drive in the SportsBMData folder, and the name of
the file is FLSC-VA-SwimRoster002.ZIP.

Email Data

If you would like to email this data to another person, just use your standard email software and
attach the ZIP file. When the meet hosts receive that file, they will import your data.

Account Email Addresses for Outlook

If you want to create an email list of Account Emails for use by Outlook Express, click Export /
Account Email Addresses for Outlook.
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m. Export Account Email Addreszes for Outlook

Export to Drive :
| ="

=~

Export to Directory :

Account Status
% Active Only
i~ Inactive Only

= Active &

portzBData

Facility : I - I

Inactive

Ok

Cloze

Select a facility if you wish, an activity status, and the Directory for the comma separated file to be
exported to. After the export a message such as the following indicates how to import the comma

separated file into Outlook Express or Outlook.

SportsBM

13 Account Email addreszes exported to C:A\SportzB kD ata' S portzB i -AcctE maill] . cey

I Outlook Express, uze 'Filedlmport/Other Address Book /T est File' to import.

I Outlook, wuze 'Filedmport and Esportdlmpart from another program ar file/Comma Separated Yalues Mindows] to import.

]|

AthleteEmail Addresses for Outlook

If you want to create an email list of Athlete Emails for use by Outlook Express, click Export / Athlete

Email Addresses for Outlook.

. Export Athlete Email Addresses for Dutlook El
Export to Drive @ Athlete Export Filters
I = j Gender —— Athlete Status Group I vl
' Both  nctive Only
) Subgroup : I vl
Export to Directory : ' Male " Inactive Only
(5 Lo " Female ) Active & Inactive T Graug : I vl
port=BhDsta Th Subgroup m
Schoal Year : I vl
Ok |
Cloge: |
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Select from groups, athlete status, gender, and the Directory for the comma separated file to be
exported to. After the export a message such as the following indicates how to import the comma
separated file into Outlook Express or Outlook.

SportsBM |
2 &thlete Email addrezses exparted to C:ADownloadh5 porteB M-AthleteE maill02, casy
I Outlook Express, uze 'Filedlmport/Other Address Book /T est File' to import.

I Outlook, wuze 'Filedmport and Esportdlmpart from another program ar file/Comma Separated Yalues Mindows] to import.

Export Registration

This feature is available ONLY for Swimming and only if the Team Registration Type is USS.
From the SportsBM Main Menu Bar, click on File, then Export, then Registration. If you plan on
mailing or taking this information to another computer, specify Drive A as your Export Drive. If you
want to Email the information, specify any directory on your hard drive as the Export Drive/Directory.

. Export Registration ﬂ
Export to Drive @ Athlete Export Filters
I =" j Gender —  —— Athlete Status Group I - l
{* Both o nctive Only
: Subgroup I l
Export to Directory : " Male " Inactive Only =
: " Female 7 Active & Inactive T Graug : I vl
portsBMData Th Sl : |__[
group ; -
Schoal Year : I vl

Registration Options
To redo a previously exported batch,
select the batch # of the group you
wish to export again. A Batch
number of O will anly export
Registrations that have not been
exparted in a previous batch.

Last Batch Exported : 2

Include Mewy Registrations
Include Renewsals

Include Changes :

Include Deletes

Batch # : n

1101 S o o

Reset Next Batch Mumber to 1 |

0k, |
N

Cloze

A swim organization may want to set up a process to periodically register athletes. This registration
may take place at the team level so that each team would export the registration information for the
athletes to a central Registration Database. The Export Registration feature allows a team to mail or e-
mail a registration file that contains specific registration information about each athlete. The particular
Athlete registration setup and export in SportsBM is specifically designed to accommodate USA
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Swimming's National Registration process.

From the SportsBM Main Menu Bar, click on File / Export / Registration. Athletes who do not have
primary address information for address, city, state, zip, and home phone number will not be exported.
Only Active athletes are exported. If you plan on mailing or taking this information to another
computer, specify Drive A as your Export Drive. If you want to e-mail the information, specify any
directory on your hard drive as the Export Drive/Directory.

Each export gets a unique batch number assigned to it. If the batch number gets large over the years,
you can reset it to 1, but this will mean all history of previous batches will be lost.

Email Registration Information

If you would like to email the registration information to another person, just use your standard
Email software and attach the ZIP file created by this export. When the meet host receives that file,
they will import your registration information.

Install Update

Periodically, HY-TEK provides what are called Service Pack Updates that contain corrections to
reported problems. These Service Pack Updates are FREE if they are for the same "major release" of
SportsBM and are always provided on HY-TEK's web site at www.hy-tekltd.com. If you select File /
Install Update, you will receive this message.

SportsBM x|

Please click on "Check for Update' on the SportsBM Main Menu Bar, Sports Business Manager will then check the Hy-Tek web
site and compare vour version with the latest version and if wour wersion is oot of date, the newest version will be automatically
downloaded and installed.

2 use this Install Update menu to install a SportsBMUpdate. zip file that 1) has been provided on a CD or ZIF disk or 2) vou
have downloaded From the Hy-Tek Download Center,

Chonose Yes and SEM will route vou ba the 'Check For Update'.

Zhoose Mo bo continue with the install of a SportsEMUpdate. zip file that has been provided to you on a C0 or Zip disk or that
vou have downloaded.

Yes Mo Cancel

As stated in the above message, the preferred method for updating is to use the Check for Updates
selection from the main menu bar.

Alternative Method for Installing a Service Pack Update

Besides the preferred Check for Updates method, there are two other ways to Download and Install a
Service Pack Update.

1. The easiest way is to use the Web Browser which is reached by clicking File / Web Browser. For
more on the Web Browser, click here for details.

2. Or, go to the HY-TEK web site using your internet browser and download and then install the
update yourself. Connect to the HY-TEK web site at www.hy-tekltd.com using your Internet
browser. Then click on the Download Center, and select the Sports BUSINESS MANAGER
Update. If your browser gives you the choice to "Open" or "Save to Disk", you must choose "Save
to Disk". After the "Save to Disk" is selected, your Browser asks you where to save the Service
Pack Download File (the name of the file is SportsBMUpdate.zip). Specify any directory or folder
on the Hard Drive such as C:\Hy-Sport. DO NOT save the download to a floppy diskette drive
because the file will not fit on one diskette. When the download has been completed, open MM
and click on File then Install Update as described above and select the same directory/folder you
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chose for the download (such as C:\Hy-sport) and double click on the downloaded file and
SportsBM will install the Service Pack Update and start the new version.

After the update has been installed, the version number shown on the Main screen at the bottom left
should be the new version. If it is not, the update did not succeed and you will need to try installing the
update again. This time wait several seconds before clicking any OK buttons that the install update
provides.

Installing The Update On Other Computers

If you do not have access to the Internet, then you have two ways of updating your computer with the
latest MM software from Hy-Tek.

1. Obtain a copy of the SportsBMUpdate.zip file you have downloaded and copy that file to a ZIP disk
or a writeable CD and take that ZIP disk or CD to your computer that does not have Internet
access. Now start SportsBM and click on File / Install Update, answer No to the first question
and pick your ZIP disk or CD. Note: On a SportsBM computer that has Internet access and where
you used the Check for Updates option, you will find the last SportsBMUpdate.zip file that was
downloaded in a directory named Download in the installation directory - typically c:\hy-
sport\SportsBM\Download.

2. Order a replacement CD from the HY-TEK Sales Office. When you receive the new SportsBM
Installation CD, follow the normal instructions for installing SportsBM. Click Here for information
about how to do that.

Web Browser

Click on File / Web Browser and SportsBM will automatically route you to the HY-TEK web site. The
Web Browser offers the standard Back, Forward, Stop, Reload, and Print web page functions as well
as the following Menu selections.

i, Hy-tek Sports Software for Swimming and Track and Field.

« > 0 B & ¥

Back.  Forward — Stop Reload Print  Favorites  Close
Address:
I http: e hy-tekltd. com/ j

At this point you can browse the Internet and go to any site. If you want to store a list of Favorite web
sites, click Favorites.

Favorites

Once the Web Browser is connected to the Internet and you have a web page that you commonly
access, you can click the Favorites icon, and you have the option to add the currently opened site to
your Favorites list. Just click Add. Additionally, once you are in the Favorite Web Sites screen, you can
Edit or Delete a Favorite web site from the list. This is a great feature for keeping track of swimming
web sites that you frequently access such as your own club's web site.

To select a site from your list, simply click on one of the names and then click Close.
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-Favorite Web Sites

O & |«
fdd |Delete | Close
o YWeb Site Name Web Site Address (LREL)

b |MFL Scoreboards http:/fsportsillustrated. cnn. comfAootball/nfl/score
Hy-TekDownload Cent |http: /s hy-tekltd. comfdownloads. html

SportsBM Update

The preferred method to install SportsBM updates is to click "Check for Updates” from the Main Menu
Bar of SportsBM. If you have a firewall that prevents the "Check for Updates" from working, then you
can update SportsBM from the HY-TEK web site by clicking on the Download Center from the HY-
TEK Home page, and select the Sports BUSINESS MANAGER Update. If the browser gives you the
choice to "Open" or "Save to Disk", you must choose "Save to Disk". After the "Save to Disk" is
selected, your Browser asks you where to save the Service Pack Download File (the name of the file is
SportsBMUpdate.zip). Specify any directory or folder on the Hard Drive such as C:\Hy-Sport. DO
NOT save the download to a floppy diskette drive because the file will not fit on one diskette.

When the download has been completed, close the Web Browser and upon exit, the SportsBM Web
Browser will ask if you want to update your SportsBM software. Click on the Yes button, and
SportsBM will install the new update for you and then automatically start up your new SportsBM
product.

License Management

This feature is designed specifically for Customers who have arranged with HY-TEK Sales to receive
an updated license via Web Delivery. This allows you to update your license immediately rather than
wait for a CD to be shipped. The license to be updated must be the Active License.
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m, License Management

pdate License  Exit

..........

Active Licenze: Dolphin Switmn Tearm

Helg

Uze thiz form to Update the active license using Web Delivery per Email instructions from
HY-TEK Sales.

The web delivery method iz used to guickly add a new license option.

You would receive an Email from HY-TEK Sales with a License Code which you enter into the
following window which appears after clicking Update License. In this example, the License Code is
DolphinSwimTeam which matches the Active License in the example above.

w | icense Code

Enter License Code from Email Notification

|DDIphinSWimTeam

After you click OK, SportswBM will search the HY-TEK web site for your license and will download and
replace the Active License with the downloaded license. After the license is replaced, you can go to
Help / About to verify the new license. You would do this to add an option.

Open in Multi-User Mode

The Open in Multi-User or Single User Mode toggle selection applies to the Network feature
available ONLY in the SportsBM with the Pro option. Please click Here for information on the
SportsBM Pro optional feature.

Network Administration

This File menu selection is available ONLY in the SportsBM with the Pro option. Make this selection,
and SportsBM will display a list of the nine User Names with the name of the computer associated
with each logged-on User Name. Please click Here for information on the SportsBM Pro optional
feature.
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w, Uzer Summary

x
X
=
=
=
=
=
=
=
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Set-up Menu

Preferences

Facility and Invoice Set-up
Groups and Subgroups
Invoice Subcategories
Checkbook Categories
Favorites

Language Preferences

Options

Sports BUSINESS MANAGER has an extensive offering of set-up options found under the Set-up tab
at the Main Menu.

Preferences b

Facility and [nvoice Setup
Groups and Subgroups
|nvoice Subcategonies
Checkbook Categonies »

Favortes k
Language Preferences r
O ptions »

Preferences

System Preferences
Report Preferences
Reqistration Preferences
Directory Preferences

Click on Set-up then Preferences and SportsBM will offer the following choices.

Syztem Preferences

R eport Preferences
Reqistration Preferences
Directory Preferences

System Preferences

Depending on the sport chosen, there are several of the System Preference items that are required.
Base Country is required for all sports. These "System Preferences" can be changed at any time.
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m. System Preferences

Sport
% Swvimming
" Diving
" Track and Field
" Gymnastics

Baze Country :

Account Defaults

Uss =

Default City : [wilmingtan
Default State :

Detfault Courtry

MHE -

.

Uss =

=]
= Taekwondo
" Soccer
" Dance
" Other
Swimming Cnby
Default Team Registration: | )55 -

Defaut LSC : INE 'I

—For Hy-Tek"s Team and Meet Manager —
Tearmn Abbreviation : |w,.f_-.j,.f

Team MName : [waves Swin Club

Custom Fields for Athletes

Field 1 |shirt Size |

Field 2 |vaolurteer Jokb |

Field 3 |Car Pool |

Cancel

Cuztarn Figlds are defined by the uzer ta track up ta three pieces of infarmation
abiout athletes that are not one of the pre-defined SportzBR fields. For example,
ou can call one of the fields 'Parent Job' and uze it to keep track of what each

athlete's parent'z job iz at home meets.

Sport Designation

Click from the list below to select the appropriate sport:

Sport
0 Swimming " Takwondo
f Diwvirgy " Soccer
" Track and Field " Dance
f Gymnastics " Cther

Account Defaults

As illustrated in the sample menu below, you can set up defaults to save yourself time when entering
information. SportsBM will use these values whenever that information is required in the Accounts
Menu. Choose your base country from the combo box, then optionally type in the name of the most
common city. The selections for default state will vary depending upon the Base Country chosen.
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Account Defaults

Base Country : | USA -

Default City : [wilmingtan
Default State : |MC -

Default Country @ | USA -

Swimming Defaults
Select a Default Team Registration and a Default LSC. SportsBM will use these values whenever that
information is required in the Athlete or Set-up.

For Hy-Tek's Team and Meet Manager
Team Abbreviation : IW,.-:-.,‘-.,.-'

Team Mame : [vwaves Swim Club

SportsBM will use the Team Registration choice to format the Athlete's registration ID.

Swimming Team Registration
AUST for Australian Swimming
NZSF for New Zealand Swim Federation
OTH for Other or No Registration
SSA for Swimming South Africa
UK for the United Kingdom
USS for USA Swimming

HY-TEK's TEAM MANAGER and MEET MANAGER Defaults

If you are using SportsBM to exchange data with any of HY-TEK's TEAM MANAGER or MEET
MANAGER software programs in Swimming or Track & Field, the Default Team Abbreviation and
Default Team Name are required. This abbreviation is 4 characters for all sports except swimming
where it is 5 characters. In Swimming, the Abbreviation and Team Name are also used for USA
Swimming registration.

For Hy-Tek's Team and Meet Manager
Tearm Abbreviation : |w,.f_-.j,.f

Team MName : [waves Swin Club

Athlete Custom Fields

SportsBM can store information for up to three Custom Fields for each Athlete. The custom fields
may be named, and then information can be entered for each field for any athlete. For example, you
might want to keep track of athlete uniform sizes, parent volunteer information about each athlete -
who has volunteered to time, to run the snack stand, to setup prior to a meet, etc., or car pool data.
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Field 1

Custom Fields for Athletes

|Shirt Size |

Field 2 |vaolurteer Jokb |

Field 3 |Car Pool |

Report Preferences
Click on Set-up / Preferences / Report Preferences.

m. Bepont Preferences
Repait Headers
Header 1 : I
Header 2 : I
Punctuaticn

Hames
% Uppers Lower Case
" UPPERCASE Orily
' az kevedimported

¥ Showe sthlete middle infisl

[T Showe sthlete school year

[ Use sthlete preferred name

— Report Printer

Printer Set-up
Label Printer

Lexmark Optra E312L

j ILexmark Oiptra E31 2L j

oW Cancel |

Report Headers

You may enter a one line or two line header that will be centered and printed at the top of every report.

Punctuation

eYou have the option of showing an athlete's middle initial.
eYou have the option of showing an athlete's school year.
eAthletes' names can be displayed in the following formats:

esUpper/Lower case
*UPPERCASE Only
oAs keyed/imported

Printer Set-up
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Select the Printer you wish to use for reports and labels from the list of Windows installed Printers.

Registration Preferences

Information entered on the Registration Preferences screen will appear on the Individual Athlete
Registration Application. To create the application, go to the Main Menu, click on Athletes /
Registration, and then check the box Print Form.

ini. Registration Preferences =10l x|

USA Swimming Registration Preferences

Registration Date : [07/24/07 = Rdl

LSC Registration Fee : $3.00
L5C Seasonal Registration Fee : $0.00

Make Check Payable to : [Florida Gold Coast Swimming |

Registration Mailing Information

Mail Application and Payment to : ||_5|: Registrar |

Mailing Address = [7345 Broward Lane |

City : [Ft Lauderdale |  state: [FL =

ZIP Code : 33155

Cancel

Default Registration Date

When you click on Registration from the Athlete Browser, this is the default date that SportsBM will
use for an athlete's NEW registration. If you are editing a previous registration, then SportsBM will
display the date that was last used for registration.

Directory Preferences

Click on Set-up, then Preferences, then Directory Preferences. This feature offers the option to
specify a default directory that you want SportsBM to use for:

e Imports
e Exports
e Backup/Restore
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. Favorite Directories | x| |

Dirive : IM - I Directory :

First zelect the drive and directary. Then, use "Set Directory
buttons to et the Favorite Directory for each area. You can
zet them all to the same directory.

Set Import Directory

et Export Directory

Set Backup Directary

et Restare Ta Directary

C:hDownload

C:ADowrnload

C:hSportzBRDoata

C:ASportzBR D ata

& SportsEMData

Cloze |

Choose a directory from the displayed list to associate it with any of the three functions listed above.
Then, in the example above, whenever you export a file, SportsBM will automatically use the directory
C:\SportsBMData that was specified.

Facility and Invoice Set-up

Add or Edit Facilities
Edit Invoice Categories
Invoice Parameters

Emailing Setup

SportsBM gives you the ability to manage multiple facility locations in one system, yet keeps them
separate for reports and billing. The Invoice Return Address will be the same for all facilities, but the
Return Address Name can be unique. The return address name for invoices is pulled from the return
address name for each facility. In addition, the "Check Payable To" name for each facility can be

different, if desired.

From the Main Menu, click on Set-up / Facility and Invoice Set-up, and the Facility and Invoice Setup

screen will appear.
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ini. Facility and Invoice Setup N [m] 1
D= X &

Facilities

Code |Facilty Mame Return Address Mame Check Payahle To

B |Best Sport Center st Sports Team Best Sports Incorporsted

= &
Invoice Categories
Code |Description Report Descl  |Report Desc2 | Escrowe | Order
.1 b
2 | E |Entry Fee | |Entry Fee | [ 2 |
3 | T |Travel Fund |Trave| |Fund | | 3 |
4 | s |Taxahle Sales |Taxable |Sales | | | 4 |
5 | M |NDn-TaxahIe Sales |N|:| Tax |Sales | | | 5 |
Invaice Parameters I Emaziling Imvoices I
Invoice Return Address Invoice Parameters
Addresz Line 1 : |P|:| Box E75 Eritty Fee Trigger Amournt : | 10,00
Addresz Line 2 ; | State Sales Tax Rate Percent : | 925
City, State, Zip: [Mashwile, TH 37063 Showe Invoice # on Invoices : [
Phione Mumber : ||31 B-599-4754 Starting Imeoice # | 1001
Spaces to Indent Inwvoice Address (0-100 | 0 Split Invoice into 2 Ck Payakles: [

Save Invaoice Data

If you make any changes to the above screen, click on the button Save Invoice Data. If you make
changes and try to exit, you will be prompted to save changes or not.

Add or Edit Facilities

To add or edit Facilities, from the Main Menu, click on Set-up / Facility and Invoice Set-up.
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. Facility and Invoice Setup M=]E
=

Facilities
Code [Facility Mame Return Address MName Check Payable To 2nd Check Payable

i} Mortclzir Pool Martclair Swwim Team Martclair hCL Martclair Swwim Team
| Pool Certer Racers of Cookeville RCC ROC - Parerts Club

Click on the Add or Edit Icon and a screen will appear that asks for the following data to enter or edit:

w, Add Hew Facility Information

Code |

Facility Mame :

Check Payable Ta

|
Return Address Mame |
|
2nd Check Payable To |

Cancel |

The four fields above must be filled in. The fifth is required if you have indicated that you want two
check payables. All fields are mandatory. The Code can be up to 3 characters. The Facility Name
can be up to 23 characters while the Return Address and the Check Payable lines both take up to 30
characters.

NOTE: If there is only one facility in the setup, that facility is always selected when accessing any
menu.

Edit Invoice Categories
Invoice Subcategories

To edit Invoice Categories, from the Main Menu, click on Set-up / Facility and Invoice Set-up.
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Inusice Categories

Code |Description Report Dezcl  |Report Desc2 | Escrow | Order
1 ) 4
2 | E |EntryFee | |Ertry Fee | |z |
3 | T |Travel Fund |Travel |Fund | | 3 |
4 | 5 |Taxahle Sales |Taxahle |Sales | O | 4 |
5 | il |NDn-TaxahIe Sales |N-:| Tax |Sales | O | 5 |

The above category names and codes are the default settings when SportsBM is initially setup.

Important Notes:
e You cannot change the order, and you cannot add more invoice categories.

e The second category in the 2nd row is the only category that works with the "Add to Escrow"
feature on invoices.

To change any one of these, click on the Edit Icon or double click a row and a screen will appear for
editing:

w, Edit Invoice Category

Code IE

Description ; |EI'ITW Fee

Report Description 1 |EI'ITW

Report Description 2 : |Fee

Turn ©n Ezcrowe : W

Include in 2nd Check Payable v

Cancel |

You will be able to change the code, the description, the headings for reports (Report Description 1 and
2). You can also turn on or off the escrow behavior for any of the 5 categories. If you have two check
payables to, then a checked box means add this category to the 2nd check payable to.

Invoice Parameters
To setup your Invoice Parameters, from the Main Menu, click on Set-up / Facility and Invoice Set-up.
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Inwoice Parameters I Emailing Invoices ]

Invoice Return Address Invoice Parameters
Address Line 1 ; |P|:| Baox BE7R Ertry Fee Trigger Amourt IW
Address Line 2 : | State Sales Tax Rate Percent : Iﬁ
City, State, Zip: [Mashwille, TH 37069 Show Invoice # on Invoices : [
Phaone Mumber ||3'| R-R99-4364 Starting Invaice # IW
Spaces to Indent Invoice Address (0-107 IT Split Imvoice into 2 Ck Payables r

Invoice Return Address

Fill in your Invoice Return Address which will be the same for all invoices for all facilities.
However, the Return Address Name for a given invoice will be the Return Address Name for the
facility that the account is assigned to. See Add or Edit Facilities for how to change the Return

Address Name.

When printing invoices, you have the option to move the return address, the return phone, and
the return address of the account up to 10 spaces to the right so as to custom fit envelopes with
see through address windows.

Invoice Parameters

Entry Fee Trigger Amount: Enter an Entry Fee Trigger Amount to have the escrow account
automatically charged. The Entry Fee Trigger Amount only applies to the 2nd Invoice category,
regardless of its description. Enter an amount from -99.99 to -0.01, and this trigger amount will
be used to determine when an additional amount will be charged to a particular account. If an
account's Entry Fee Escrow Amount is $100.00 as set up in the Accounts Menu, and the Entry
Fee balance is a $5.00 credit and the trigger amount is a $10 credit (-10.00), then $95.00 will be
added to the invoice and labeled as "Add to Escrow". In this example, if the account has $10 or
more Entry Fee credit balance, then nothing extra will be added to the invoice. If the trigger
amount is set to zero, then the trigger amount will NOT be used and the "Add to Escrow" feature
will not be used.

Sales Tax: Include your state's Sales Tax for taxable items. Click Here for Sales Tax
information.

Show Invoice # on invoices: If you want to have unique invoice numbers on each invoice,
check the box for Show Invoice # on invoices. Also enter the invoice # you wish to start with.
Split Invoice into 2 Ck Payables: If you need to have two "Check Payable To" names on
invoices, check the box under Invoice Parameters that says Split Invoice into 2 Ck Payables.
This allows you to have one check payable for dues to say the YMCA and another check payable
to for the other four invoice categories payable to the Club. You can divide the categories in any
combination between the two check payable to names. An extra column will appear in the
invoice categories grid to enable you to mark which categories apply to the "2nd check payable
to name." Plus a second column will appear in the Facilities grid to allow you to enter the name
for the 2nd Payable To.

Emailing Invoices Setup
How to Email Invoices

SportsBM gives you the ability to Email invoices rather than mailing them. In order to do this, you must
setup the Email account within SportsBM. From the Main Menu, click on Set-up / Facility and Invoice
Set-up, and then click the Emailing Invoices tab at the bottom.
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Imwoice Parameters I Emailing Invoices I

=Zender Email : |
SMTP Server © |
¥ Login zetname : |
¥ POP Login Pazsweard |
SMTP Part (normally 257 |25 POPS Zerver |

You need your Username and Password, and the names of your outgoing (SMTP) and incoming
(POP3) Email servers. Note that some servers do not require a POP3. The above screen allows you to
setup these emailing parameters.

e To enter the Username and Password, you must click the Login check box.

e To enter the POP3 Server, you must click the POP Login check box.

e The Sender Email is required and must match your valid Internet Email account address on the
SMTP server you are connected to. If your members reply to the invoice, this Sender Email address
will be used along with a return address name that will be the Return Address Name of the facility to
which the account belongs.

e The SMTP Port is normally 25. For AOL and Earthlink, the SMTP Port may need to be 587.

e Your ISP account needs to be one which allows the "relaying of emails”. Free email accounts

normally do not permit this and if you have a free email account, you most likely will need to upgrade
your account.

How to Find Your Email Server Names

e Outlook Express: Click Tools / Accounts. Select the mail account and click Properties. Then click
Servers and all the information you need is on this Servers page. Note that Username is what
Outlook calls Account Name.

e Eudora: Click Tools / Options. Click Sending Mail to see your SMTP Server name. Click Receiving
Mail to see your POP3 Server name under what Eudora calls Mail Server. Your Username is under
what Eudora calls Login Name.

e AOL: If you are using an AOL account, do not check the POP Login and do not enter a POP3 Server
name.

Groups and Subgroups

Within SportsBM, you can assign each athlete to a group and optionally to a subgroup. These groups
are used for athlete reports, such as an attendance report, and are used for the QuickBilling system.
You can have an unlimited number of groups and subgroups, and it is recommended that you create
easily identifiable names such as Green, Orange, Gold, Sharks, Minnows, etc. These groups usually
refer to the training group for each athlete. Within a group, you could further categorize an athlete with
a subgroup, such as Novice or Advanced.

SportsBM also stores a second set of groups to maintain compatibility with HY-TEK's TEAM
MANAGER for swimming or HY-TEK's TEAM MANAGER for Track & Field when exchanging athlete
rosters.

From the Main Menu, click on Set-up / Groups and Subgroups. Click on the Add, Edit, or Delete
buttons at the top of the page to make any changes to the groups / subgroups. A "Code" can be any
three alpha-numeric characters and includes a Code Description as well as a designation as to what
type of code that it represents.
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w. Groupz and Subgroups Mi[=]E3
Add  Edit Delete Report Help
Nz X &
Show Types: g 4 " Groups = TM Groups " Schoaol ¥ear
" Subgroups 0 TM Subgroups
Code  [Description Type -
BRZ |Bronze Group These 3 character codes can be used for fitering
EXT  |Extreme Group and for designating sets of similar information.
GOE HS. Tr.G Group * Ahlete Groups
GO7  |SILVER-M GI’DUFI * Athlete Subgrnups
GO03  |BROMIE-M Group * Athlete Th Groups
GO |Gold 1 Graup * Athlete Th Subgroups
GL2 |Gold 2 Group * Athlete School Year
W | Silver 1 Group
SW2 | Silver 2 Group
AGE | Age Group Subgroup
SR | Senior Subgroup -

Groups and Subgroups

For example, you might want to designate groups of athletes based on the amount of dues they pay
for their training. Or you might want to set up Groups based on the facility that they train at and then
use subgroups to designate elite, novice, college or master athletes with corresponding dues charges.

You might want to use the School Year designation so that when you enter athletes, you can put them
into a specific School Year code. Then you could filter Reports and Browsers based on a particular
School Year. These are the default School Year codes:

Code  |Description

Freshman
JR |Juni|:|r |Su:hu:u:u| Year |
S0 |Su:uphu:-mu:ure |Su:hu:u:u| Year |
SR |Seni-:ur |Su:hu:u:u| Year |

If you wish to change the School Year designations to numbers such as 9, 10, 11, or 12, just click on
Edit or the Edit icon and type in a new code and a new description to make the desired changes.

Invoice Subcategories

If you need more detailed information about a particular invoice category, you can use invoice
subcategories. For example, within the Dues category, you may want to know how much was for
registration fees. Thus you could receive a check for $100.00 and apply it to the Dues category and
then divide it into subcategories of $60 for Training Fees and $40 for Registration Fees.

You can add any desired subcategories and optionally provide a full description. From the Main Menu,
click on Set-up / Invoice Subcategories. SportsBM opens to the following category defaults. Click
on the Add, Edit, or Delete commands or Icons to personalize the program for your needs. Click on
Report for a printout of your Invoice Subcategories.
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wm. Invoice Subcategories O] x|
Add Edit Delete Report Help

Dezcription Full Dezcription [optional)

Meet Fees | |
Raffle Proceeds | |
Registration Fees | |
Training Fees | |
Jnifarms | |

I These Subcategories are optional for uze in getting more detail on invoice charges and credits.
L to 10 subcategaries can be assigned to each transaction within a billed account.

* For example, wou might receive a check for $100 for the [E] Entry Fee category and

FE0 iz for entry fee and $40is for Regiztration Fees.

I These Subcategories are independent of the subcategories in the Checkbook.

These subcategories will only appear on the Transactions Summaries Report if you click on the radio
button "Subcategory” under Transaction Sort. The subcategories are used to keep track of different
aspects of the larger categories. For instance, under the Travel Fund category, you might have
subcategories such as Swim-a-thon, Wrapping Paper Sales, Bingo, etc.

Favorites

Favorite Filters
Invoice Messages
Invoice Email Messages

Favorites are used in Reports and Menus to pre-select such things as the preferred athlete group or
the preferred Invoice Message.

Favorite Filters

Many of the SportsBM Menus have group filters, and you may have a favorite set that you want to
default to.

In order to set up a group of "Favorite Filters" to tell SportsBM what to select for me each time I run a
Report or look at a Browser, click on Set-up from the Main Menu Bar then Favorite Filters. From the
Main Menu, click on Set-up / Favorites / Favorite Filter. Click on the Add selection or Add icon and
name your Favorite Filter and select the settings you wish to associate with that favorite name.
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i, Favorite Defaults !E[E

Add  Edit Delete SetDefault ClearDefault Help

O & X E K3 Current Fasarite: none

Add S Edit Favaorite -

Fawvorite Name: |
croup: [ ] T™ Group : | -] oK
Subgroup ﬂ Thi Subgroup | vI Cancel
School Yr : | "I

You can enter as many Favorite Filters as you wish. After you have set up a number of Filter Names,
highlight one of them and click on Set Default or on the Set Favorite Filter Default icon (the heart) to
set that Favorite Filter as the Default to use. Then, as you choose various reports, browsers, and data
entry screens, SportsBM will automatically "fill in" the filters that you have selected using your current
Default Favorite Filter. Click on Clear Default to remove the current Favorite Filter Default.

You can Edit or Delete any of the filters in the list to make appropriate changes or just to permanently
remove.

Invoice Messages

In order to set up a group of "Invoice Messages" to appear on invoices, from the Main Menu Bar click
on Set-up / Favorite Filters / Invoice Messages. Click on the Add selection or Add icon and enter
your messages.
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w. Invoice Messages O]
Add Edit Delete Set Clear Repart Help

= X !‘ o= Current Favorite Message: Message 1

Mame Invoice lessage

Morithly Message Name : |worthly Message
Stanclard Message Line 1 : |

saeetBlegze shovy your Account Mumber on your check et

Line 2 : |
Line 3 : |Please pay before April 31, 2004
Line 4 : |
Line 5: |
Line 6 : |
Line 7 : |
Line 8 : |
|
|
|
|

Line 9 :
Line 10 :
Line 11 :
Line 12 :

Cancel

LT PP TP I

Each message lets you enter up to 12 lines of information. This feature can save you time if you have
certain messages that you send at certain times of the year. You can enter an unlimited number of
messages; just highlight the desired message on the left and click the Edit icon to make any changes.
Click Set or the Heart icon to select your favorite message to be used on invoices.

Invoice Email Messages

An Invoice Email Message is the text that will appear in the opening paragraph of an emailed invoice.
You can create multiple sets of these introductory paragraphs for various sets of invoice emails, From
the Main Menu Bar click on Set-up / Favorite Filters / Invoice Email Messages. Click on the Add
selection or Add icon and enter your messages.
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. Invoice Email Messages O]
Add  Edit Delete Set Clear Report Help
Oz X 9 & Current Favorite Message: Sample Invoice from SportsBM
Mame Invoice Message
Sample Invaice fram SportsBl]| Subject : [Sample Invoice from SportsBi
Line 1: |
Line 2 : [To Member :
Line 3 : |

Line 4 : |Y0ur invoice appears helow, Plesse remit payvment st your earlisst convenience.
Line 5: |

Line 6 : |Regards,

Line 7 : [Club Bookkeeper
Line 8: |

Cancel

HERERREEERNRRNRN

Each email message lets you enter up to 8 lines of information. The subject will be the subject of the
invoice with the account number of the account appended to the end of the subject. This feature can
save you time if you have special messages that you send at certain times of the year. You can enter
an unlimited number of messages; just highlight the desired message on the left and click the Edit icon
to make any changes. Click Set or click the Heart icon to select your favorite message to be used on
the current set of invoices to be emailed. In order to send emails with invoices, it is required that a
message be set as the favorite.

Language Preferences

Sports BUSINESS MANAGER for Windows gives you the flexibility to "translate" nearly every word on
every report. This feature can be used as a language translation from English to any language or as a
way to change the word "Attendance List" to just "Attendance". Click on Set-up from the Main Menu
Bar, and then Language Preferences, and then click on Keywords or Phrases.

You may change any of the English phrases or words to the language of your choice. English,
Spanish, French, and German key words and phrases are planned to be an automatic selection, but
may not be available in your version. If not, then you can still edit each word or phrase as you wish. To
change any word or phrase, click on the word in the second column and edit the word. Because there
are space limitations on many of the reports, each word or phrase has a limit on the number of
characters it can be. This character limit is listed to the right of each word in the Language Browser.

The language changes you make are saved in the directory where SportsBM is installed. Please note
that this revised "language set" is not included in the backup of the database if you are transferring
the database to another computer.

Options

Click on Set-up, then Options, and SportsBM will display additional ways for you to further customize
your settings.

Import Picture
The Import Background Picture option allows you to choose any Bitmap Picture that you want to use
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for a Background Picture. A Bitmap Picture file has the file extension BMP. Once you click on Set-up,
Options, and then Import Background Picture, SportsBM will ask you to choose the Drive and
Directory where the Picture file is located. Click on OK, and SportsBM will import that file and use it as
the background for your SportsBM Desktop. If the imported picture causes an error, use Windows
Explorer to delete the file named SportsBM.bmp from the directory where SportsBM is installed
(usually C:\hy-sport\SportsBM), and then start SportsBM again.

Sales Tax

Include your state's Sales Tax for taxable items. This will only be used for the 4th invoice category
which is initially named Taxable Sales. When a charge transaction is entered using the 4th invoice
category, the taxable amount is internally calculated and stored. When adding a transaction to an
account, you enter the full amount of the transaction including the sales tax.

Total amounts posted to taxable sales should include the sales tax amount in the figure. SportsBM
will "back out" the sales tax amount from the total when doing the monthly sales tax report (part of the
Financial Summaries Report). The Sales Tax Report assumes that the amounts posted for each
taxable sale include the sales tax amount. In addition, the sales tax is calculated from the amount
charged, not the amount collected.

To set-up your state's sales tax, from the Main Menu, click on Set-up / Facility and Invoice Set-up.
Now go to the bottom right of the screen under Invoice Parameters and enter the state sales tax
percent.

Click Save Invoice Data to save your work.

Date Formats

SportsBM will use the Date Format that you have set up through Windows. To check on or change
your Windows Date Format, first exit from SportsBM and then go to Start and then Control Panel and
then Regional Settings and then click on the Date tab.

If you change the Date Format, Windows will ask you to Restart Windows before the new date format
takes affect.
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Team Registration Online

This option is only available when SportsBM is setup with Swimming as the Sport within System
Preferences.

No more filling out paper sign up and registration forms each year to sign up or register your
swimmers! Just complete our easy to use Team Registration menu from your computer and submit it
with your registration payment ONLINE! Then your team administrator can download that information
directly into SportsBM - no keying, no misspellings - just a couple mouse clicks to import your team's
registration sign ups into your SportsBM database.

The Active Network, the parent company of HY-TEK Sports Software and the leader in internet
based team registration, offers the most robust and complete swim team registration and payment
processing platform available. Use Team Registration Online (TRO) to collect your team member
registrations and information, and simplify your team management process.

NOTE: You must be connected to the Internet before continuing with this process.

Demo

Download and install the current SportsBM 5.1 and click on Team Registration Online at the top of
the Main Menu and then click on the Download Demo Swimmers button to download the information
for swimmers that have been previously entered into the registration sign up process. If you wish to
demo how you would customize your web page (called the back end) of the Team Registration
Online process, contact the Active Network by emailing Shannon.Turner@activenetwork.com or visit
us at www.activeendurance.com.

How to Use Team Registration Online

How to Use Team Registration Online

Registered Users

Before importing the information from Team Registration Online, please make sure you have
received the User Name and Password from Active. Then click on Team Registration Online at the
top of the Main Menu or click on File / Import / Team Registration Online. After you have entered a
date range to check for new sign ups, click on the Download Team Registration button and
SportsBM will connect with the Active web site and download the registered groups and registration
sign ups that you previously set up with Active. If you have more than one set of registered groups
defined, then SportsBM will ask you to select the groups you wish to import such as shown below.
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m Team Registration Online |:||E|El

Team Registration Online Demo

Download Team Registration Online Dema Swimmers

Registered Groups
Your Organization has more than w| Hy TEK Sswim Team —
one =et of registration groups 7 HyTEK Swim Team Bronzs Start Date: [ 010108 £ R
available for download. End Date [nonsms )
Pleaze select which set(=) of | |7|
athletes that you want downloaded
o your Sports BUSIMNESS MANAGER
databasze and then click the

‘Dovvnloadd button. Diownload Team Registration |

Cahcel

flHy TEK Swvim Team Gold

Clear All

Select Al

dd

In the sample above, there are three Registered Groups. You may use the Clear All button to remove
all the check marks if there are many in the list and then check the ones you want to download. After
making your selections, click the Download Team Registration button and SportsBM will download
and display the new sign up/registrations that have taken place based on the Start and End dates you
specified (see the screen shot below).

The End Date defaults to Today and the Start Date defaults to 30 days before Today. The Start Date
is the key filter you would use to exclude registration sign ups that you have previously downloaded.

NOTE: Just because Team Registration Online indicates a swimmer already exists in your
database does not mean that some of his/her information has not been changed
online. In general, it would make sense to import the swimmers that are in the Team
Registration Online import whether they already exist in your database or not in order
to update the existing swimmer information with "new" information that may have been
entered online.

CAUTION: If you import the Team Registration Online swimmers and later edit their information
using SportsBM and then subsequently import the same information again,
SportsBM will overlay the existing information about that swimmer with the
information that was in the Team Registration Online import. For example, if you
change a swimmer's telephone number because the Mom sent you an email, the
swimmer's "old" telephone number in the online data would replace the one you just
manually updated.
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wm. Team Registration Online

Athletes Downloaded from Team Registration Online for Jan-01-2008 through Sep-15-2008
Impart Last hame First Mame Miciclle Preferred | Gen Bitth Date Facility Date Signed Up Exist
[ 3 Drawvid Fred B Fred il 1H1995 FriJul-04-2008 []
Daviz Garrett L hl 1MH995 FriJul-04-2008| [
Rizhimasi Andrea F 25211932 Fri Jan-11-2008| [
Sansone Hannah F 12091972 Fri Jan-23-2008| [
Smith Buobkbry Tl 1MM995 Sat Jul-26-2008| [
Smith Donna Donna F 111999 Fri Jan-23-2008| [
Smith hiike A Iike hl 1M2000 FriJul-04-2008| [
Stewart Sally F 1M2000 Fri Jan-25-2008| [
Turner Shannon A pril F 1115985 O
Winter Erika Lee  |Erika F IM1METE FriJul-04-2008| [
ellis ashley F TH 21930 Fri Jan-11-2008| [
Clear Al Import Boxes ‘ Zelect Al Impart Boxes | Clear Impart Boxes far Existing Athletes |
Assign Mewy Athletes to Faciity | B - Create Report | Import Selected Athletes Cancel |

You can sort the list you downloaded either by Last Name or Birth Date. You may choose which ones
you wish to import into your SportsBM Database or click on the Select All Import Boxes button. Note
the Facility column in the list. If the facility is blank, then the Assign New Athletes to Facility combo
box choice will be used to assign the Athlete and Family to a facility. SportsBM will also let you know
if any of these swimmers already exist and give you the choice of updating their information already in
your SportsBM Database. Click on the Create Report button to create a report of the basic athlete
and address information that has been downloaded from Team Registration Online. This gives you a
preview of what is available to be imported. Make your selections of what swimmers you want to import
using the check boxes to the far left and then click on the Import Selected Swimmers button.
SportsBM will then add any new swimmers and families to your SportsBM Database and edit
swimmer and family information that already exists for the selected swimmers.

NOTE: SportsBM decides that a swimmer exists based on a match of Last Name, First Name,
Middle Initial (if not blank) and Gender.
SportsBM decides that a family exists for this swimmer based on a match of either the
Primary Last Name and Primary First Name of parent 1 or a match of the Primary Last
Name and Primary First Name of parent 2.

After the import is completed, a message box appears with the statistics of how many swimmers were
added and edited. This message box gives you the option to create a report that describes which
swimmers were added, which swimmers were edited, and which swimmers were not imported due to
insufficient information. It is highly recommended that you create and print this summary report.
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Accounts Menu/Browser

Click on Accounts from the Main Menu Bar, and SportsBM will display the Account Browser with
athletes at the bottom.

a# Accounts Menu | =] 3
[ = X #4 % F acility I "I [T activeonly [ Inactive Only
sl lc|ole]Flaeln| i ]a]e]liem|nulolerlalr|s|T]u]y|w|=x]|v]z
Acct # |Lazt Mame First Maime Inact |Facility | Ezcrove |Primary Address Address 2 City -
475 |Calderwood Mark & Jane u] 0.00 |7002 Colgate Dr. Springfied
Carrolton Angeling ] ) 000 |95 Lstic Higheeay Tinwvillz
- 429 |Cherish Jack & Laura O ] 0.00 14940 Amaranth Ct Vyoodbricdge
- 462 |Clayton-Schwartz Rick & Betsy ] 0.00 4302 Candlestick Crt Dumftries
445 |Cristo Janet O

] 000  |POBox 163 Voodbricdge -
»

Ol = X #h REG & [ Show &l Athistes [ Sctive Only [ Inactive Only [ Female Only [ Male Onily

Facil'rt\y'l 'I Group I vl Subgroup I vl Thl Group I vI T Subgroupl vl Loy Age I:l High Age I:l

O = < = = I I L o e o = = I I I I I <
Athletes
Acct # |Last Mame i Midl | Gen | Inact |Facility | PayCode |Reg 1D

Y

446 | Carrolton Elizabeth Y F B (] 226 R 7
446  |Carraltan |ert [ |m] O] c | s |p#1seEMENwCARR | 15-mpr-86 | 17 | SR | |
445  |Carroltan | Tarya [H M| O| c | s [112586TANHCARR | 25-Mav-86 | 17 | JR | |
445  |Carraltan |victar [P M) O] ¢ | S0 |0E2391VICPCARR | 23-Jun-31 | 12 | | |
| | | | I | I | | | 1
4| i 3

The Account Browser is a scrolling grid listing accounts and provides a quick way to view accounts and
basic information about them. You can use the Account Browser to quickly locate information about a
particular account by scrolling down the list of accounts. Or, instead of scrolling down the list, you can
locate a specific account quickly by clicking on the top alphabet row. For example, click on the T, and
SportsBM will jump to the first account whose last name begins with a T. To edit account information
directly from the Browser or "grid", just double click on the account. Or, use the Binoculars icon to "find
an account" — just type in the first few letters of an account and SportsBM will find the first matching
account.

To select from various Administrative and Financial reports, click on Reports on the Menu Bar. To go
directly to Administrative reports, click the Printer Icon for Accounts or Athletes. If transactions are
showing in the lower grid, clicking the printer icon creates an invoice for the selected account. If history
transactions are showing in the lower grid, clicking the printer icon creates an transaction history report
for the selected account. Please click Here for detailed information on Reports and report formats.

When an account is selected, only athletes "attached" to that account are displayed. To show All
Athletes, click the "Show All Athletes" check box.

NOTE: You can resize the split window by clicking on the bar between the upper and lower
screens and moving it up and down.

Filtering Information
You can reduce the number of accounts that are included in the upper grid list by "filtering" the
information by:

o Facility
e Active Status Only
e Inactive Status Only
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For example, if you wish to show ONLY Active accounts at one facility in the browser, select the Facility
from the facility combo box at the top and check the Active Only box, and SportsBM will show only
those accounts that meet this filtering criteria.

If athletes are displayed in the lower grid and you have checked Show All Athletes, you can filter the
athlete list with the following choices:
o Facility
Active Only
Inactive Only
Female Only
Male Only
Group / Subgroup
TM Group / TM Subgroup
Low / High Age

Browser Sort Options

The Account Browser is initially sorted alphabetically by Last Name. But you may sort the scrolling list
by other criteria by clicking on any column title. For example, to sort by Account Number, just click
on the column heading labeled Acct #. The same goes for the Athlete Browser. You can click on any
column title (except Acct #) and sort on that column.

Active and Inactive

The Account Browser defaults to include both Active and Inactive Accounts. The activity status is
displayed in the column titled "Inact”. If an account's "Inact" box is checked, the account is inactive. If
you click the box in the column, the activity status will switch. This is the easiest way to change the
activity status, rather than clicking Edit and then changing the activity status.

Click on any topic for more information.
Athletes
Transactions
History
Daily
QuickBilling
Invoices
Reports
Labels
View

All accounts can be filter by Facility (drop down menu), Active Only check box, or Inactive Only
check box.

The Accounts Menu has a split screen with the top portion dedicated to the Account/Family. From left
to right, the screen displays Account #, Last Name, First Name, Inactive, Facility, Escrow, Primary
Address, Address 2, City, State, Postal Code, Country, E-mail, Home Phone, Office Phone, Cell
Phone, Fax Phone.

The bottom half of the screen changes according to your selection of subject area.

Click Here to Add / Edit New Account

Click Here to Delete an Account
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Add or Edit Accounts/Families

There are two ways to enter accounts/athletes in your database:

e Manually, by keying in the information
e By Importing Accounts/Athletes

To key-in account information into your Database, go to the top of the screen and click on the Add
icon.

i Add New Account x|

Primary Contact I Secondary Contact I Comments
Primary Mailing Information Account 8 | 177
Fathier's Last ;] Fathiet's: First : | Fasility - I__,
aciliby : -
lother's Last : Iother's First |
Ermail Biling : [

Mailing Address :
Uze Secondary for Billing : r

Mailing Address

Inactive : [
gy I Sl I jv Entry Fee Escrow | 0.00
Postal Code : Crrt:ILISA I
HEtal hee I L e Reference # : I—
Fillir il Ta' if different from first names and last name
Mail Ta: |
| Swyap MotherFather MNames, Telephones, and E-mail I
Primary Contact Information
Home Phone : | Fax: | QK
Father
Office Phone : | ﬂl
Cell Phone : | i+ Preferred E-Mail
E-Mail Addrezs |
Mother
Office Phone : |
Cell Phane | " Preferred E-Mail

E-Mail Address : |

NOTE: You must first enter an account before adding an athlete.

It is helpful to fill in all Account information, but the only required fields are the Primary Last Name and
Facility Code; all other Account information is optional.

e Two sets of Mailing and Contact Information, Primary and Secondary, are available. Click on
the appropriate tab to enter the information. Under the Primary Contact tab, enter the basic
information. Only enter a "Mail To" if it is different from the first and last name. If you do not
enter a "Mail To" name, the program will default to using the Primary Father's Last Name,
Primary Father's First Name, Mother's Last Name if different, and Mother's First Name when a
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"Mail To" is required. For example, the "Mail To" might be Tom & Mary Jones or Tom Jones &
Mary Leavitt if the last names are different.

e Comments - Click on the Comments tab and type in any information you wish to note about
an Account. NOTE: this information cannot be printed in any report and is limited to 240
characters.

o If you have the Email Invoices Option, check the Email Billing check box for those accounts
that are to receive their invoices via Email. You can designate either the father's or the
mother's email to be used for emailing invoices.

e Check the Use Secondary for Billing box if you wish to use Secondary Contact Information
for billing purposes (click on the Secondary Contact tab and enter the data).

e Check the Inactive Box if you wish to make the account inactive. This action will not remove
any data.

NOTE: SportsBM automatically assigns an account number. You may edit this account number as
long as it does not duplicate one already being used.

Entry Fee Escrow
Enter a specific Entry Fee Escrow amount here if desired.

Edit an Account

To edit an account's information, select the Account you wish to edit. Then either double click on the
Account or click Edit or click the Edit icon. Then make the changes as you wish, and click on the OK
button to save those changes.

Account Icons
Knowledge of the meaning of the following icons is central to effective use of SportsBM.

ODE X$S

The first icon, the folded sheet of paper, means "To Add".

The second icon, the open folder, means "To Edit".

The third icon, the big X, means "To Delete".

The fourth icon, the dollar sign, means "To Display/Edit Balances".
The fifth icon, the printer, means "To Print" or create a report.

Entry Fee Escrow

When you add or edit an account, you can enter an Entry Fee Escrow amount which is used on the
invoice to automatically collect advance funds for entry fees.

Many teams pay their team's entry fees in advance of the meet and then bill their members. The
escrow amount will enable you to collect money from your members as an advance deposit on fees
that you will deduct from their accounts later. The amount you put here will be used when printing
invoices to re-establish the escrow balance when the balance in the entry fee account goes below the
trigger amount. The amount you place can be different for every account and should be proportional to
the number of athletes in the account and the number of meets which they attend. For example, if the
trigger amount is -10.00 and the escrow amount is $40.00 for a particular account and the entry fee
balance is a $4.50 credit (which is less than the -$10.00 escrow trigger), then $35.50 would be added
to the balance due on the invoice to bring the escrow back to $40.00. If the balance was a $10.01
credit, then nothing additional would be added to the invoice because it is greater than the trigger
amount by one cent.

Enter your own internal Reference # here. A cross-reference number is available for each account for
referencing other internal accounting systems within your organization and only shows up on invoices.
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Use of the reference # is optional.

Click on the OK button to save the information that you have entered for a given account.

Delete an Account/Family

To delete an Account / Family, click on Accounts from the SportsBM Main Menu Bar, highlight the
correct Account / Family. Now click on the Delete icon. SportsBM will prompt you to make sure you
wish to make the deletion. If you delete an account, all athletes and transactions associated with
the account will also be deleted. If you do, just click on the Yes button to finalize the deletion in your
SportsBM Database. This also deletes All current and history transactions associated with the account.
Please note this action is not reversible. The normal procedure is to just make the Account "Inactive"
by checking the Inactive check box.

New Account Balance

When entering a new account, you can enter the previous balance from a prior accounting system, if
any, for each of the five invoice categories. This also updates the Day 1 previous balance for a new
account. A minus amount means it is a credit balance.

w, Balances B3

George and Tara Jackson - Account # 1002

Entry Travel Taxable Ho Tax

Dues Fee Funid Sales Sales

Current Previous Balance : | 16500 | 2500 | “zoon) | oo | 0.00
Current Balance : | 165.00( 5 -25.00| -120.00| 0.00/ 0.00

Previous Balance Date @ | 02M 0504 H vl

Cancel |

To enter previous balances, from the Main Menu, click on Accounts / Transactions. Then click the
dollar sign icon (mid screen) to display an account's Balances. Enter the accounts balances from the
prior accounting system into the Current Previous Balance row. To edit the Day 1 balance, click on
History at the top of the Account Menu and then click on the dollar sign icon. If there are no history
transactions, the Day 1 Balance and the Current Previous Balance are the same.

Add an Athlete to an Existing Account

Click on Accounts from the Main Menu Bar and then click on Athletes at the top left to view the
Athlete Browser at the bottom of the page. Go to the middle of the screen for athletes and click on the
Add icon to add an athlete. From this screen, you can use icons to Add, Edit, Delete, Find
(binoculars), REG (USS Swimming registration only), and Print. To search the entire athlete database
using the Find icon, you must first click the "Show All Athletes" box. You can filter all Athlete
information by using the Active/lnactive and Gender check boxes as well as filtering by Facility, Group,
Subgroup, TM Group, TM Subgroup and Low and High Age Ranges.
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[1 = X # REG & [ ShowAl Athietes [ Active Only [ Inactive Only [~ Female Cnly [~ Male Qnly

‘ Facllltyl "I Groug | "I Subgroug | -I Th Graup | -l TH Subgmupl "I Lowape [ | Honase [
slelelolEe|l Frle|lH] 1|y ] k]L|um]u]laoalrlalre|s| t]ul|wv]w]|z=
Athletes
ALCT# [Last Name 0 . Freferrad

ENTRENTRTIY

NOTE: You must first enter the athlete's parent account before adding an athlete's personal
information. All Mailing and Contact information is entered when you add or edit an

account.
imi. Audd Hew Alhlele [_ O] =]
For Hathan and Laura Alhert - Account # 458
Athlate Inlormation
Last Mame : B FirstMame: | inimal: [

Prefermed Marme : Birthoiate © (MDD Y B~ Age |

Buile Iy | 10 4 | Female : ¢~ Male : Imactve : [
Facility : I vl Pey Cocle ISTD 'l School v -

Medical | (T ] T Lse Secondary address : T
Doctor's Mame I Group Aesignmeanis
Doctor's Phone : | Eroup : TI
EMErgency’ Contact I SUBCroup VI
Emergency Cantact Phone : I T SHroup : VI
T Subgroup "I
Medical Sondlton
Join Date ©  |04r30i03 (AT ]
Medication :
Reglstratidan | D |

cancel |

You must provide the basic administrative information about the athlete: last and first names, gender,
and facility.

If you are entering age group athletes, it is important to enter the athlete's birth date. SportsBM wiill
calculate the athlete's age based on today's date and will continually update that age.

The Build ID feature is only available for Swimming with a Team Registration Type of USS for USA
Swimming, AUST for Australian Swimming, NZSF for New Zealand Swim Federation, or SSA for
Swimming South Africa.

Pay Code

From the Pay Code combo box, select a Pay Code. The pay code is used for the QuickBilling
system. The basic concept of the system is to charge each athlete according to a four letter Pay
Code. When you first add an athlete to the database, he or she is automatically given the STD
(Standard) pay code. This standard pay code tells SportsBM to refer to the fees assigned to the
athlete's group / subgroup combination. Each group may have a separate fee for the first, second,
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third, fourth, and fifth athlete in any given account. If you do not have QuickBilling, then this entry will be
of little use. However, the four character default code STD (standard) is placed here regardless. SKP
(skip) means do not charge and do not post anything when using QuickBilling.

F=y Code: |3TD =

Eomments (s

HS S i

Medical Information
Click on the Medical tab and enter medical information specific to the athlete.

Custom Information
Click on the Custom tab and enter information for up to 3 Custom Field names. To set up your
Custom Athlete Field names, click on Set-up / Preferences / Set-up Preferences.

Comments
Click on the Comments tab and type in any information you wish to note about an athlete. Note: this
information cannot be printed in any report.

Medical | Gustom | Gomments

Doctor'a Marne :

Ooctor's Phone :

|
|
Emergency Contact |
|

Emerdency’ Sortact PRone :

Medical Conddan :

il edlication :

High School or College Team

If you are entering High School or College athletes, be sure to enter their School Year. You can
customize how you describe a School Year by adding a School Year Code (For example, you may
want to enter School Year Codes of FR, SO, JR, and SR or 9, 10, 11, and 12) - for more information
on how to add Codes, see Groups and Subgroups.

Additional Optional Information
Click on the Inactive box to declare an athlete as "inactive.
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Group Assignments
Click on the desired combo boxes and assign the athlete to any of the four types of groups. It is very
useful to at least assign all athletes to a Group. The Subgroup and TM Group / Subgroup are optional.

Group
Subgroup

TM Group
TM Subgroup

Join Date
Type in the date or use the calendar menu to select the athlete's joining date.

Registration Button
Click the Registration button, and the USS Registration form will appear.

Click on the OK button to save the information that you have entered about a given athlete that you are
adding or editing.

To Edit or Delete an Athlete

To edit an athlete's information, click on Accounts from the SportsBM Main Menu Bar, highlight the
correct account, and then highlight the athlete in the Athlete Browser at the bottom of the page. Now
either double click on the athlete's name or click on Edit or the Edit icon. To delete an athlete,
highlight the athlete in the Athlete Browser at the lower half of the screen, and then click on Delete or
the Delete icon. SportsBM will ask for confirmation. Normally you would just make the athlete
"Inactive"”, rather than deleting him/her.

Athlete Browser

From the Main Menu, click on Accounts, and then click on the Add command or Add icon at the
bottom half of the screen to view the Athlete Browser.

The top part of the Athlete screen includes the standard icons for Adding, Editing, Deleting, and
Finding; if you wish to create a USA Swimming Registration card for the highlighted Athlete, click on
REG.

You can filter Athletes by the check boxes: Show All Athletes will show all athletes in the database,
not just the ones associated with the current account. You can also filter by Active/lnactive Status,
Gender Facility, Group, Subgroup, TM Group, TM Subgroup, and a Low Age to High Age range..

(1 = X @&k REG & [ Show &l sthistes [ Active Oty [ Inactive Only [ Female Only [ Male Onily

Fac:il'rtyl j Groupl j Subgroupl vl TMGroupI v| TMSubgroupI v| LowAgeD High &g |:|
sle]lec]lole | F el ] o]lk|lL | m|u]laoalr|lalr]s|t]u]w]|w|x]v]|:z
Athletes

Acct # |Last Mame

Ao

Carroltan Y F 12 FR 2 -96 [
446 |Carralton |rent KN | STD  |D41586HENVCARR | 15-Apr86 | 17 |
446  |Carrolton |Tarrya [H [ M | STD  |[112586TANHCARR | 25-Mov-86 | 17 | JR | |
446  [Carralton |wictor [P [m | | sT0 |DE23XWICPCARR | 23-un-31 | 12 | | |
. . ai . . ! . ! | =
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Edit or Delete an Athlete
Edit an Athlete

To edit an athlete's information, click on Accounts from the SportsBM Main Menu Bar, highlight the
correct account, and then highlight the athlete in the Athlete Browser at the bottom of the page. Now
either double click on the athlete's name or click on Edit or the Edit icon.

Delete an Athlete

To delete an athlete, highlight the athlete in the Athlete Browser at the lower half of the screen, and
then click on Delete or the Delete icon. SportsBM will ask for confirmation. Normally you would just
make the athlete "Inactive", rather than deleting him/her.

Registration

If you are a USA Swimming team, click on REG next to the printer icon in the Athlete Browser when
you want to enter Registration information according to the USA Swimming National Registration
Guidelines. You can later Export your club's registration information to your LSC for subsequent
integration into the National Database. Please click Here for more information about Exporting
Registration, and Here for information on Registration Preferences, and Here for information about
the Registration Report.
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m| Athlete Registration : E| [Z|

Athlete: Brighter, Marilyn &

_ Seasonal FIrA Federation
Registration Date: =
IR & | ey H - * b - Year Round Are you a member of
Ctizen of: [za - | 1 - Seazon i another FIMA Federation 7
2 - Seaszon 2 Yes * Plo
Exported in Batch: e Federation - |
Dizahlity Ethnicity otatus
) . . . . * Plewy
[~ A Blind or Wisuslly Impaired [ @ Black or African American
) Renewal
[ R. Asian Change
B. Deaf or Hearing Impaired =, Whit
[ eaf or Hearing Impaire [ e Ot

[ T.Higpanic or Latino

C. Phyzical Disabilty such az ¥ - Mo Re
[ ampljatiun cerebra:I o [ U. American Indian and Alaska Mative .
' [ . Some Other Race 5
D. Cogritive Dizshilty such as r Wi hlative Hanvaiian and Cther )
[ mere] reheraliEm Pacific lzlander Print Form
“Year 2010 * Year 2011
Cancel

[ Checkto learn more about USA Swimming Community Inftistives

W Check if yvou would like to receive the electronic USA Swimming Meswsletter
(must be 13 years of age or older] and then enter an E-Mail Address inthe box below .

FamilyMHousehold E-Mail Address |k:urightermg@gmail.n:u:um

Year of high schoal gradusation : (2015

Global

There are several global utilities designed to save you time. Click on Accounts from the Main Menu
Bar and then click on Global to display the following choices:

Delete Transactions

Accounts / Athletes

Feqgiztration Status

Global Delete Transactions

Delete Transactions allows you to delete a set of transactions that may have been posted in error. For
example, you may have accidentally run QuickBilling a second time and thus billed all athletes twice
for the same month's dues. From the global delete, you could select the transactions to delete and
remove them all with one mouse click.
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Global Delete Tranzactions

Select All
© De-Select Al

Invoice Categories
& all Tranzactions
' Dues Cnly
™ Ertry Fee Only
= Trareel Fund Onily
' Taxable Sales Only
' Non-Taxable Sales Only

Delete Selected Transactions How |

Transaction Date Range
=R
=R

From : [ 141/01/03

To: [ 1214103

i [=] B3

Transaction Types

¥ Buoth Charges and Credits
- Charges Only
' Credits Only

Select | Acct#®

Allen, Martha
265 |Alen, Martha
265 |Alen, Martha
265 |Alen, Martha
302 |Bailing, Marman
302  |Bailing, Marman
266 |Barrett, Lori
Barrett, Lari
266 |Barrett, Lori
266  |Barrett, Lori
236 |Bleskly, Ancy
236 |Bleskly, Andy
236 |Bleakly, Andy

L OOOoOooooOoooOy

s

Code | Posting Date

117802003
120172003
1201472003
11152003
120152003
11152003
11552003
120152003
121472003
110102003
112972003
120172003

Lae e B we i w R e R e e R e e e e 1

De=cription

Dues Paid CHE935

Dues December 2003 for Katherine
Payment Received CHYOE2

Dues Movember 2003 for Micole
Dues December 2003 for Micole
Dues Movember 2003 far Micholas
Dues Payment for ot CH2213
Dues December 2003 for Micholas
Payment Received CH237

Dues Movember 2003 for Brooke
Payment CH2179

Dues December 2003 for Brooke

E6.00 0.0

0.00 56.00 (Dues
56.00 0.00 | Dues
0.00 B6.00 (Dues
BE.00 0.00 |Dues
BE.00 0.00 |Dues
BE.00 0.00 | Dues
0.00 B6.00 (Dues
BE6.00 0.00 | Dues
0.00 56.00 (Dues
56.00 0.00 | Dues
0.00 56.00 (Dues
B6.00 0.00 | Dues

5

To filter your transaction list, pick a date range, an invoice category, and a Transaction Type. Click the
Select check box for each transaction you wish to delete and then click Delete Selected

Transactions Now.

Global Accounts / Athlete
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w. Global =10] x|
Accounts Athletes
% Activate Sccounts 0 Activate Athletes
" Inactivate Accounts " Inactivate Athlstes

[ Change Athlete Status if Inactivating Accounts

i Change Ertry Fee Escrow Amounts to: I 0.00

Account Status
0 Active Drly Take Action
% |nactive Orly S —
£ otive & Inactive - —
Facility : I j

The Accounts / Athletes global allows you to quickly activate or inactivate a set of accounts, activate
or inactivate a set of athletes, or to update the Entry Fee Escrow Amounts for multiple accounts.

When you start a new season, you might want to Inactivate a set of accounts and if so, you have the
option to also Inactivate the athletes attached to those accounts at the same time if you check the
Change Athlete Status if Inactivating Accounts check box.

To change all accounts to a $100.00 escrow balance, click Change Entry Fee Escrow Amounts,
click Active Only, leave the Facility blank to mean all facilities, and then click Take Action.

Global Registration Status Update
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w, Begiztration Statuz Update =]
From Status To Status

(Ol " Blank

£ ey £ ey

i~ Renewal i~ Renewal

i~ Change i~ Change

' Delete ' Delete

¥ - Mo Reg ¥ - Mo Reg

Athlete Status Group Filters

& Active Only
™ Inactive Cnly Group I j'
O Active & Inactive Subgroup - | 'I
Faility I "’I

Ok | Cancel

Registration Status global allows you to change the registration status of any set of athletes. For
example, at the beginning of the season, you might want to change the registration status of all active
athletes to Renewal. After doing this, if you run the Registration report, all the active athletes will be on
the report and if your database is setup for USA Swimming, all active athletes will be included in an
Export if you export Registrations.

View
From the Main Menu, click on Accounts / View. By clicking on View, the following choices appear:

e Last Account Entered First - checking this item will switch the order of accounts; for example, the
last account will appear at the top of the accounts list. Note: Account numbers will not change.
When SportsBM is restarted, the original account order will appear.

e Last Athlete Entered First - checking this item will switch the order of athletes; for example, the
last entered athlete will appear at the top of the athletes list. When SportsBM is restarted, the
original account order will appear.

e Show Athlete Age - check this item for an "Age" column to appear in the Athlete menu.

e Show Athlete Birth Date - check this item for a "Birth" (birth date) column to appear in the Athlete
menu.

e Show Athlete School Year - check this item for a "Yr" (School Year) column to appear in the
Athlete menu.

e Show Registration ID - check this item for a "Reg ID" column to appear in the Athlete menu.

e Show Preferred Name - check this item for a "Preferred" (Preferred Name) column to appear in
the Athlete menu.
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NOTE: Unchecking any item will remove the column related to the item.
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Transactions Menu

The Transaction section is where you post charges and credits to accounts so that you can bill them
for balances due. This Section includes information on how to Enter and Edit Transactions; how to
view the History file; how to adjust Previous Balances; how to print the Daily Report; and how to use
the SpeedAdd feature.

Transactions

The Transaction section is where you post charges and credits to accounts so that you can bill them
for balances due. This section includes information on how to Enter and Edit Transactions; how to
view the History file; how to adjust Previous Balances; how to print the Daily Report; and how to use
the SpeedAdd feature.

From the Main Menu, click on Accounts. There will be two grids shown with an account list in the top
grid and an athlete list in the bottom grid. Click Transactions at the top to have the athlete list replaced
by the transaction list. To enter a new transaction, first select the desired Account from the top list of
accounts. Then click the Add icon just above the list of transactions in the lower grid. To edit an
existing transaction, click the Edit icon or double click the transaction.

m. Add Transaction
For Edgar and Edna Brade - Account # 368

Code : IE vI Entry Fee

Posting Date : [02/11/04 -l

Description : I j
Punning Totals

Charge Amount : | .00 35.00
Payment Amount : | 0.00 0.00

Dezcriptions | Split Cancel

Current Balances

Dues : 85.00

Entry Fee : -50.00

Travel Fund : -215.00
Taxable Sales : 0.00
Hon-Taxable Sales : 0.00
Total : -150.00

NOTE: As you add Transactions, the Account Balances at the bottom of the Add screen are updated.
In addition, Running Totals are displayed when you are adding multiple transactions to the same
account. In the above example, a 35.00 charge has already been added.
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Select your Code from the combo box. This is the invoice category.

Code: |E j Entry Fee
] Dues
Posting Date :
T Travel Fund
Description: (5 Taxable Salesz
i Mon-Taxable Sales

Charge Amount : | 0.00 35.00
Payment Amount : | 0.00 0.00

Be certain that the posting date is correct. You must add a description. You can type in a
description or click the down arrow at the end of the description text box and select from your set of
Memorized Descriptions. If you select from the memorized descriptions, you can still edit that
description after you select it. To add to the memorized list, click the Descriptions button in the Add
Transactions window and that takes you to the memorized descriptions list. From this list, as shown
below, you can add new memorized descriptions and edit or delete existing ones.

wi. Transaction Descriptions _ O]

Add  Edit Delete Help

& X&)

Tranzaction Description

L Payment overdle |
- Fleaze pay by the end of the morth, Than

After entering the transaction description, enter the Charge Amount (debit) and/or the Payment
Amount (credit). You can enter both a charge and a payment on the same line and the amounts can
be negative. For example, suppose you had charged an account $70 for the coming month's dues and
you received a $60 dues check and your policy was that if it was received on time, you offered a $10
discount. You could enter 60.00 for payment and -10.00 for charges to indicate that you were

"reversing the dues charge by $10."

If you need more category detail on what a charge or payment is applied to, you can use Invoice
Subcategories to provide that detail for your own reports. These invoice subcategories do not show on

invoices. Click on the Split button in the Add Transactions window.
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m. Split Invoice Transaction _ Ol
Subcategones  Help
Aot : 0.00
Total : 0.00
Difference : 0.00
Subcategory Amount | -
a 1 - 0.00
L] 000
3 |Leszon Fees oon
] 4 |Meet Fees 000
5 Plane Ticketz 000
— = Raffle Proceeds 000
— Registration Fees :
| 7 | Swim-athon 0.00
8| Training Fees 0.00 éll
—  |Uniforms
Ok | Cancel

To add invoice subcategories, click directly into the Subcategory cell and then you can select from the
subcategory list previously established in the Set-up Menu. As you enter the Splits, the difference
between the total of the splits and the transaction amount is displayed. Normally you would want the

difference to be zero.

w. Splt Invoice Transaction _ O]
Subcateqoriez  Help
Amount ; ZE0.00
Total : ZE0.00
Difference : 0. 00
Subcategory Amount | -

L 1 |Plane Tickets 225,00
- 2 |Registration Fees 252.00
| 3 .00
| 4 .00
| = .00

G 0.oo éll

8] cancel

After a transaction is added or edited, you return to the Account/Transaction screen. The Transaction
screen below shows a sample set of transactions. Note that the account Balances in each of the five
Invoice Categories is displayed above the Transactions. These balances are updated whenever a

transaction is added or edited. You can sort the transaction list by clicking any of the column headers
(except category). Initially the sort is by Invoice Code.
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O & X $ % Balances : | Dues: 35.00 | Entry Fee: 50.00 CR | Travel Fund: 215.00 CR | Taxable Sales: 0.00 | Ho Tax Sales: (.00

Current Transactions for Account Z 368
Pozting Date |Description
THR2003  |July dues for Emily
E | S7/2003 |Escrow Paymert
T | 72003 |Fundraising
T | 2112004 |Bus charge
|

000  50.00 |Ertry Fee
000 250,00 Travel Fund
3500  0.00(Travel Fund

Print an Invoice
To print or view an invoice for the current account, just click on the Print Icon as shown above. This is a
quick way to create and print an invoice for just one account. Whether a message prints with the
invoice depends on the setting in the Invoices Menu. To change the message, you click Invoices at
the top of the Accounts menu bar. From there you can select from your various sets of saved invoice
messages. You can also select whether you want athlete information listed at the top of the invoice or
not. And you can choose the sort order for the transactions on the invoice to be either

¢ by invoice code and by posting date within an invoice code

or
* by posting date.

Previous Balances

In addition to the usual Add, Edit, Delete, and Print icons, there is a dollar sign icon that appears
whenever transactions or history transactions are displayed in the Accounts screen. Clicking the dollar
sign when Transactions are shown will display a menu with Current Previous Balances as well as the
Current Balances in each of the five invoice categories. Normally, the only time you would adjust a
previous current balance is right after you have entered a new account into the database.

w, Balances B3

Edgar and Edna Brade - Account # 368

Entry Travel Taxable Ho Tax

Dues Fee Fund Sales Sales

Current Previous Balance : | 1000 | ool | ooo | 000 | 0.00
Current Balance : | 55.00( -50.00| -215.00| 0.00/ 0.00

Prewvicus Balance Date : | 05,2503 H vl Accept |

In order to transfer account balances from your previous accounting system to SportsBM, you will
need to enter the account balances and the effective date of those account balances for each new
account. The current balances of the old system thus become the current and previous balances of
the new SportsBM system. If there is a credit balance for any category, then place a minus sign in
front of the amount.

History

After you have printed invoices and mailed them, you perform a Close-Out of current transactions to
move them to the History Transaction file. Click Here for information on how to close-out invoices. If
you do not close-out the transactions, the next invoice will contain the same transactions from the
previous invoice plus any new transactions. This will be confusing to your members and so it is
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recommended that a close-out be performed after each invoice mailing.

To view the History files, from the Main Menu click on Accounts and then click History at the top of
the menu bar. Select an account and that account's list of history transactions will be displayed. You
cannot edit a History transaction. If you find there is an error in a History transaction, such as Mary
being charged $60 for dues, then enter a new transaction to Transactions with something like "Reverse
July dues for Mary" and put in -60.00 in the charges column. If you were to edit a History transaction,
there would be no way for the account person to know you changed it.

Print History
To print or view a list of History transactions for the current account, just click on the Print Icon as
shown in the previous screen. This is a quick way to review the transaction history for just one account.
This summary will sort by invoice category and provide sub totals for charges and for payments for
each invoice category. Plus there will be a grand total. If there was a Day 1 balance for any invoice
category, that balance will be included. The report below is sorted by Category and then by Posting
Date. To sort by Posting Date or to limit the transactions list to those Since a certain Date, click the
Heart icon shown above and you get the History Preferences as follows:

iw. History Repork Prefe

Sort

=10l x|

e Invoice Code

" Posting Date

Since Date for Transactions —

05001 106

=Rl

Cancel |

!I $ é Balances : | Dues: 1.00 CR | Entry Fee: 3.01 CR | Travel Fund: 2,086 CR | Taxable Sales: 12,086 CR | Ho Tax Sales: 212 CR
History Transactions for Account 2
Code | Posting Date |Description Charge Credit  |Category
- E 1172172003  |entry fees 0.00 22,00
- E 12/3/2003  |Paducah Swimfest 04 for: Ava 40.50 0.00
- E 12/3/2003  |Pentathlon Sprint O3 for: Ava 26.00 0.00
E 121672003 |entry fees 0.00 66.50
: E 2M352004 | Surcharge for Grest Times for Ava 5.00 0.o0
- E 3M8/2004  |entry fee .00 1.00
E 4772004 |Small Club Championships entry fees for: &va 17.00 0.00
] E 41672004 |entry fee 0.00 5.00
: E 20372004 |Pentsthlon surcharge for Ava .00 0.00|Entry Fee
- E TME2004  |ertry fee 0.00 21.00 |Ertry Fee
E 8M0/2004  [Long Course Championship for: 2950 0.00 |Ertry Fee
: E 10/M872004 |Entry fee 0.00 29.50 (Ertry Fee
- E 10/28/2004 | Carboncale 200 for Ava 21.00 0.00|Entry Fee
E 1102272004  |entry fee 0.00 21.00 |Entry Fee
] E 12/20/2004 |PADUCAH SWIMFEST OS5 for Ava 36.50 0.00 |Ertry Fee
: E 1M872005  |ertry fee .00 36.50 |Ertry Fee
- E 11172005 |Meet Entries for Carbondale 300 for Ava 21.00 0.00|Entry Fee
E 111772005 |Meet Ertries 0.00 21.00|Ertry Fee
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Licensed To: Hy-Tek, LTD. Mest Services

History Transactions

&5/2003 Pagel

Myron & Farrah Farolona
5300 Stockton Crt.
Winston, VA 22193

Facility: Andrews Facility
Active Status: Inactive

Account: # 328

Home: 626-448-2224
Office: 200-764-1873

Last Invoice: 971472001

D - Dues
Posting Date Description E:-hﬂ.rgss Credits
21942000 dues for Al and Tayesb 2715 - 3/15 100.00 100.00
INTIZ000 Ay 3115 -4115 S0.00
372000 Tayeeb 3/15-4/15 S0.00
FIFE2000 el 2337 10000
A 22000 chk 2348 dues for bows 4415 - 515 100,00 10000
51142000 Al 50.00
2272000 cl 23687 S0.00
10182000 Sadiyah 12 sessions for minnows 40,00 4000
10182000 part anmal dues bal next payment $154 50 14000 14000
1071 %/2000 final paymt 184 50
111162000 ck24s9 18450
2 %/2001 Sadiyah 2000
3/1/2001 CASH, Sadiyah to 4/% 20,00

Day 1 Starting Balance

There is a dollar sign icon that appears whenever History transactions are displayed in the Accounts
screen. Clicking the dollar sign will display a menu with the Day 1 Starting Balances in each of the
five invoice categories. Normally, the only time you would adjust a Day 1 starting balance would be if
you forgot to enter this balance when first adding the account to the database.

w, Balances B3

Edgar and Edna Brade - Account # 368

Day 1 Starting Balance : |

Entry Travel Taxable Ho Tax
Dues Fee Funid Sales Sales
4300 | 2zon) | ooo | oo | 12 50

Day 1 Starting Balance Date :  [03.09/00 =
Cancel |
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Daily Report

More than likely, the most useful report that SportsBM has to offer is the Daily Report. It summarizes
the day's activities. To access the Daily Report from the Main Menu, click on Accounts and then click
on Daily at the top of the menu bar.

e Whoever is responsible for the bank deposits and the computer data entry will rely on the Daily
Report to check the day's work and to verify the accuracy of the bank deposit.

e Whoever is responsible for the books for recording income for the tax return will rely on the Daily
Report for the breakdown of the income into the five account categories.

e Whoever owns the organization will rely on the Daily Report to be kept abreast of the organization's
progress and to check the accuracy of the data that is going into the computer.

First, click on Daily at the top of the Accounts screen, and the following box will appear.

w, Daily Report
Date Range
4 ¥ Include Transactions that have been E dited
Fram : (02411404 21
| G ¥ Include New &ccounts Added
Ta: |I]2£11£EI4 21 -

¥ Include Mew Athletes Added

Facility : I E - I

Choose the Date Range by either typing in the numbers or using the drop down calendars. Normally
the date range would be for one day. You have choice to include Edited Transactions, New Accounts,
and/or New Athletes.

The Daily Report has Five Parts
1. The first part is an alphabetical account list of all charges and credits entered for the day. It includes
a grand total for the charges and a grand total for the credits.

2. The second part of the daily report is a breakdown of the total amount charged and credited to each
of the five account categories. In addition, the total balance due for each category from all facilities is
listed along with the escrow amounts owed to accounts for each of the five categories. Note: If you
have the Checkbook Option, click on Auto Deposit for details on how to automatically post the deposit
amount to the Checkbook Register.

3. The third part of the daily report includes a listing of corrections that were made to the transactions
previously entered.

4. The fourth part is a list of all new accounts added during the date range selected.

5. The fifth part is a list of all new athletes added during the date range selected.
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Daily Repost - 6572003 to &/52003
Dte Frinted - 652003 3:32:20 FM

Rockif Marme Date Catewory Descridption Chaxoes Credits
458 Alber:, Nozmanm & Lesuca /5 2000 Teavral Fund FPundeaizes o. 0% Q28,00
458 Albexzs, Horman & Lauxza E/LA2002 Taxzbhla Zalam Gizles suit and goggles TE. 5 0.4ao
A58 Albexsz, Normanm & Lsuca EFESZ00D Entxy Fea HBummez Lowmg Couzma Jplash z8. 00 0.ao0
488 Albexs, Morman & bauxa EAES200S Travel Fund Las Vagas Teap 580, 00 0,40
R58 Albeaxs, Normaw & Lsuras EALEFEODD Mo Tax S=xlam Hpaghattl dinnsz LS. DO 0,00

HE5, 15 FHE.OD
Chorges Credits Category Balance Due Excxow
.00 D.03 Du=ss= A1633.83% —L80.7%
Z8.00 Q.00 Entey Fzea g3R.00 —-a3.00
550,00 I0B.003 Teawsl Tuad S57.00 -4z20.4d0
TE.T5 D.0F Tamable Jales 23E.70 =L.4aB
15.00 D.03 He Tax Jales 244.00 o.aD
EE5. TS el L L I54E.55 -F4T7.63
Hosd fied Transactioms
oot Hame Date Dezcrdption Chax e Creodit= Eddt Dats
old 412 Anderson. Douwgy & Lisa SSEFEOOR T swim-a-thon o.ao L20.00 &/572003
Rew 412 Andepson. Douy & Liza s/S2,2003 T swim-a-thon o.go0 L20.00 B/572003
o014 450 Albert., Norman & Lauvra G/S15/2003 N Apagheoci dinner 1500.00 o.00 65572003
Hew 450 Albeet, HNorman & Lasza GSAE/E00T H Bpaghseti dinnes 15.00 0.00 &/5,/2003

= Wa accounts ndided durdng the perdod selected.

Reverse Charges

When entering transactions, there will be special situations in which it will not be obvious what to do.
This situation could arise when an account has been overcharged or charged in error and you need to
"reverse charges" to rectify the error. The obvious way to handle this is to go to Accounts /
Transactions and double click the entry and edit the charges. But you cannot edit the transaction if the
transaction has already been "closed out”. Now you must enter a new transaction that states "reverse
charges" or "credit for overcharge" and enter an amount in the credits column. But the bank deposit
will not balance with the Daily Report because there was no "check" for the credit. The way around
this is to post the "credit" in the charges column with a minus sign in front of it. Then it really
does meet the definition of "reverse charges" and will not affect the bank deposit calculation on the
Daily Report.

Late Payments

If you charge a late fee for overdue charges, add the late fee to the monthly dues charge beforehand,
and subtract the late fee if the payment is on time by using the Reverse Charges method.

Speed Add

This routine is designed primarily for posting entry fee charges or monthly dues charges and is used
effectively in conjunction with the Athlete Posting Reports available from the Reports Menu.

Write down the amounts on the Athlete Posting Reports and then use those sheets to quickly enter
your SpeedAdd transactions.

SpeedAdding Similar Transactions
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To create a SpeedAdd Transaction, from the Main Menu, click on Accounts / SpeedAdd.

w. Speed Add =] 3

% Enter the charge or credit amount in the Amount column

Postto Accounts |

—— Account Filker —— Code : I T vI Travel Fund

% active Only
O Inactive Cnly Posting Date : | 02/11/04 | .y

" pctive & Inactive

Description : [FundRsiser Fee -
Facility : I "I I J

= Charge " Credit

Acct # Amourt  |Last Mame First Mame Inact |Facilty | Athletes | -
458 .00 Albert Ozcar & Laura | C |Janet, Kathy
412 2500 Andresonn Andresy & Linds | A |Casey
456 2500 AFENOLIE Sally & Regy | o |Alyssa

1001 2500 Balley Michael & Sandra | C |Jane, vz, Morma, Bs
433 2500 Balley Michael & Sandra | C |Grace, Mevell, Ros
225 .00 Baronet Rhonda & Ryan | C |James, Philligp, Bailey
427 .00 Bertley Ron & Sylvia | C |Peter
220 2500 Bizhop Marton & Beth | C |Haley, &aron
457 .00 Borgman, Sr Tom & Anns | A | Thomas
268 .00 Brace Edgar & Edna | o |Angels
Fal 0.00 Braciy Milzs & Rose [ C__ |Shag éll

Select a Code by using the combo box.

Select a Date by using the calendar menu.

Type in a description of the transaction (ex: Memorial Day Meet Fees)

Select either Charge or Credit.

Use the account filter to reduce the account list to one facility and/or active only, inactive only, or
both active and inactive.

aRWN P

Now, for each account to be charged, enter the amount in the Amount column. Skip over the accounts
that do not need to be charged. For example, when posting entry fee charges for a particular meet, the
date, the name of the meet, and the account category remain the same for all accounts entered in the
meet. The speed adding routine allows you to enter just the amount of the entry fee charge in the
column next to the correct account. SportsBM will then post the date, the transaction description, and
the category for you. The posting of monthly dues could also be done this way. For example,
assuming the description in 'May dues"”, the date is "07/01/03", and the category is "D", you would
merely post the amount for each account. At any time, you can click the printer icon to see what the
entire posting will look like. After you have entered the charge or credit amounts, click the button Post
to Accounts. A screen will appear with the following message: "Begin posting? You can create a
report before posting by clicking the printer icon." This message reminds you to create a report in case
you have not done so.

After the program has completed posting the amounts, a message will pop up to tell you how many
transactions were posted. Click OK, and you will return to the Accounts Menu. All SpeedAdd
transactions can be printed in the Daily Report or in the Transactions Report.
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QuickBilling

This section describes how to post charges or credits to many accounts very quickly. There are three
parts to QuickBilling:

e QuickBill Fees - This feature can charge every athlete their monthly dues fee in a matter of
seconds.

e Transaction by Account - This feature can charge or credit a group of selected accounts the
same fee simultaneously.

e Transaction by Athlete - This feature allows you to select a group of athletes and charge or credit
their parent account the same fee simultaneously.

NOTE: QuickBilling is an additional option that may be purchased in addition to the basic
SportsBM program. To see if you have this option, from the Main Menu of SportsBM, click
Help / About. Click Here for information on ordering any additional options.

To display the QuickBilling Menu, from the Main Menu, click on Accounts / QuickBilling.

i, QuickBilling =] 3
= Select All . . . . .
dh —— Facility I 'I & pctive Only  © Inactive Only  © Active & Inactive
alelc]oJE]F]IG|H| 1 [a]k|L|[M][u]o]Jr|la]r|s|T]u|v]|w|=]Y]|z
Select | Acct # |Last Mame First Mame Imact |Facility | Escrow Dues Entry Fee |Travel Fund|zxable Sale|lo Tax Sale «
O 455 |Albert Oscar & Laura O C 0.00 25.00 16200 7275 15.00
Il 412 |Andresonn Andrevy & Linda O A 0.00 15.00 -120.00 2000 o
O 456 | Armour Sally & Reg O C 0.00 12500 4500
O 1001 |Balley Michael & Sandra O C 0.00
O 435 |Balley Michael & Sandra O C 0.00 15000 G0.00
O 225  |Baronet Fhonda & Ryan O C 0.00 34500 40.00 -200.00 1285 1400
O 427 |Bertley Raon & Sylvia O C 0.00
O 220 |Bishop Morton & Beth O [ 0.00 75.00
O 457 |Borgman, Sr Tom & Anna O A, 0.00 555,00 218,00 _Iﬂ
« | 3

QuickBill Eees] Tranzaction by Accuunl] Tranzaction by gthlete] Standard Fees] Special Fees]

= All Groups Code : ID vl Dues
" Selected Groups _I Posting Date : [ 0271204 2+

Description : |

" All Subgroups % Ignore [ Maximum Charge per Account : | 0.00
" Selected Subgroups _I

QuickBill Fees Concept

It is very likely that more than half of your organization pays the same amount every month for training
fees (sometimes called "dues" or "tuition"). It is also probable that your organization has some sort of
annual fee like "annual registration” or "annual contribution to the travel fund". The QuickBilling option
is designed to minimize the effort to handle these repetitive charges.

QuickBill Fees is one of the features of QuickBilling and it is designed to charge each athlete
according to a one to four character "Pay Code" which is assigned to the athlete. When you first add
an athlete, the "Pay Code" defaults to STD, the standard charge code. This STD pay code tells
SportsBM to refer to the fees assigned to an athlete's group / subgroup. Each group and/or group /
subgroup combination may have a separate fee for the first, second, third, fourth, and fifth athlete in a
given account. To assign the fees for each group / subgroup combination, refer to the Standard Fees
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and Special Fees sections below. If an athlete is NOT to be charged the standard fee for the group /
subgroup he or she is placed in, then use the Special Fee Codes. You can create any number of 1 to 4
character Special Fee Codes. For example, you could create one named HALF and have that mean
the athlete gets a one half dues rate. When QuickBill Fees is run, it looks at all athletes in a given
account and gathers what the first athlete rate is for each of the athletes in the account. The most
expensive fee is then charged to the athlete with the highest first athlete rate. Then remaining athletes
are scanned for their second athlete rate and the one with the highest second athlete rate is charged.
This process continues through the fifth athlete within an account and if there are more than five
athletes in one account, the remainder are all charged the fifth athlete rate. If the policy is for the fourth
athlete and beyond to be free, then the charge codes fees for the fourth and fifth athlete should be
zero.

QuickBill Fees

First, select the accounts from the top. You can filter by Facility or Account Activity. To select all
accounts, click on Select All or individually select accounts by checking in the Select column. Use the
Groups and Subgroups filters at the bottom of the screen to further filter. If you wish to use Selected
Groups or Selected Subgroups, click the appropriate radio button and then click on the box to the
right of your choice. Your groups or subgroups will appear in a pop up box, and you can select your
choices from that box and click OK.

From the bottom of the QuickBilling screen, click on the QuickBill Fees tab to charge monthly fees
according to the Standard Group Fees and the Special Charge Code Fees assigned to each active
athlete.

QuickBill Eees\l Tranzaction by Account\l Tranzaction by gthlete] Standard Fees] Special Fees]

¥ All Groups Code : ID vl Dues
€ selected Growps _| Posting Date: [01/30m4 21+

Description :  [February duss

" All Subgroups = Ignore [T Maximum Charge per Account : | 0.00
" Selected Subgroups _I

When you run QuickBill Fees, you simply enter the Code, such as D for "Dues", a description of the
charge, such as "February dues”, and the date for posting, which can be different than the current
date. Maybe you want to have the posting date be the first of the month and you want to complete this
task on the 28th. If you wish to put a limit on the maximum fee that can be charged to a single account,
click the Maximum Charge per Account check box and type in the maximum amount. For example,
you may have a cap of $150 for a given account and this account might have 4 athletes that total $200
in dues charges. The check box would revise the charge to $150 and the Posting List would indicate
that the $200 was adjusted to $50. You have the option to select all groups or a selected set of groups
for billing. If your fees are based simply on groups and not on groups in combination with subgroups,
then use the Ignore button for subgroups. If you use selected groups, a screen such as the one below
will appear for you to select the particular groups. Just check the Sel check box for those groups to
include. Selected subgroups work the same way. Note that inactive athletes are never included in the
QuickBilling routines.
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. Select Groups =] E3
= Select Al
De-Zelect Al

Sel | Code | Group Mame | -
’“D“ - ZFeneric _||

]| asG  |Adv aiGy

| Ads | AdvSenior

A AIGH

| AGP | AIG Prep

B Blue

| ol |clubs

& |Gol

| H=P HS PREF

a Jad hin-Ja 1

a Ju 2 in-Jax 2

a hl] hinrioney S éII

Cancel

After you have entered your choices, click the Start Billing button and a Posting List will appear such
as the one below.

&, QuickBilling Posting List _ O] =]
% This list shows what will be posted to each account if you click the Post to Accounts button
| i Postto Accounts I Close Withowut Posting |
Transaction Description : Dues | 01/30/04 | February dues
Posting List
Acct = Amount |Hame Group Code |Remark .
435 0.00 | Ackerman, Roscoe T 16 =TD Mo STD fees found for this group (I
435 100.00 | Albert, Kathy 13 A STD
1001 75.00 Balley, Barbara S 15 1 STD
1001 BE.G0 |Balley, Iriz M 12 Jx2 SEE  [Monm-STD
225 G0.00 |Baronet, Bailey K 13 QG STD
225 100.00 |Baronet, Jimmy P11 ARG =TD
220 75.00 |Bizhop, Asron T 16 AGP STD
457 55.00|Borgman, Jr, Tam J 17 H=P =TD
365 75.00 |Brade, Angela M 15 QG =TD
Fa0 220.00 |Bragy, Shag E 10 hllf CAP [Mon-STD
350 -20.00 Adjust - Max Charge j
— |

From the QuickBilling Posting List, you can click the printer icon to create a report of the list. If you
see anything that is incorrect, click the Close Without Posting button, make your corrections to the
pay codes or activity of athletes and then perform the QuickBill Fees function again. Notice in the
example above the adjustment to account #350 which exceeded the maximum charge. The actual
charge to the account will be the $200 and will not show the $20 reduction.

Once you are satisfied that the posting list is correct, click the Post To Accounts button and all
accounts on the list will be charged in a matter of seconds. To verify the charges, you can select an
account in the Accounts Menu and look at the transactions or create some invoices. In addition, you
could create a Daily report to see a full list or go to Reports / Account Financials / Transaction
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Summaries.

Transactions by Account

From the bottom of the QuickBilling screen, click on the Transaction by Account tab to quickly and
easily make group charges or credits to specific Accounts.

QuickBill Eees] Transaction by Accnunt\l Tranzaction by &thlete] Standard Fees] Special Fees]

& Al Groups Code : IT "I Travel Fund

[ .

Selected Groups —I Posting Date : | 01/05/04 [2d > ¥ Mzzimum One Posting per Account
Description :  |annual Fund Recuirement

& Al Subgroups Amount : 75.00 & Charge © Credit

" selected Subgroups _I

Enter the Code, such as T for "Travel Fund", a description of the charge or credit, such as "Annual
Fund Requirement”, and the date for posting, which can be different than the current date. Enter the
amount and whether it is a charge or credit. Enter your group and subgroup choices, if any. Note that
inactive athletes are never included in the QuickBilling routines.

Since the charges are based on athletes, there might be 3 active athletes in an account and if so, in
the example above, an account with three athletes would be charged $225. However, if the Maximum
One Posting per Account check box is checked as in the example above, all accounts selected will
be charged $75 regardless of how many athletes are within an account.

After you have entered your choices, click the Start Billing button and a Posting List will appear such as
the one below.

w. QuickBilling Posting List

% This list shows what will be posted to each account if you click the Post to Accounts hutton

Post to Accounts I Close Withowut Posting

Transaction Description : Travel Fund | ¢1/4504 | Annual Fund Requirement

Posting List

Acct 2 Amount |Hame -
458 75.00 | Albert, Oscar & Laura (I
412 T5.00 | &Andresonn, Andresw & Linda
438 75.00 |Balley, Michael & Sandra
1001 75.00|Balley, Michael & Sandra
25 T5.00|Baronet, Fhonda & Ryan
220 75.00 |Bizhop, Motton & Beth
457 75.00 |Borgman, Sr, Tom & Anna ;l

—|

From the QuickBilling Posting List, you can click the printer icon to create a report of the list. If you
see anything that is incorrect, click the Close Without Posting button, make your corrections and then
create the Posting List again. Once you are satisfied that the posting list is correct, click the Post To
Accounts button and all accounts on the list will be charged. To verify the charges, you can select an
account in the Accounts Menu and look at the transactions or create some invoices. In addition, you

92 Copyright©Sports-Tek Software



Sports BUSINESS MANAGER

could create a Daily report to see a full list or go to Reports / Account Financials / Transaction
Summaries.

Transactions by Athlete

From the bottom of the QuickBilling screen, click on the Transaction by Athlete tab to quickly and
easily charge or credit Accounts based on groups of active athletes.

QuickBill Eees] Transaction by Accnunt] Transaction by &thlete\l Standard Fees] Special Fees]

& Al Groups Code : |E vI Entry Fee

' Selected Groups _I Pus‘ting Date : | 090 103 H vI
Description :  [Recistration Fee
& Al Subgroups Amount : 25.00 & Charge © Credit

" selected Subgroups _I

Enter the Code, such as E for "Entry Fee", a description of the charge or credit, such as "Registration
Fee", and the date for posting, which can be different than the current date. Enter the amount and
whether it is a charge or credit. Enter your group and subgroup choices, if any. Note that inactive
athletes are never included in the QuickBilling routines.

After you have entered your choices, click the Start Billing button and a Posting List will appear such
as the one below.

w. QuickBilling Posting List
% This list shows what will be posted to each account if you click the Post to Accounts button
Post to Accounts I Close Without Posting

Transaction Description : Entry Fee | 09/01/03 | Registration Fee

Posting List

Acct & Amount [Hame Group Account Hame -
496 35.00|Hodgzon, Tara 19 A0 Hodg=on, Charlie & Amy
495 35.00 |Hodgzon, Dakats 13 A1 Hodgzan, Charlie & Amy
432 35.00|Hughes, Bart R 12 Jx2 Hughes, Paul & Kate
432 35.00 |Hughes, Raolando = 10 Jx Hughes, Paul & Kate _I
432 35.00 | Hughes, Julio P 7 hld Hughes, Paul & Kate
25 35.00 |keith, Scatty D 20 H=P keith, Dowug & Dians
425 35.00 | Kelly, Martha J 12 Jx2 Kelly, Ken & Barbie
425 35.00 | kelly, Marton & 11 B kelly, Ken & Barbie
169 33.00 |Kidd, BenwW 21 Sr2 Kidd, Rochelle & Charles
441 35.00 |Kim, Michael & 5 Jx2 im, Kyu & ook ;l
—|

From the QuickBilling Posting List, you can click the printer icon to create a report of the list. If you
see anything that is incorrect, click the Close Without Posting button, make your corrections and then
create the Posting List again. Once you are satisfied that the posting list is correct, click the Post To
Accounts button and all accounts on the list will be charged. To verify the charges, you can select an
account in the Accounts Menu and look at the transactions or create some invoices. In addition, you
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could create a Daily report to see a full list or go to Reports / Account Financials / Transaction
Summaries.

Standard Fees

Each athlete has a Pay Code which is a 1 to 4 character code that is used by the QuickBill Fees
routine described earlier. Every athlete starts out with a Pay Code of STD which means use the group
and subgroup fee structure to know what the athlete should be charged for training fees. Each group
and subgroup combination may have a separate fee for the first, second, third, fourth, and fifth
member in a given Account. To enter/edit/view the Standard Group Fees according to groups and
subgroups (numerous possibilities), from the Main Menu, click on Accounts / QuickBilling, and at the
bottom of the page, click on the tab Standard Fees. If your billing system is based strictly on groups
and does not use subgroups, then leave the Show Subgroups check box unchecked as shown below.
To edit the fee amounts, simply edit any grid cell directly.

QuickBill Eees\l Tranzaction by At:c:uunt\l Tranzaction by Athlete \I 1 Special FEES\I
=] (roup I vI [T Show Subgroups
Standard Group Fees

Group 1=t Athlete 2nd Athlete 3rd Athlete 4tk Athlete Sth Athlete
ARG Dy DGy 100.00 30.00 F0.00 50.00 50.00
A5 AdySenior 100.00 100.00 90.00 30.00 30.00
A1 ANGA 100.00 90.00 30.00 F0.00 50.00
LGP AN Prep 75.00 75.00 55.00 55.00 50.00
B Blue 50.00 40.00 30.00 25.00 25.00
CLA Clubs 30.00 25.00 20.00 15.00 10.00
3 Gold 55.00 0.00 0.00 0.00 0.00
HSP HS PREF 55.00 0.00 0.00 0.00 0.00
Jx Min-Jax 1 125.00 0.00 0.00 0.00 0.00
Jx2 Min-Jax 2 120000 0.00 0.00 0.00 0.00
WAk Mlinnoeaes 0.00 0.00 0.00 0.00 0.00
OAG Ay AJG Older 75.00 G0.00 45.00 0.00 0.00
Sl Senior 1 0.00 0.00 0.00 0.00 0.00
Sr2 Seniar 2 0.00 0.00 0.00 0.00 0.00
Tr1 Turbo 1 0.00 0.00 0.00 0.00 0.00
Tr2 Turho 2 0.00 0.00 0.00 0.00 0.00

NOTE: If an athlete is not to be charged the standard fee for the group / subgroup he or she
participates in, then change the athlete's Pay Code from STD to one of the Special Fees
described in the next section.

If you have a more complex fee structure using subgroups in addition to groups, then check the Show
Subgroups check box and your Standard Group Fees grid will look something like the one below.
Note the huge number of possibilities that give you a great deal of flexibility.
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w. QuickBilling M [=] B3
QuickBill Eees\| Transaction by Accnunt\| Transaction by ﬁthlete] Standard Fees] Special Fees]
= Group | ~| ¥ Show Subgroupsi
Standard Group Fees
Group Subgroup 15t Athlete 2nd Athlete 3rd Athlete 4th Athlete Sth Athlete s
AAG Ay MGy 100.00 50,00 F0.00 g0.00 20,00
AAG Ay MGy AGE Age Group 75.00 20,00 50.00 50,00 20,00
AAG Ay MGy SR Senior 125.00 100.00 &0.00 70.00 G000
AdS AdvSenior 100.00 100.00 80.00 G0.00 50.00
AdS AdvSenior AGE Age Group 90.00 50,00 F0.00 60.00 50,00
AdS AdvSenior SR Senior 15000 125.00 100.00 Ta.00 65.00
AT ANG 100.00 90.00 000 T0.00 6000
AT ANG AGE Age Group 90.00 50,00 F0.00 g0.00 20,00
AT ANG SR Senior 105.00 95.00 85.00 75.00 65.00
AGP A0G Prep 75.00 75.00 E5.00 65.00 G000
AGR A0G Prep AGE Age Group 75.00 75.00 65.00 65.00 6000
AGR A0G Prep SR Senior 100.00 100.00 an.00 &0.00 7000
B Blue 50,00 40,00 30.00 25.00 2500
B Blus AGE Age Group 25.00 45,00 35.00 30.00 3000
B Blue SR Senior g0.00 25.00 50.00 45.00 40.00
CLB Clubs 30,00 2500 20.00 15.00 10,00 -

Special Fees

Each athlete has a Pay Code which is a 1 to 4 character code that is used by the QuickBill Fees
routine described earlier. This pay code may need to be customized for certain athletes and so you
create Special Fee Codes to cover special cases. To enter/edit/view the Special Fee Codes, from the
Main Menu, click on Accounts / QuickBilling, and at the bottom of the page, click on the Special
Fees tab. To edit the fee amounts, simply edit any grid cell directly. To add a new code, click the Add
icon.

ini. QuickBilling _|O] x|
QuickBill Eees] Tranzaction by Accuunt} Tranzaction by gthletfﬂ Standard Fees ]Sgemal ''''' F Ees
0= X S
Special Fee Codes
Code 1st Athlete 2ndd Athlete | 3rd Athlete 4th Athlete 5th Athlete
L CAP 220.00 .00 .00 .00 .00
- =41 41.00 0.00 0.00 0.00 0.00
- ZES ES .50 .00 .00 .00 .00
- ZEE G560 G660 .00 .00 .00
- STr oo Froo Froo .00 .00
- =7a 7340 7a.40 7a.40 .00 .00
- f2tata] 85.20 85.20 85.20 0.00 0.00
ZHP 0.00 .00 .00 .00 .00
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Invoices

The SportsBM billing system gives you a great deal of flexibility and simplifies many tasks. Your
members will appreciate the system because it allows them to write just one check per billing period to
cover all of the account categories: dues, entry fee, travel fund, and taxable and non-taxable sales. It
also makes it easy for you to post checks to the various categories in each account. In addition, you
have the option to include a message on each invoice.

To fully take advantage of the SportsBM system, the following four steps are recommended but not
required.

1.

Consolidate all of your organization's checking accounts into one business checking account. This
will reduce bank charges, check printing costs, and administration time in balancing checkbooks.
If this is not possible, then you can still have the members write one check, deposit the checks in
the main account and then, as often as is necessary, transfer money to the entry fee and/or travel
fund accounts according to the amounts listed on the Daily Report. See the Reports /Account
Financials / Financial Summaries / "Charge and Credit Totals" for a report which lists the total
charges and credits for each of the five invoice categories for any month.

Open an organization money market account to hold surplus funds from the business checking
account. Simply transfer money back and forth (probably not more than twice per month) as
needed for day-to-day operations to maximize the interest earned in the money market account.
Print two copies of the invoices. After printing invoices, mail one copy and place the second copy
alphabetically in one stack. As checks come in, pull the appropriate invoice copy, write the check
number and amount on the invoice, and place the check and invoice together (not stapled) in the
in-box for the computer operator who enters the transactions into the computer.

Buy double window #9 envelopes for mailing your invoices. The invoice contains the mailing
address and the return address which will show through the double windows, thus eliminating the
need for mailing labels and/or envelopes with a pre-printed return address.

Or, instead of or in conjunction with #4, email the invoices to those accounts that have an email
address. This would require purchasing the Email Invoices option.

Print Invoices

From the Main Menu, click on Accounts / Invoices.
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. Invoices M=1 3
= Select Al . . . . .
ih m Fac:|l|t_l,|| 'I & Active Only 7 Inactive Only ¢ Active & Inactive
salelc|o|E]JF]G|H] ]| M|nN]Jo]JrP|la|rR|s]T]Uu]v]w]|=]Yv]Z
Select | Acct# |Last Mame First Mame Inact | Facility | Escrovwy | Email |Email Address Cues Entry Fee |Travel
O 18 |Gililan Ficky & Pam 0| & | =000 GillanR@rr net -50.00
Il 342 |Glasscock Jim & Tami O W 15000 | [] -150.00 _I
O 577 |Goss Wialt & Pegoy O W[ 10000 SwimFazt1 23@a0l.com -100.00
Il 483 |Grabam Richard & Beth O W 100.00 rbgrahami@yahoo com -43.00 ﬁ
4| 3

lnvnices] Invoice [Zlnse-gul]

Sort _ ’ ) Method
r Skip if Mo Transactions and Balance Dug is Zero r .
€ Invaice Code Create Report | Email Invoices | Mail Only
& ¥ Show Athlete Mames anlnvaice ¥ Include Groups " Email Only
*  Posting Date )
¥ Include Message with Invoice  Select Message I Clase | Select Email Message | ' Mail & Email

[ Skip if Balance Due iz Less Than or Equal Ta | 0.00

From the Invoices Menu, select the accounts you want to print invoices for by clicking the check
boxes in the Select column. To select all accounts, click the Select All button. By default, the menu
displays accounts from all facilities. To display accounts from one facility, use the Facility combo box.
Normally you would only bill active accounts, but to show Inactive Only or both Active and Inactive,
click the appropriate radio button.

NOTE: None of the account information in the Invoices Menu can be edited. The balances, activity,
facility, email address and account escrow amount is for information only.

When creating invoices for printing or emailing, you have several options for what is on the invoice and
how they will display.

The transactions on the invoice can be sorted in two ways:
1. by Invoice Code (Invoice Category)
2. by Posting Date.

In addition, you have the option to show athlete names at the upper right of each invoice and to have a
1 to 8 line message at the end of each invoice. To select your message, click Select Message and
the Invoice Messages windows appears and you can add, edit or delete from your message list and
you can select your Favorite message to be included with the invoices. Click Here for more on
Invoice Messages. If you only want to send invoices to accounts that have a balance due greater than
or equal to a certain amount, say $50, click the check box Skip If Balance Due Is Less Than and
enter 50.00. This amount can be any amount including a negative amount. To save paper, clicking the
Skip If No Transactions and Balance Due is Zero will skip printing invoices that owe nothing and
have had no activity. However, if you are sending a newsletter with each invoice, then you would go
ahead and print invoices for all accounts, regardless of account activity or balance due.

How to Email Invoices

NOTE: Email Invoices is an additional option that may be purchased and added to the basic
SportsBM program. To see if you have this option, from the Main Menu of SportsBM, click
Help / About. Click Here for information on ordering any additional options.
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How to Email Invoices

Emailing Invoices Setup

Emailing Invoices uses the same procedures as printing one or more invoices. Use the following steps
to email invoices.

1. Setup your email parameters for the SMTP server by going to Setup / Facility and Invoice Setup /
Emailing Invoices. Enter your SMTP and POP3 server information.

2. Setup your email introductory message by going to Setup / Favorites / Invoice Email Messages.
You must create and select a message as the favorite to be included with each email containing
the invoice. To select your message, click Select Email Message and the Invoice Email
Messages windows appears and you can add, edit or delete from your message list and you can
select your Favorite message to be included as the introductory paragraph of each email
containing an invoice.

3. Goto Accounts and be sure each account that is to receive an emailed invoice has an email
address. If the secondary address is the one that will receive the billing be sure the first person has
an email address. In addition, as shown below, there is an Email Billing checkbox for you to
indicate that the account is to be billed by email instead of by printing and mailing.

Account # | 4083
Facility ; IW TI

Email Billing : [

Use Secondary for Billing : r
Inactive: [

Entry Fee Ezcrow | 100.00
Reference # I

Account Start Date : 3/20/2000
Last lnvaoice Date : 7/2/2003
Lazt Cloge-0Out Date ; 7242003

4. Go to Accounts / Invoices and click the Email Only radio button at the bottom right. Now select
your accounts and click the Email Invoices button at the bottom right of the screen. After the
emailing is completed, you will receive a report that details what action was taken with each
account. The action will indicate each account that was successful and indicate each one where
there was an error and what the error was.

lnvuicesw Invoice Eluse—gut]

Sort =t ’ . Methodd
ip if Mo Transactions and Balance Due is fero e .
 Invnice Code Create Repart | Email Invaices | Wil Only
¥ Showr Athlete Mames on Invoice ¥ Include Groups i Em h’f
¥ Posting Date ; T
¥ Include Message with Invoice  Select Message I Llase select Email Message " Mail & Email
r Skip if Balance Due is Less Than or Equal To 0.00
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Invoice Close-Out

It is customary that, after invoices have been printed and mailed, the accounts are Closed-Out to make
them ready for the next billing cycle. The Close-Out does the following:

e Removes the current transactions (all those transactions printed on the invoice) and places them in
the history file of transactions so that they will not appear on the next invoice.
Makes the five invoice category previous balances equal to their current balances.
Makes the new previous account balance date the same as the date of the printing of the invoice.

We recommend that you Close-out accounts on the same day that you print invoices. We also strongly
recommend that you perform a Backup before performing a Close-out since a Close-out is NOT
reversible.

Regardless of the date when you perform a Close-out, the new previous account balance date will be
adjusted as follows:

¢ If no invoices have ever been printed for an account, then the new previous balance date for that
account will be the same as the date of the close-out.

e If no transactions have been entered for an account since the last invoice was printed, then the
new previous balance date will be the same as the date the last invoice was printed.

e If transactions have been entered for an account after the last invoice was printed, then the new
previous balance date will be the same as the Close-Out date. This of course is not the way to
handle an account.

It is good procedure to only Close-Out an account after an invoice for that account has been
printed and before any new transactions have been posted.

NOTE: If an invoice is printed right after a Close-Out, the invoice would have no transactions to list
and the account summary at the bottom of the invoice would show the previous balances to
be the same as the current balances.

Close-Out Procedure

From the Main Menu, click on Accounts / Invoices and then click the Invoice Close-Out tab at the
bottom of the screen. Select the accounts you want to Close-Out using the check boxes in the Select
column. To select all accounts, click the Select All button. By default, the menu displays accounts from
all facilities. To display accounts from one facility, use the Facility combo box. To show Inactive Only
or both Active and Inactive accounts, click the appropriate radio button.
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wm. Invoices M [=]E3
= Select Al . . . . .
] — I vI o e ("

% X Facility Active Only Inactive Only Active & Inactive
sleTClOoJE|FlG A1 [Jle| L M|u]olrlalr]s|Tlulv]|w|=x]v]z2
Select | Acct# |Last Mame First Mame Inact | Facilty | Escrowy | Email |Email Adddress Dues: Entry Fee |Travel «

323  |Balzer Jetf & hWelinda O Wy S0.00 O -104.00 _I

704  |Beach Jonathan & Diana O W s000 | [ 100.00 -50.00

308 |Benge Ken & Laura O W[ 15000 | [ -258.00

325 |Berk Barry & Diane O W s000 | [ -12.00 ﬁ
| | »

lnvoices] Invoice Elose-gut]

Cloge-Out Selected Accounts |

r =kip if Balance Due is Less Than or Equal To | 0.o0

When you click the Close-Out Selected Accounts button, you will be prompted with this screen:

SportsBM |
Are you sure you want to close-out accounts 7

It iz recommended that you create a backup before doing a Cloze-0ut.

Yes Mo

If you answer "Yes", all selected accounts will have their transactions moved to the History file. A
message will then be displayed which tells you the number of accounts that were closed out and the
total number of transactions that were moved to the history file.
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Checkbook Menu

The Checkbook is an Option and is not included in the Start-up version of Sports BUSINESS
MANAGER, but is purchased as an added feature and then becomes an integrated part of the
program. However, the Checkbook Option is always available for evaluation, but it is limited to a
maximum of 20 transactions.

The major features of the Checkbook Option are:
o Keep track of as many different bank accounts as needed.
e Track liability and asset accounts separately. Liability account examples would be Payroll FICA
and Entry Fee Escrow.
e Post checks and deposits with date, check number, and optional notes.
e Divide each check or deposit into as many as 15 account categories. The number of different
categories is unlimited, and each category may also have a related sub-category, such as:
Pool Maintenance: Chemicals.
e Memorize (save) any transaction with its set of categories and sub-categories. This is
extremely helpful for copying payments or deposits that occur frequently.
Balance your checkbook against the bank statement.
Create an income / expense summary for any date range.
Create a payroll report for any period.
Create a transaction summary.
Filter reports to a selected set of categories and/or sub-categories.
Create a monthly budget report.

Setting up an Account
From the Main Menu, click on Checkbooks, and the following screen will appear:

w, Checkbook Accounts M= E3
Add Edit Delete Help

O = X &

Accourt Mame Type Ending Balance

Payrall - FICA Liakility:

Payrall - F¥yH |Ligkilty | 0.00/

Payrall - MED |Ligkilty | 0.00|

Payral - SEP-IRA |Ligkilty | 0.00|
|

From this screen, you can add new accounts with their starting balance, edit the name of an existing
account, or even delete an account by clicking the appropriate icon or command word. There are three
types of accounts:

1. Bank Account
2. Liability Account
3. Asset Account

A bank account is a checking or savings account. Liability and asset accounts usually relate to the
checking account as temporary transfer areas to track moneys that are owed to others (liability) or are
being held for some special use (asset). A liability example would be Federal Payroll Taxes, and an
asset example would be petty cash.
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When you first start the Checkbook, four payroll liability accounts are created for you as seen above.

Getting Started
From the Checkbook Menu, click on Add or the Add Icon to enter the name of your bank checking
account and select Bank for Bank Account type.

i, Add New Account Ed

Accournt Mame |

Account Type : I Bank j
Beginning Balance : Iw
Beginning Balance Date | 0212104 H vl

LCancel

Next you enter an account balance and the date of the account balance. This balance is not critical at
this point because you can change it later in the Checkbook Register. Most likely you will be entering
checks and deposits for past months so that you can get an entire fiscal ear entered into the computer.
As an example, use your January bank statement and enter the beginning balance and date that you
find on the bank statement. Later, you will enter all the checks and deposits from January 1st until you
are current. Along the way, you will be able to reconcile each month's bank statement (balance the
checkbook), thus insuring that your data is accurate.

Checkbook Register

To select an account from the Checkbook Account List, double-click the account name or select press
Enter with the account selected. This brings you to the Checkbook Register such as the one below.
The columns, in order from left to right are: Check Date, Check Number, Payee (who the check or
transaction is made out to), Category separated by a colon from an optional Subcategory, Note,
Reconciliation Column (C), Payment Amount, Deposit Amount, and Account Balance.
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2k Checkbook Register =]

O =& X &S

Bank Account Hame: Hurricane Bank

Date Check # |Payee Category Hote C Payment Deposit Balance | | -

01 -Jan-03 Opening Balance c F 46572 -1,031.28 _I
01-Jan-03 Pool Rent Pool Rertal 2500.00 -3,531.28
03-Jan-03 Deposit Dues ¥ al9.50 3,975.22
08-Jan-03 3601 |Bel South Telephone * 5360 3,924 .62
06-Jan-03 3602 |ComCast Irternet * 4354 3,881.08
06-Jan-03 3604 [Ryder Insurance Insurance; Medical * 150,00 3,731 .05
06-Jan-03 3605 [MCI Telephone: Cell Phone * 17363 3557 45
15-Jan-03 3606 |Clark Center Pool Rental Payable on the 15th * 1 ,500.00 2057 45
20-Jan-03 Deposit Dues * 432075 E,375.20
23-Jan-03 3607 |Jackson Swim Team Entry Fees §75.00 5503.20
25-Jan-03 3605 |Henry Marks TravelPer Diem 75.00 5,425.20
30-Jan-03 dues Dues 1212000 17 .548.20
F1-Jan-03 3609 |Wary Tol Payroll Gross Salary 77350 16,774.70
F-Jan-03 3610 [James Jones Payroll Gross Salary 1.547.00 15,227.70
01 -Feh-03 dues Dues 10,450.00 2570770
01-Feh-03 James Jones Payroll 4 500.00 21,207.70
01-Feh-03 Pool Rent Pool Rertal 250000 18,707.70
04-Feh-03 Deposit Dues G, 744.00 25451.70
08-Feh-03 3612 |Bell South Telephone 5360 253858.10
06-Feh-03 3613 |ComCast Irtermet 4354 25,354.56
06-Feh-03 3614  |Ryder Insurance Inzurance: Medical 150.00 25,204 .56
07-Feh-03 3615 |Commercial Bank [Paryroll - FH] 909.00 24 295 56 -

Note that the highlighted gray transaction with the arrow at the far left is the active transaction. Each of

the Menu Bar items displayed at the top of the Checkbook Register will be described in the following

pages. One special command that is not on the Menu Bar is the Memorize command. To Memorize
any transaction in the Register, select it and press Ctrl-M from the keyboard. Ctrl-M copies the
transaction and all details associated with that transaction into a Memorized List. For more details, click
Memorized Transactions.

The Reconciliation column will contain a C for items that have been Cleared reconciled with the bank
statement, an asterisk for items that are in the process of reconciliation, and a blank for items not

reconciled with the bank statement.

Adding New Transactions

Click Add, click the Add icon, or press Alt-A to add a new transaction to the register. An Add
Check/Deposit screen is shown below.
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wm. Add Check/Deposzit
Categoniez  Subcategories Help

Date : | 06/24/03 EX

Check Humber : | F11 to Decrease - F12 to Increase

Payee : |
Payment : | .00
Deposit : | 0.00

Cateqgory : I j
Subcategory : I j
Hote : |
Memorized | 5ol oK

The date defaults to the date of the Checkbook Register's active transaction at the moment you click
Add. The Check Number is optional, but to enter the next check number, press F12. To decrease the
check number by 1 press F11. A Payee is required and you can enter either a Payment amount or a
Deposit amount, but not both. Categories and Subcategories are optional, but if you do not enter
them, the transaction will be listed as either "Other Income" or "Other Expenses" on reports. The Note
is optional.

From the Add screen, you may click Split to divide the payment or credit amount into 1 to 15
Categories / Subcategories, or you may click Memorized to select from one of your memorized
transactions. The quickest way to add recurring transactions, whether they are checks, deposits, or
bank drafts, is to use the memorized transaction feature. This feature is especially helpful when doing
payroll checks.

Editing Existing Transactions
To edit an existing transaction, select it and click Edit, click the Edit icon, or press Alt-E to edit an

existing transaction. Or simply double click a transaction directly. An Edit Check/Deposit screen is
shown below.
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wm. Edit Check/Deposzit
Categoniez  Subcategories Help

Date : [01/23/03 2~
Check Humber : 2607

F11 to Decreaze - F12 to Increase

Payee : |._|au:ksu:-n Swim Team

Payment : | a7h.00
Deposit : | 0.00

Category : IEntry Fees [Expenze]

Subcategory : I

Hote : |

Reconciled : I - I

temarized | Split

Cancel

While editing a transaction, you may click Split to divide the payment or credit amount into 1 to 15
Categories / Subcategories, or you may click Memorized to select from one of your memorized
transactions. Selecting a memorized transaction will replace the existing transaction. If you make a
mistake, simply click Cancel. For more details, click on Split Transactions or Memorized Transactions.

Deleting Transactions

To delete an existing transaction, select it and click Delete, click the Delete icon, or press Alt-D.
Delete means to remove a transaction from the register and update all balances. If the transaction
had already been "Cleared" in a previous Bank Reconciliation, the beginning balance of your next

bank reconciliation will be revised accordingly.

Checkbook Categories and Subcategories

In order for income and expense reports to be meaningful, each transaction in the Checkbook
Register should be assigned to a Category and, optionally, to a Subcategory. For example, when
you write a check to Ryder Insurance, you might assign it an expense category of Insurance and a

subcategory of Medical.

You can have as many category names as you wish as many sub-category hames as you wish.
However, each transaction is limited to 15 split categories. Click Split Transactions for more

information.

To Add, Edit, or Delete categories from your stored set of categories, click Category at the top of the
Checkbook Register or press Alt-G. Note that a category can be either an Expense or an Income type

of category.
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wi. Checkbook Categories O] x|
Add Edit Delete Report Help
NE X &
Dezcription Full Dezcription [optional)

| 3 Bank Charges XPENSE
- Dues Income
- Entry Fees Income
- Entry Fees Expenze
- Irterest Income
- Legal and Prof Expenze
- Mon-Taxahle Sales Income
- Office Supplies Expenze
- Payroll Expenze
- Taxable Sales Income
- Taxes Expenze
- Telephone Expenze
- Travel Expenze
- Trawel Fund Income
- Travel Fund Expenze
=

To Add, Edit, or Delete Subcategories from your stored set of categories, click Subcategory at the top
of the Checkbook Register or press Alt-S.

. Checkbook Subcategories M=l E3
bAdd  Edit Delete Report Help

Description Full Dezcription [ optional) |

Cell Phone
Commizsions
Compary FICA
Compary MED
Grozs Salary
Irtargitle
Medical

Office Phone
Paper Supplies
Per Diem
Sales

SEP-IRA,
CT-B

ITIIIIIIIIIIII

The Description is used for the Checkbook Register, and the optional longer Full Description is used
for reports. If no long name is entered, the short name will be used.

SportsBM defaults to a number of categories and sub-categories. You can change these to suit your
needs.
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Transfers

In addition to categories and subcategories to indicate where moneys are dispersed or deposited,
Transfers can also be used to do the same. A transfer is not a category, but acts like one. The
transfers are really your accounts as shown here. Note that a transfer is always enclosed in brackets.

i, Checkbook Tranzaction 5 plit =]
Categoriez  Subcategoriez  Help
Amount ; §75.00
Tatal g75.00
Difference : 0.00
Category Subcategory Aot |A
i 1 [ [Payrall - FyH] - | ther a875.00
- 2 |Telephone [(Expensze) = 0.0a
3 [Travel (Expenze) 0.00
= 4 |Trawel Fund (ncome) oon
= Travel Fund (Expense)
5 0.0o
— 5 Waorkmanz (Expensze) 0.00
- [Payrall - FICA] =
_ Bl [Pyroll - FyvH) R0
- 8 |[Payroll - MED] 0.00
- Q| [Paryrall - SEP-IRA) - 0.0o
10 [[Savings Account] - 0.a0
- 11 0.0o
] 12 0.00 éll
[8],3 Cancel |

A transfer is handy because you can create several transactions in one step. For example, suppose
you have set-up two accounts from the Checkbook Account Menu: 1) a bank checking account named
Hurricane Bank and 2) a savings account named Savings Account. If you post a check in the
Hurricane Bank checkbook register payable to the savings account, you can have the amount posted
automatically to the Checkbook Register of the Savings Account as deposit. To do this, you simply
add the check to the Hurricane Bank register and select [Savings Account] for the category. This
creates a second transaction which will be placed in the Checkbook Register of the Savings Account
with a category showing that it came from [Hurricane Bank]. To see this second transaction, click
Accounts from the top of the Hurricane Bank register, select the Savings Account, and in the Savings
Account register, find the new transaction that shows the transfer from Hurricane Bank.

Another important use of the transfer concept is in handling payroll. For example, you pay someone
$1000.00 gross salary on the 15th of the month; make out the check for $773.50 because you have to
deduct withholding and FICA from the check and pay that to the government at the end of the month.
In addition, you have to pay a matching FICA contribution from the company. This is perfect for the
transfer concept. You will enter one $773.50 check payment in the Hurricane Bank register, and it can
automatically create three new transactions, one in each of three transfer liability accounts: Payroll -
FWH, Payroll - FICA, and Payroll - MED. Click Payroll to see a specific example in detail.

Split Transaction

A split transaction means that a payment or deposit in a bank account is divided into more than one
category. The limit on the split is that it may be divided into 15 different categories. There are three
ways to enter a split transaction:
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1. When a transaction in the register is selected, click Split at the top of the Register.
2. When adding a transaction, click the Split button.
3. When editing a transaction, click the Split button.

In all cases the sum of the split categories should add up to the payment or the deposit amount. Here
is a simple split transaction screen with two categories for a $75 check payment:

. Checkbook Transzaction 5plit M= E3
Cateqoriez  Subcategories Help
Amont 7500
Total : 7E5._00
Difference : 0.00
Categaory Subcategary Amourt| | &
L 1|Travel (Expense) Per Diem G0.00
- 2[0ff Supplies (Expense) Paper Supplies 15.00
- 3 000
- 4 0.00] |
8] Cancel

As you add categories, the math is performed and the upper right of the screen shows you the
difference between the transaction amount and the sum total of the category amounts. Note that
amounts can be negative numbers, but the total must be a positive number.

To enter categories to the screen above, click the down arrow in a given cell. That will display a
category list such as one shown on a previous page. When you click any cell within the Category or
Subcategory column, the down arrow appears for you to make your selection.

Memorized Transactions

This is by far the most powerful feature of the Checkbook Option. It allows you to save an unlimited
number of complete transactions for later use. Memorized transactions save all Categories,
Subcategories, and Transfers that are included, even if the transaction memorized is a split
transaction. The only parts that will not be memorized are the transaction date, the check number, and
the reconciliation status. The screen below shows a few memorized transactions.
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m. Memornized Tranzactions _ O] x|
Add Edit Delete Report Categoriezs  Subcategories Split Help
D= X&E
Payee Category Payment Deposit|Hote
Bell Zouth Telephone 5360
Clark Certer Poal Rental 1,500.00 Payable on the 15th
ComiCast Irternet 43.54
Commercial Bank [Payrall - FiH] 1,5218.00
Deposzit Dues 720950
James Jones Payroll: Grozs Salary 1,547 .00
hary Tall Payroll: Grozs Salary Fr350
p |Ryder Inzurance Inzurance: Medical 150.00
| |

You can Add, Edit or Delete from the list. If you click Split, you can enter up to 15 categories /
subcategories. Click Categories or Subcategories at the top to add or edit to your category and
subcategory list. The easiest way to add memorized transactions is to select a transaction in the
Checkbook Register and then press Ctrl-M. If there is a memorized transaction already saved with the
same Payee, you will have the option to Replace it or to Add it as a new memorized transaction.

Payroll

When entering checks in the register that have to do with payroll, it is important that you only use
categories or transfers that use the word payroll as the first seven characters of the category name or
transfer account. SportsBM defaults to four liability accounts named Payroll-FWH, Payroll-FICA,
Payroll-MED, and Payroll-SEP-IRA. You may also need a liability account called Payroll-STATE if
you have to withhold state taxes from each paycheck. Click Accounts / Add to add needed liability
accounts.

. Checkbook Accounts =]
Add Edt Delete Help

0= X &

Accourt Marme Type Ending Balance
Payroll - FICA Lizbility

Payrall - FYWH Ligkility 0.00
Payrol - MED Ligkility 0.00
Payroll - SEP-IRA, Lizbility 0.o0

For Payroll, you will also need some subcategories, and the Checkbook starts out with Gross Salary,
Company FICA, Company MED, SEP-IRA, and Commissions.

To see how these categories are used, suppose an employee is paid $2000.00 per month and 15% is
contributed to his/her SEP-IRA. The check would be made out for a net of $1,547.00 after deductions.
A sample split transaction is shown on the next page. Notice that the categories with a negative
number are transfers and that these amounts are subtracted from the Gross Salary. There are two
Payroll-FICA transfers and two Payroll-MED transfers to explicitly show that half of the amount that
goes to the government comes from the employee and half from the "company”. This transaction
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would cause 6 transactions to automatically be created in the corresponding liability accounts. If you
go to the liability accounts, you would see that their balances increased as follows: $300.00 to Payroll-
FWH, $248.00 to Payroll-FICA, $58.00 to Payroll-MED, and $300.00 to Payroll-SEP-IRA.

m. Checkbook Transaction Split _ O] x|
Cateqoriez  Subcategories Help
Amont 1,547.00
Tatal : 1,5847.00
Difference : 0.00
Categaory Subcategary Amournt |4
L 1 |Payroll (Expensze) Gross Salary 2,000.00
- 2 [[Payrall - PvyH] Other -300.00
- 3|[Payrall - FICA] Cther -124.00
- 4 [Payroll (Expensze) Company FICA 124.00
- 5|[Payrall - FICA] Cther -124.00
- G [[Payrall - WMED] Cther -29.00
- 7 [Payroll (Expenze) Company MED 29.00
- g [[Payrall - WMED] Cther -29.00
- 9|[Payroll - SEP-IRA] Cther -300.00
- 10 |Payrall (Expenze) SEP-IRA 300.00
- 11 000 éll
[9]4 Cancel

Once you enter a payroll transaction using a set-up like the one above, it is important to memorize the
transaction so that you do not have to enter this set of split categories again. Just re-use what you
have saved, and if any of the numbers are different the next time, just pull in the memorized

transaction and edit the split amounts.

At the end of the month, you must pay out the withheld amounts using your Federal Deposit Coupon.
Your check for $606 might be made out to Commercial Bank, and your split transaction would look like

the following.
m. Checkbook Transaction Split _ O] x|
Cateqoriez  Subcategories Help
Aot ; E05. 00
Total : &05. 00
Difference : 0.00
Categaory Subcategary Amourt| | &
- 1 [[Paryrall - PvyH] Other 300.00
o 2 |[Payrall - FICa) Cther 245,00
- 3|[Paryrall - WMED] Other S5.00
a 4 0.00
5 0.oo) -
I
[9]4 Cancel

After this transaction is completed, the balances to Payroll-FWH, Payroll-FICA, and Payroll-MED wiill
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be decreased by the amounts listed. In order to "pay out" the balance in the Payroll-SEP-IRA liability
account, you would write a $300.00 check to the firm handling the SEP-IRA, and your single category
for this check would be [Payroll-SEP-IRA].

Reconcile Bank Account

Reconciling means balancing your checkbook against the bank statement. You can only reconcile
bank accounts. Liability and asset accounts are not reconciled. To reconcile, click on Reconcile from
the top of the Checkbook Register. The last reconciled balance amount and date will appear, and this
amount should match the beginning balance on your bank statement. Find the ending balance and
date on the bank statement and enter that date and amount.

m. Reconcile Bank Statement &

Balances
Beginning Bank Balance :  [01,/01/03 —~E R
Bank Statement Ending Balance :  [01./31/03 -l | 125878

Adjust Beginning Balance |

Cancel |

Upon entering the ending balance of say $10,107.70 for January 31, 2003, a list of unreconciled
transactions will be listed in date order with income items first followed by expense items that do not
have a check number, and then expense items that do have a check number. A sample Reconcile
List is shown on the next page.

Looking at your bank statement, click the Clear check box in the Reconcile List for each item found on
the bank statement. This includes cancelled checks, deposits and bank drafts. If there are items in
your bank statement that are not in the Reconcile List, such as the interest earned, exit the Reconcile
List and add those transactions to the Checkbook Register. Then click Reconcile again and you can
continue where you left off.
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Het Cleared : 41,460. 54 Credits Cleared : &0, 749 25 Ending Bank Balance : 1z,155.78
Bank Bal Difference : 8,690_08 Charges Cleared : -19,288_ 41 Begininng Bank Balance : 3,468_72
Difference : 32,770_78 Het Cleared : 41, 460584 Bank Balance Difference : 8,690_08
Date Check # | Clear Amount Type Payee s
| #| 03-Jan-03 750950 Deposit Deposit [
| 20-Jan-03 4 32075 Deposit Deposit
30-Jan-03 1212000 Deposit dues
] 01-Feb-03 10,480.00 Deposit dues
: 04-Feb-03 6,744 .00 Deposit Depozit
| 01 -Mar-03 10,0:50.00 Deposit dues
| 01 -Mlay-03 9.525.00 Deposit Dues
| 24-Wlay-03 O 5,000.00 Deposit May Change
24-Jun-03 O 348822 Deposit Depoit
] 01 -Jan-03 N -2,500.00 Payment Pool Rert
: 01 -Jan-03 -4 50000 Payment James Jones
- 01-Fek-03 -4 500,00 Payiment James Jones
| 01-Feb-03 -2,500.00 Payment Poal Rent
| 01 -Mar-03 -2,500.00 Payment Fent
01-Apr-03 O -2A0000 | Payment Rent ;l
= —|
Finizhed Cloze

Continue the process of clearing the items on the bank statement until the Difference value at upper
left is zero. When the Difference value equals zero, the reconciliation process is completed and you
click Finished. All items that were checked as Clear will now have C in the "C" column of the
Checkbook Register. All uncleared items will be blank or may have an asterisk if the reconciliation was
not completed.

If you cannot balance an account, you may have to enter an adjustment amount in the Checkbook
Register. For example, if the difference is -8.76, enter a deposit adjustment of 8.76 and mark it with an
asterisk. This of course is not normal, but may be required if you can't figure out the problem.

Auto Deposit

After you have posted checks to individual accounts in the Accounts Menu, it is recommended that you
print the Daily Report which shows, among other things, the day's deposit amount. To enter the
deposit amount shown on the Daily Report, click on AutoDeposit at the top of the Checkbook
Register. A screen similar to the one below will appear.
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m. Auto Deposit

Fost To Checkbook |
Date Range
From: [01/21/01 =R
To: [otzim =R

Faility I - I

Inwoice Categary Deposit Amount Checkbook Category

Dues 77085  |Dues =]

Entry Fee 8575  |Enty Fees =]

Tranvel Fund 0.00 I Travel Fund |

Taxahble Sales 1.70 I Taxable Sales j

Mon-Taxahle Sales 0.00 I j
Total Deposit g858.30

Enter the date range which the Daily Report spanned, and the amounts for the five invoice categories
will be shown. The corresponding income checkbook category will be selected for you to the right of
each amount. If there is no checkbook category selected, you may choose one. If you cannot find an
appropriate category, exit from the Auto Deposit screen and click on Category at the top of the
Checkbook Register to add a new income category to match the invoice category. Once you are
satisfied with your choice, click "Post to Checkbook", and the Checkbook Register will be updated.

Checkbook Reports

There are five reports available when you click on Reports from the Checkbook Register.

Summary Report

This report summarizes income, expenses, and transfers for any date range. It also allows you to
include all categories or to select which categories, sub-categories, and transfers that you wish to
include. All unselected categories are then excluded from the report. If you have more than one bank
account, you can click Selected Accounts and pick from the bank account list.
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i, Checkbook Reports

01./01./04

0212404 : |_

Transactions Report

This report will list all transactions within any date range and give you total inflows and outflows. You
can also choose from a category list to include all categories or selected categories. If you choose all
categories, split transactions are shown as one total transaction. If you choose selected categories,
each split transaction will be listed as a separate transaction with its split amount. The list can be
sorted by date or alphabetically.
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w, Checkbook Reports

01/01./04 215
EEEEE

Account Balances Report

This report summarizes the balances for all accounts as of any date. Assets and Bank accounts are

listed first and then Liability accounts. The sum of Assets plus Bank accounts minus Liabilities gives
you Net Worth.
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w, Checkbook Reports

021204 =

Payroll Report

This report is similar to the Summary Report, except that it is specifically designed to include only
categories and transfers that use the word "Payroll" for the first seven letters of their name. In addition,
it will summarize every employee separately.

You also have the option to do a separate report for each employee which shows the gross pay and all
deductions. This report could be handed out with the paycheck. The employee report can be created
for any date range and is useful at the end of the year when doing W-2's.
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w, Checkbook Reports
Transactions 1 Account Balances ]
Payroll ] Budget \l Summary
Report Choice
¥ Al Employees * Summary
" selected Employees _I " By Employee

Date Range
From: [01/01/04 [T ~] Create Repart
To: [02/12/04 =1+ pe—

To enter social security numbers for employees who have had at least one payroll check, enter the
date range from the earliest check date to the present and click on Selected Employees. This will give

you a list like the following where you can type in the Social Security Number.

. Select Employees -0l x|

= Select Al |
+
De-Select All

Sel |[Employee Social Security #
[ |James Jones 266-21-0959
[] |hdary Tall

Cancel

Budget Report
When you select budget report, you enter a range of dates which cover 12 months or less. You have

the option to include all categories or not. Subcategories are not used in the budget report. Only
Bank accounts can be used, and you can combine several bank accounts by using the Selected

Accounts button.
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w, Checkbook Reports
Transactions 1 Account Balances ]
Payroll \l Budget ] Summary

Edit Monthly Budget Amounts |

¥ Current Account ¥ Al Categories
= Al Accounts " Selected Categories J
" selected Accounts J

Date Range
From: [01/01./04 | - Create Repart
To: [02/12/04 [=1+] pe—

For each category, you can enter a budget amount that is different for each month of the year, or you
can make the budget amount for each month the same. The report will show the category, the actual
expense or income for the category, the budget amount, and an "over" or "under" budget amount.

To enter your budget amounts, click on Edit Monthly Budget Amounts and you will get a screen
similar to the one below.

w. Edit Budget Amounts =13
Click here to set all months in selected row to @ | W
Monthly Budget Amounts
Category Jan Feb Mar Apr May Jun Jul Aug Sep Oct Hov Dec|| o

b | Advertizing ¥ | 15000( 15000| 15000 15000( 15000( 15000| 15000 15000( 15000| 15000 150.00) 15000
™ |Bank Charges X 0.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0 0.00 0.00 0.0o 0.00 ooa|
] Clathing hd 10.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0
™ |oues | {9,000.00{9,000.00|9,000.00(9,000.00 {9 000,00 |9,000.00)9,000.00(9,000.00|9,000.00|3,000.00 (9,000.00(9,000.00
] Ertry Fees | 0.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0
] Ertry Fees b4 0.00 0.0o0 0.00 0.00 0.0o 0.00 0.0o0 0.0o 0.00 0.0o 0.00 0.0o0
™ |Insurance ¥ | 300.00( 30000 30000 30000| 30000( 30000 30000 30000 30000 30000 30000 30000
T irterest | 2000 2100 2000 2400 200{ 2100 24000 2000 Z100) 2100 2400 21.00
™ irternet b4 30.00 30000 3000) 3000 3000 3000f 30000 3000 3000 3000 30000 3000
] Legal and Prof b4 0.00 0.00 0.00| 45000 0.00 0.00 0.00 0.0o 0.00 0.00 0.00 0.00
Mo Tax Sales | 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.0o 0.00 0.00 0.00 0.00
B Supplies b4 4500 4500 4500 4500 4500 4500 4500 4500 4500 4500 4500 4500
: Payrall ¥ |4,000.00 (4 000,004 00000 4000004000000 (4 000.00|4,000.00 400000 (4000004000004 000.00) 400000
|__|Paol Rental ¥ |2,500.00 (2 500.00|2,500.00) 2 500.00 25000002 500.00|2,500.00|2,500.00 (2 500.00|2 50000 2500.00) 250000

Postage b4 40.00| 40000 4000| 4000 4000( 4000 4000 4000 4000 4000 4000 4000 ;l
= —l
Save Lancel
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You can edit any month's budget amount by clicking directly into any cell. If the budget amount is the
same for every month, select the category row, enter an amount at the top and click Click here to set
all months in the selected row to. The same amount will be instantly enter for the entire 12 columns
for the given row.

When you are satisfied with the budget amounts, click the Save button and that takes you back to the
Budget Report where you can click Create Report to print your budget report. A report similar to the
one below will be created.

Budget - Hunricane Banle

L2003 to 67262003

Income Aciual Budget Difference
Dues 53,997 47 $54,000.00 (3253
Entry Fees 1.040.00 F0.00 $1,040 00
Total Incomae 5503747 54 ,000.00 1,037 47

Expense Actual Budget Difference
Entry Fees g75.00 F0.00 87500
[nsurance 300,00 $1,800.00 ($1,500.00)
Internet 37.08 £180.00 (392.92%
Office Supplies 15.00 E270.00 CE255.000
Payroll 26,679.50 $24,000.00 $2,679.50
Pool Rental 14, 000,00 $15,000.00 CE1.000.007%
Telephone 280,83 F0.00 F280 .83
Travel 60.00 $0.00 F50.00
Cther 4,500.00 F0.00 $4.500.00
Total Expenses 45,797 41 $41,250.00 $£5,547 41
Total Income/Expense 8,240.05 F12,750.00 k4,509 247
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Reports / Labels

This Section describes all the various reports that are available from SportsBM. The only labels
available are Mailing Labels found in the Administrative Reports section.

NOTE: The Checkbook Reports are described Here under the Checkbook Menu Section.

Click on Reports from the Main Menu Bar and then choose from the following types of reports:
e Administrative (includes labels)
e Account Financials
e Athlete Registration

Athlete Registration only applies to Swimming.

NOTE: SportsBM offers numerous reports under the groupings of Administrative, Account
Financials, and Labels.

NOTE: All Administrative Reports have the same filters listed at the bottom half of the screen. The
top half of the screen changes with the various report selections.

Administrative Report Choices
Addresses / Account Lists
Athlete Rosters
Attendance Lists
Mailing Labels
Medical / Custom Info
Registration Check

Account Financials
Account Balances
Transaction Summaries
Financial Summaries
Athlete Posting Lists

Labels
Mailing Labels

Preview Screen Tool Bar

The Preview Screen Tool Bar is displayed on the top of each report's Preview Window.
X 10of1 5| & & 10z - Total54 100% 54 of 54

+ Click on the "X" on the left side of the Tool Bar to close the Preview Window.
+ The left and right arrows allow you navigate through the pages of the report.

+ Click on the Printer icon to actually start printing the report. You will be given the option to print the
current page or a specific set of pages for each report - for example, print only pages 11-14.

+ Click on the Printer Setup icon to select the printer that you wish to use for this report. HY-TEK
suggests you set up your printer defaults using Printer Preferences.
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+ Click on the Export Report icon to export your report to Excel, Lotus, Microsoft's Word, CSV file,
HTML, rich text, etc. HTML is the format used to display the report on the Internet. If you are going
to use the report Export for this, HY-TEK suggests using the Draft 3.0 Standard from the pull-down
list.

+ Click on the Preview Sizing arrow to resize the Preview Window.

It is highly recommended that you NOT use Dot-Matrix printers for reports because the true type fonts
will cause the printer to print very slowly. Using a Dot-Matrix for entry cards and labels should print
quickly as there are specific choices for dot-matrix printers.

If you have problems printing on the Dot-Matrix printer, please go to your printer vendor's web site and
download the latest printer driver. Please note that Windows NT does not have drivers for many of the
older Dot-Matrix printers.

Report Exports

After a report is displayed on screen, you have options for exporting the report to various formats.

x| ] 4 101+ b || | &|&|&| [0z =] Toast o0z 51 of 51

You can click on the Export Report icon @l which looks like an envelope. This brings up the following
window:

Export x|

Farmat; | OF. I
I Character-zeparated values j Carcel |
Drestination:

| Disk file =l

Leave the Destination as Disk File. When you click on the Format combo box, which contains several
options, a few of which are displayed below:

Rich Test Format "
T ab-zeparated tewxt

T ab-zeparated values

Test

YWord for Windows docurnent

Select the format and then click Ok on the Export window shown above. You then are directed to pick
a directory/folder for the file to be copied to. The save to folder will always be a Temp folder several
levels down in Documents and Settings. This is usually an inconvenient location, so you can change it
to any folder you wish and change the name of the file to be created. A sample window is shown
below:
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Choose Export File ed |
S ave in: I@ Temp j o= 5 Ef-
_ISTMP1.DIR [iLangpacks
i _ISTMPZ.DIR [CS)ILEXTEMP
Recent _ISTMP3.DIR [ Manual
_ISTMP4,DIR [ msohkmil
{A57E473A-0FF4-4264-B742-08DFI68F34Fa) BNA'-.-'
{E09B48E5-E141-427A-AB0C-D36051 272244} [C)NLU4 tmp
~DEST = pft 1 ADE~Emp
~EXE0000 [CoMET
~enfFfilk [CyradsFsDa.tmp
] =} I3 Support
My Dacumernts ~sPLe | Temparary Directory 1 for
_ Acrobat Distiller 5 | Ternparary Direckary 1 For
_!— Cookies ' Temporary Direckory 1 Far
HH?Er' her FrontPageTempDir | Temporary Direckory 2 Far
W W _OMpLIce|
’ : Hiskory | Temporary Directory 3 Far
L | I
File name: rnrni?;'tearnl:na:s:in::'l col.doc j Save I
Saveastype:  |word forwindows [* doc) =l Cancel |
FA

Exports to PDF Format

You can export any MM report to PDF if you have a purchased version of Adobe Acrobat installed on
your computer or if you have downloaded another type PDF Distiller such as ones found on the
following web site: http://www.handyarchive.com/free/distiller. If you do not purchase the distiller and
use a free one, it will put a logo on every page and this is probably not what you will want.

With the purchased version of Acrobat Reader, you will have what is called the Acrobat Distiller
installed and it will be listed in Windows as one of your printers.

When your report is displayed on screen in MM, you can click on the Printer Setup icon % at the top
of the report to select the distiller from the list of printers as follows:
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PrintSetp 2| x|

— Printer

M amne: I.-'-‘-.u:ru:ubat Dhiztiller j Froperties... |

Statuz: Ready
Type: AdobePS Acrobat Distiller
Where:  ChDocumentz and Settingshall UzershDeskioph” pdf

Comment:

— Paper Drientation

Size: I Letter j & Portrait

[
Source: Iﬁutnmatically Select =l " Landscape

Metwark... | Cancel |

Click OK and then click the Printer icon El at the top of the report which is just to the left of the
Printer Setup icon and you will receive a window like this one:

print x|
Prirter: Acrobat Digtiller on C:hDocuments 0K
and Settingziall lzerz\Desktoph”, pdf _

Cancel

Frint Fange
LY |

" Pages Enpies:l 13:
From: I 1 Ta I ¥ Collate Copiss

Click OK and a pdf will be created and you will be given a window where you can name the pdf file
and select the folder where you want the pdf copied to.

Exports to Word Format

After a report is displayed on screen, you can click on the Export Report icon @l which looks like an
envelope. This brings up the following window:
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Export x|

Farmat; | OF. I
I Character-zeparated values j Carcel |
Drestination:

| Disk file =l

Leave the Destination as Disk File. When you click on the Format combo box, select Word for
Windows document and click Ok.

Rich Test Format "
T ab-zeparated tewxt

T ab-zeparated values

Test

YWord for Windows docurnent

Save the export file to any folder you wish. If the report is a two column or three column report, it will be
created as a single column report in Word. Therefore, after the export report is saved, open the
exported file with Microsoft Word, click Format / Columns and change the columns from 1 to either 2 or
3 depending on what the original report had. In addition, the page numbering in the headers will be
fixed at 1 on every page. You must edit the header and replace the page number with Word's page
number macro. After these changes are made, you can make other cosmetic changes as needed and
then re-save the document.

Important Note: MM uses Crystal Reports version 7.0 which exports Microsoft Word files in Word 2.0
format. This old Word format cannot be opened by Office Word 2003 SP3 and Office Word 2007
because these current Word versions by default have a registry setting that disables the opening of old
Word formats. In order for you to re-enable Old Word File Formats, you must download the file named
UnblockWord.reg from the Microsoft web site and Run the downloaded file. It will quickly change the
Registry to allow the opening of old Word formats. The UnblockWord.reg can be downloaded from:

http://downl oad.microsoft.com/downl oad/2/8/B/28B 644CE-9A 30-4D99-A FEF-
830A4FB5B839/UnblockWord.reg

To read what Microsoft has to say about this issue, go to
http://support.microsoft.com/default.aspx/kb/938810

Administrative Reports

SportsBM offers the following selections in Administrative Reports:

Mailing Labels \l Medical / Custom Info \l Registration Check
Address / Account Lists \l Athlete Rosters \l Attendance Lists \I ]

All Administrative Reports have the same filters listed at the bottom half of the screen. In the bottom

half as seen below, you can filter the report by Groups or Subgroups, Gender, and Active or Inactive

Status, and by Name, Age, or ID number. The top half of the screen changes with the various report
selections.
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Address / Account Lists Report

Click on Reports from the Main Menu bar and then Administrative and Address / Accounts Lists to
view the following Report menu screen. According to your Style selection, this report enables you to
print by either Account/Family or by Athlete. You can choose Contact or Mailing Information, a
Telephone List, an Account Number List, or an Email List. You also have the ability to exclude account
numbers, phones, fax numbers, or e-mail addresses.

L L R B R A

There are quite a few combinations of reports that are generated based on whether you choose For
Account or For Athlete and what items you exclude.

Athlete Rosters Report

Click on Reports from the Main Menu bar and then Administrative and Athlete Rosters to view the
following Report menu screen.
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Standard Roster Sort
Choose to sort by Name or SportsBM Groups/Subgroups or TM Groups/Subgroups.

Report Choice
A Standard Roster lists the athletes alphabetically and includes gender, age, birth date, ID number,
Group, School Year, and Join Date. The Join Date only shows if the Include Join Date check box is

checked. The School Year only shows if the Show School Year check box is checked in Report
Preferences.

An Age Group Roster lists athletes alphabetically by age group as selected when you click the Create
Custom Age Groups and check the box Use Custom Age Groups. It contains the same information
as the Standard Roster, but the athletes are sorted according to age groups.

Create Custom Age Groups - by clicking on this button, a screen appears to let you customize your
report.

wm. Multiple Age Groups _|O]

Standard A | Standard B | L5, 5 Year | FIHA 5 Year

AGE RAHGES
Loy Aoje High Agge -
0 E
T ]
9 10
1 12
13 14
15 16
17 18
19 a9

D~ m| | & W k=

[in]

10
11
12

13 -

- Enter any combination of up to 24 Age Groups for the
Aoe Group Roster repott.

- Age Groups can overlap.

- The highest age permitted iz 109,

- To include the Open Age Group, enter O to 109,

Date for Computing Athlete Ages

Either type in a date or use the drop down menu to enter the date for computing ages for the current
report.

Attendance Lists Report

This report provides a one week (portrait), bi-weekly = two week (landscape), or monthly (landscape)
attendance report for the athletes that were selected based on the Attendance Sort listed to the left.
Check the boxes to include phones, 2 rows of boxes (for AM and PM practices), and to put groups on
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separate pages.

— Attendance Sort Attendance Format ——— [ Il Fri o
% athiete MName & \weekls - Partrail nclude Primary Phones
0 5l Bz s ! [ Include Two Rows of Boxes
" BM Group / Sub " Biweekly - Land
T G:DDLL:E S PSS  SATEREaRE [ Each Group on Separste Pages

" Monthly - Landscape

| DDy (==

= Th Group S Subgroup

Mailing Labels Report

From the Main Menu, click on Labels or click on Reports / Administrative / Mailing Labels.

Click Here for information about the filters found at the bottom of the Administrative Reports.

Label Types Style Repeating Address

LaserInk Jet i Accourt [
& 2410 O ad-Uk (28 " Athlete
Co3x10 0 O A4-Aus [311] & Birthday |
Dot Matrix " Repesting |
.
4 [ Custom Select I
MonthDay Range |IIIS.|'EI1 to ID&,.31 # of Sheetz for Repeating Label | 1

Include Birth Diate on Label W

Select the desired Label Type and select the Style. If you select Birthday, choose a Month/Day range
such as 09/01 to 09/07 and SportsBM will create mailing labels for all athletes whose birthdays fall
with the selected Month/Day range. Select Repeating if you wish to create Return Address Labels;
type the address information in the Repeating Address blanks and select the # of Sheets for
Repeating Label. Note that the label selection 2 x 10 is 20 labels per page and Avery #5161, and the
label selection 3 x 10 is 30 labels per page and Avery #5160.

Medical / Custom Info Reports
From the Main Menu, click on Reports / Administrative / Medical/Custom Info.

To format this report, click either Medical Information or Custom Information. To further design/sort
the report, use the filters found at the bottom of all Administrative Reports.

The Medical Information Report

Athlete Name, Age, Birth Date, Group, School Year
Emergency Contact, Emergency Phone Number
Doctor, Doctor Phone

Medical Condition, Medication

The Custom Information Report
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o Athlete Name, Age, Group, School Year
e Custom Fields and their data

To format this report, click the radio button for either Medical Information or Custom Information. To
further design/sort the report, use the filters. Click Here for information about the filters found at the
bottom of the Administrative Reports.

Registration Check Report

From the Main Menu, click on Reports / Administrative / Registration Check.

This report verifies the athletes against the LSC's USA Swimming Registration file. A swim
organization may want to set up a process to periodically register athletes. This registration may take
place at the team level and then each team would export the registration information for the athletes to

a central Registration Database. The particular Athlete registration setup, report, and export in
SportsBM is specifically designed to accommodate USA Swimming's National Registration process.

This report is designed to check the athletes in your Database/Team/Group against a standard semi-
colon delimited Registration File. This is a great way to check that your athletes have the correct
registration 1D, name spelling, and birth date. This report and the accompanying Browser currently
support the USA Swimming Registration .RE1 export file.

You can click on the Browse Reg File button to view the registration information contained in the .RE1
Registration File that you selected for the Report.

Creates ID Exception Report

Browse a Registration .re File : _I

Account Financial Reports

SportsBM offers the following selections in Account Financials Reports.

. Account Financialz
Financial Summaries \I Athlete Posting Lists
Account Balances \I Transaction Summaries ]

Account Balances Report
From the Main Menu, click on Reports / Account Financials / Account Balances.
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Group Sort Report Choice ¥ Include Home and Office Phone
>
o EIEﬂngmup * accourt Balances [T Include Last Paymert &mount and Date [ Aging Days
B Group ! Subgroup " Escrowes oy ¥ Include Accounts with Zero in &0 Categories
T G
M G:EEE BEU R (" Athlete Balances = Each ESrouE o Separate Fage far Lithlete Belances

[T Show Only Accounts with Invoice Balance Due Cver I 0.00

[™ Use Custom Date for Accourt Balances : | 07102104 [21+]

Click on the desired radio buttons for Group Sort & Report Choice.

NOTE: The Account Balances Report can also be used to show aging of balances due. By
checking the box "Include Last Payment Amount and Date", the last two columns show the
last payment amount and the date. You thus get a report that shows problem accounts.

Account Balances Options

Include Home and Office Phone

Include Last Payment Amount and Date

Include Accounts with Zero in All Categories

Show Only Accounts with Invoice Balance Due Over: (you fill in amount)

Use Custom Date for Account Balances will provide balances at any date in time, but these
balances will only be accurate if the Day 1 start-up balance is correctly entered.

Escrows Only Options
¢ Include Home and Office Phone
¢ Include Last Payment Amount and Date
e Use Custom Date for Account Balances will provide escrow balances at any date in time, but
these balances will only be accurate if the Day 1 start-up balance is correctly entered.

You can filter the report by Active Accounts only, Inactive Only, or by Facility.

Account Status
% Active Only

i~ Inactive Only

O Active & Inactive

Facility : I - I

Transactions Summaries Report

There will frequently be times where it would be nice to have a list of all charges posted for dues during
the past month or the past two weeks just to check that everyone was charged. The transaction
summary report serves this purpose. This report is especially useful to check your work after posting a
long list of charges. It will also give you a total amount charged which you can check against the
amount you paid.

From the Main Menu, click on Reports / Account Financials / Transactions Summaries.

The Transactions Summaries Report offers numerous choices and filters to enable you to gather
exactly the data you need.
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Report Choice
=" Both Current and Histary
= Current Tranzactions only

(8 History Transactions Only

Inuoice Categories
& 8l Transactions

™ Duss

" Entry Fee

™ Travel Fund

" Taxable Sales

™ Non-Taxable Sales

Tranzaction Types
%" Both Charges and Credits
8 Charges Cnly

= Credits Only

Date Range for Transactions

From: [ 01/13/04 =B

To: 0242104 =B

Search String © |

Click on the desired radio button for Report Choices, Invoice Categories, and Transaction Types.

Date Range for Transactions

Type in dates or use the drop down menus to select "From" and "To" date ranges.

This feature is very handy for finding particular types of transactions, such as all those that have
"Reverse Charges" in them.

Sorting Options as seen below are list at the bottom of the screen:

—— Transaction Sort —— Account Status
&Aoot = fctive Only

" Account Mame " Inactive Cnly
" Posting Date " fctive & Inactive
" Category Facility : I *I

" Subcategony

Financial Summaries Report
From the Main Menu, click on Reports / Account Financials /Financial Summaries.

There are 3 types of Financial Summaries; click on the radio button of your choice.

—— Report Choice
% Current Balances
" Charge and Credit Totals

" Sales Tax

Current Balances Report
This report lists the amount due from each facility, in each invoice category, and total escrow amounts
(shown within the parentheses), and the total balances for each category.

Charge and Credit Totals
This report lists each facility and the charges and credits for each of the 5 invoice categories. Balance
Totals appear below each Charge and Credit column.
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Charges And Credits - 4/2/2003 s £/2/2003

s Entry Feo 1 rawel Fund Tawable Sales Ham- 1amable Sales Lotal
Faritisy Charges Credits Charges Credits Charpes Credits Charges Credits Charges Credits Charges Credies
Androws Facilsty 11500 L8500 300 0,00 0,00 130 00 #4800 45000 2000 ooo 1 485,00 75500
Capitol Aqaanss Center 22500 oo 47500 oo 33500 000 3500 ooo 4500 ooo 111600 noo
Dradelard Rec Cenler 205,00 10000 5500 00D 0,00 000 a0a nao oa0a nan 260,00 lnaoo
31,205.00 3195.00 55200 $0.00 33500 $120.00 $T04.00 450,00 $65.00 j0.00 32,861.00 765.00

Sales Tax

If you are recording taxable sales with SportsBM, then this report will be very useful. It is designed to
give you all the information you need to fill out the monthly sales tax report requested by your state.
For any given month, the sales tax report includes the sum of all charges and credits posted to
Taxable Sales and Non-Taxable Sales. Your can have the report calculate any month of the year.
Results can be either shown on the screen or printed out.

Sales Tax Collected - 4/2/2003 to 5/2/2003

Taxable Sales Mon-Texeble Sales
Faedity Charges Credils Sales Tase Charges Credits
Andrews Facility $668.00 §450,00 $44.61 $20.00 $0,00
Capilol Agquatic Center §36.00 $0.00 $2.52 $45.00 §0.00
Dadelend Hec Center $0.00 $0.00 $0.00 $0.00 $0.00
£704.00 E450.00 54913 $a65.00 000

NOTE: This report assumes that the amounts posted for each taxable sale include the sales tax
amount. In addition, the sales tax is calculated from the amount charged, not the amount
collected.

Athlete Posting Lists Report

From the Main Menu, click on Reports / Account Financials / Athlete Posting Lists.

Group Sort Report Choice
ze Custom Age Groups
& None [T Use Custom 2ge G
¥ Standard Posting Roster
= B Group .
" B Group ! Subgroup 8 Age Group Posting Roster Create Custom Age Groups
 Th Group

0 Th Group ! Subgroup

Date for Computing Athlete Ages
[ 02112104 2T+

Use the radio buttons to Sort by any Group or None. Use the drop down to enter an Age Computing
Date.

Standard Posting Roster

This form serves a worksheet for writing down information to be entered later into SportsBM. The
Standard Posting Roster alphabetically lists the Account/Family #, a blank line for writing info, Athlete
name, Gender, Age, Birthrate, Group, and School Year.
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Posting List - All Facilities

Acci Amount Athlete Sex Age BirfhDate Group ¥r
3la Adams, Rogcose T M11 11141991
458 Albert, Jane F HE0R005
458 Albert, Kathy F 14 122111986 AGL
220 Bish, Aaron J M 12 27121990 AGP
457 Borggreen,Jr, Tim M 18 4107935 HEP
368 Brady, Emily B F 15 101371987 QAG
350 Brady, Shane M2 BT TATH
202 Brock-Jones, Lawren B P 15 1150987 TIxl
420 Burns, Rusty M 1T 256 IR
363 Caigon, Willkam R M 18 TR0 QAG

Age Group Posting Roster
This form serves a worksheet for writing down information to be entered later into SportsBM. The Age

Group Posting Roster lists by the Custom Age Group selected in alphabetical order the
Account/Family #, a blank line for writing info, Athlete name, Gender, Age, Birth date, Group, and
School Year. It includes the total athlete count per age group.

Posting List - All Facilities

Acctd  Amount Athlete Sex Aze BirthDaie Group ¥r
6 & Under
458 Albert, Janet F - 47302003
429 Cheripla, Michasl B M 4 &M2N99E MM
328 Faruk, Sadiyah F 6 52111996 I
419 Hooker, John R ML 6 11801987 W
432 Hughes, Jarmue P % R T A R S NI
457 Erupp, Emdy F & 1131997 Izl
447 Robinzon, Jerdan E F & 5211199 W
A45% Emmmertan, Chrstoph C [ AN2/199% MM
453 Dimmerman, Juliana O F 5 121401957 MM
6 & Under Athlete Count: 9
7-8
41 Kim, Christopher & M 7171888 I
440 Hicolett, Tyler E M B &/71994 Ixl
444 Smith, Caroline R F B 2161995 T2
434 Solamon, Cydney J F Toolansnees X

7-8 Adthlete Count: 4

Athlete Registration Report

This report only applies to swimming. A swim organization may want to set up a process to periodically
register athletes. This registration may take place at the team level and then each team would export
the registration information for the athletes to a central Registration Database. The particular Athlete

registration setup, report, and export in SportsBM are specifically designed to accommodate USA
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Swimming's National Registration process. Information entered on the Registration Preferences
screen will appear on the Individual Athlete Registration Application. To create the application, go to
the Main Menu / Reports / Athlete Registration, and then check the box: Print Application Forms

instead of Report.

m| Registration Report

Include Mewr Registrations [+
Include Renewalzs [»

Include Changes [

Include Celetes [

Y

Batch #: 0

w

Specific Group
Specific Subgroup

-

.
=
=

Facility

Year 2010

Report Options

To repatt a previously exported batch,
zelect the batch # of the group you
wizhto print. A Batch number of O
will only export Registrations that
have nat been exported in & previous
bistizh .

Last Batch Exported. 1

Print Application Forms instead of Report [
Report Fiters

Specific Th Group

Specific Th Subgroup

.

Specific School Year :

* Year 2011

x]

.......

Cancel

You can include one or more of the registration classifications and you can filter this report by Group,
Subgroup, Facility, TM Group, TM Subgroup, or School Year. Enter the Batch Number associated with
this particular Registration Report or enter "0" to include all swimmers that have not been exported.

Click on the OK button, and SportsBM will provide a report preview of the Registration Report.

Note: Only Active athletes are included in the report. If a particular athlete was exported and has say a
Batch number of 3, a report on batch 3 will not include this athlete if the athlete has been changed to

Inactive.
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Check For Updates

Periodically, HY-TEK provides Service Pack Updates that include corrections to reported problems.
The Check for Updates feature connects to the HY-TEK web site to determine if there is a newer
update available.

In order to download and install the current SportsBM Service Pack Update, make sure you are
connected to the Internet and then start SportsBM and click on Check for Updates from the Main
Menu Bar.

. Sports BUSINESS MANAGER - Database:C:\SportsBMDatal\MyTeam.mdb

File Set-up Accounts  Team Reqistration Online  Checkbook  Reports  Labels  Check for Updates  Help

SportsBM will verify the Internet connection and then check the MM Update site to see if you are
running the current release. If you are already running the most current SportsBM release, SportsBM
will tell you just that and you click OK and continue. If you are not running the current SportsBM
release, SportsBM will download the latest update for you and show a download progress bar.

Download Sports BUSINESS MAMAGER Update

Downloading...

2,310,144 of 4,247,971

After the download has been completed, SportsBM will ask if you want to install it now.

SportsBM |

Do you wank to inskall the update now 7

If you click Yes to the above message, SportsBM will install the update, will close SportsBM, and then
will restart SportsBM for you. After SportsBM has restarted, click on Help / Release Notes to check
out the new features that have been included in the update.

If you click on the No button above, nothing will be installed and you can try the Check for Updates
again later.

Since the update file has already been downloaded to your computer at this point, you can install the
update by clicking on File / Install Update and you will get the message shown below. The update file
is named SportsBMUpdate.zip and is stored in the Download folder under your installation directory -
probably c:\hy-sport\SportsBM\Download. Click No in the message shown below will then allow you to
open the SportsBMUpdate.zip file which will then install the update the same way Check for Updates
would install the update.
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SportsBM |

Please click on '"Check For Update' on the SparksBM Main Mernu Bar. Sports Business Manager will then check the Hy-Tek web
site and compare your version with the lakest version and if your version is ouk of date, the newest version will be automatically
downloaded and installed.

O use this Install Update menu ko install a SportsEMUpdate. zip file that 1) has been provided on a COor ZIP disk or 2) wou
have downloaded from the Hy-Tek Download Center.

Choose Yes and SBM will rouke you to the 'Check For Update',

Choose Mo ko continue with the install of a SpartsEMUpdate . zip file that has been provided ko wou on a C0 or Zip disk ar that
wou have downloaded.

es Mo Cancel

NOTE: Installing an update will not harm your database.

NOTE: If you have Firewall software on the computer you are using to Check for Updates, you may
have to turn the Firewall software off until you have completed the Check for Updates procedure and
then turn the Firewall software back on. If you are unable to get SportsBM to connect to the HY-TEK
web site, you can update to the latest version by ordering a Product Replacement CD, Web Delivery,
or both from the HY-TEK Online Store.

135 Copyright©Sports-Tek Software



Sports BUSINESS MANAGER

Pro Option

Sports BUSINESS MANAGER with the Pro Option includes the standard Sports BUSINESS
MANAGER product with the following added feature:

e Network Option in which two or more computers each running MM can share a common
Database. Click Here for a description of the Software and Hardware necessary to properly use
this feature. Click Here to see how to set up the Logon and Administration functions that
support this feature.

The Sports BUSINESS MANAGER with the Pro Option logo is displayed right on the Main Menu if the
feature had been included with your particular product release.

Setup a Network

Pro is an Option and is not included in the Start-up version of Sports BUSINESS MANAGER, but may
be purchased as an added feature and then becomes an integrated part of the program.

SportsBM Pro supports the standard Windows peer-to-peer network configuration. In this type of
network configuration, each computer is connected to a central device called a "hub". The shared
SportsBM Database is loaded on one of the computers so that any of the other computers can access
it directly.

For example, suppose we have 4 computers connected to a hub. For the purposes of this discussion,

let's name these computers A, B, C, and D and let's load the SportsBM Database on Computer A.

e The HY-TEK SportsBM product software would be installed on all 4 computers on the hard drive C.

o The folder on the A computer where the database is located must be given full read/write
permissions. To give a folder full read/write permission, use My Computer or Windows Explorer to
right click on the database folder (usually c:\sportsbmdata) and then click Sharing. In the Sharing
Menu, check the box to Share this folder on the network and check the box that says Allow
network users to change my files. You may also give a Share Name to the folder which defaults
to the actual folder name. Rather than just share the database folder, you can also share the entire
C Drive by right clicking on Local Disk (C:).

Hardware Required
Example of network component vendors are 3Com, Kingston, and D-Link. Internet sites that you can
order from are www.buy.com and www.pcconnection.com.

e 100 Base TX Hub. The cost for a 5 Port Hub would be about $49.00.

¢ Most desktop computers come with a network card built in. But if yours does not, you can purchase
a 10/100 Base computer network card for each desktop computer - Cost about $25.00.

¢ Most notebook computers come with a network card built in. But if yours does not, you can purchase
a 10/100 PCMCIA Card for each notebook computer - Cost about $49.00.

e 10/100 Base TX cable from each computer to the hub. The cables will connect to an RJ-45
connector in the hub and into each computer's network card. The cost is about $10.00 for 25 feet of
cable. Or, you can use a wireless setup with the appropriate Network cards and hub.

So for a 4 computer system network, the hardware cost would be under $200.00.

Software Required
The peer-to-peer network software is included with your Windows 98, 2000, XP, or NT Operating
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System. Please follow the appropriate instructions for setting up your particular network system as well
as the software drivers included with the network card installed on each computer.

Continuing with our example, let's assume that the hard drive on Computer A is the one that is shared.
On Computer A, you would start SportsBM and click on File / Open, select your local Drive C, and
select the database which is probably in c:\sportsbmdata. Now the SportsBM Log-in window appears
and you select one of the nine user levels such as Administrator and click Multi-User at the bottom.
When you start up SportsBM on Computer B, click on File / Open, select the mapped drive from
computer A (let's assume computer B sees computer A's hard drive as the F Drive) and open the
database found in f:\sportsbmdata. The Log-in screen now appears and it shows you that the Admin
user is logged-on. You select a user level such as Staff 1 and click Ok. Now computers A and B are
accessing the SAME INFORMATION contained on the hard drive on Computer A. Do the same for
computers C and D.

Please note that under the Windows peer-to-peer network configuration, devices like Printers may
also be shared.

MM Pro provides a complete suite of Network Administration features. Please click Here to find out
how to setup the Logon/User ID choices, optional passwords, and permission levels for your system.

Logon the Network

If you are using Sports BUSINESS MANAGER with the Pro option, whenever you Open a Database,
SportsBM Pro will prompt you to logon with one of the User Names shown below. There are three
levels of permissions as shown, so pick the User Name that applies to your needs.
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wi. Log-In to: C:\SportsBMD ata\Berkeley Aquatic CluMDEB

Logged-In User Name Password Restrictions

[ & Admin { Mone

I_ " Staff 1 | Metweark Administration
I_ " Staff 2 | Metweark Administration
L " Staff 3 { Metweark Administration
L " Staff 4 { Metweark Administration
L " Staff 5 { Metuork Administration
l_ " Report 1 | Reports and Labels Only
l_ ' Report 2 | Reports and Labels Only
l_ " Report 3 | Reports and Labels Only

Open Database Methodd
* Single User

" Multi User
Do Hot Open Database

Level User Name Permissions

1 Administrator  No restrictions at all.

2 Staff 1 This level can do everything except Network Administration and Single User

Mode functions.
Staff 2
Staff 3
Staff 4
Staff 5

3 Report 1 Print Reports/Labels ONLY

Report 2
Report 3

Please note that the logon applies to a specific Database.

In order to logon, you must first pick from the above list of User Names and then enter an optional
password for that User Name. Only the Administrator User Name has the ability to assign a

Password to one or more of the User Names - please click Here to find out how to set up passwords. .
Please note that an Administrator may set up a set of passwords for one Database and no passwords
for another Database - the set of User Name passwords are associated with each Database, NOT

with the global system. Passwords consists of from 6 to 16 numbers and letters and can be left
blank if no password is desired. When you logon, SportsBM will display all nine User Names and

indicate which ones are available to use (that is, currently NOT logged on).
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If you logon as Administrator, you have the option to Open the Database in Single User Mode or
Multi-User Mode. Click Here for more information about logging on as Administrator for Network
Administration. If you logon as any of the other 8 User Names, the Database will automatically be
opened in Multi-User mode - that is, more than one User can access the database at one time.

The only way to log off and free up your User Name is to exit from SportsBM.

Setup Network Administration

If you are using Sports BUSINESS MANAGER with the Pro option, you can logon as the
Administrator and optionally set up passwords for all three Levels of access as shown below. Only
the User Name of Administrator can perform Network Administration and setup or change the
passwords for the Database that is currently opened.

Level User Name

Permissions

1 Administrator
2 Staff 1

Staff 2
Staff 3
Staff 4
Staff 5

3 Report 1

Report 2
Report 3

No restrictions at all.

This level can do everything except Network Administration and Single User
Mode functions.

This level can do everything except Network Administration and Single User
Mode functions.

This level can do everything except Network Administration and Single User
Mode functions.

This level can do everything except Network Administration and Single User
Mode functions.

This level can do everything except Network Administration and Single User
Mode functions.

Print Reports/Labels ONLY

Print Reports/Labels ONLY

Print Reports/Labels ONLY

After you have logged on as the Administrator, click on File / Network Administration and
SportsBM will display the nine User Names as shown above and indicate what User Names are
currently logged on and if so, what computer name is associated with that logon. As the Administrator,
you can optionally assign a password to one or more of the nine User Names. Please note that the set
of User Name passwords are associated with each Database, NOT with the global system. In
other words, you can assign passwords for all User Names for Database A but then assign no
passwords for access to Database B. Passwords can consists of from 6 to 16 numbers and letters
and can be left blank if no password is desired.
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is. Password Administration x|

Legged-In User Name Password Confirm Password

[X  xp2001 * Admin [ || |

" Staff 1 [ | |

" Staff 2 [ | |

" Staff 3 [ | |

" Staff 4 [ | |

" Staff 5 [ | |

" Report 1 | || |

" Report2 | | |

B .

" Report3 | | |

When you logon as Administrator, you have the option to Open the Database in Single User Mode
or Multi-User Mode. You also have the option to switch between Single and Multi-User Mode. To
switch from one mode to the other, just click on File / Switch to Single/Multi-User Mode. If you try to
switch to Single User Mode and there is already a user logged on, SportsBM will not let you switch
until all other Users are logged off. Single User Mode prevents any new users from logging on to the
system as long as the Administrator is logged on. There are two reasons the Administrator might
logon or switch to Single User Mode:

1. To prevent others from logging on while he/she completes changes that are needed without
interruption.

2. To perform any of the Single Mode functions as follows:

Restore a Database

Repair a Database

Import

Delete Accounts and Athletes

Install Update

Use the SportsBM Web Browser
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Hy-Tek Products

Swimming
TEAM MANAGER for Swimming

TEAM MANAGER for Swimming is designed to automate the clerical tasks associated with managing
and coaching a swim team, including workout management. TM can be used by one team, a swim
league, or even a USA Swimming LSC. Here are a few of the reports and functions that TM can
perform:

e Roster Report (Many formats)

e Record Keeping (e.g. tracking pool, meet and team records)

e Time Standards (Tagging swimmers= times with the appropriate time standards - e.g. AAA, AA, A,
BB, B

Top Times Report (e.g. Top 5 for 50 Free since 4/12/95)

Mailing Labels and Deck Labels/Cards (for your next meet)

Ribbon Labels (based on the place finish or improvement)

USA Swimming Registration

Graph Swimmer's Performance (over the season)

Conversion from Meters to Yards and Yards to Meters

Recruiting Reports & NISCA Power Points

Hot Sync Swimmer information and times to and from Pro SWIMMER for Palm OS®
Set up and manage workouts and training

When you return from a meet, enter your team's results directly into your TM Il database using your
keyboard or by importing a Meet Result diskette or e-mail file. You do not have to enter your
swimmers' names — TM will display all the eligible swimmers for a particular event. Just select a
swimmer and enter his/her time.

Before an upcoming meet, use TM's "point and shoot" screen to declare who is swimming what
events. Print a "Meet Entry" report and then click on File then Export to put those entries onto a
diskette to send to the host team.

WORKOUT MANAGER Features

WORKOUT MANAGER is a coach's tool optional feature that has been integrated into TEAM
MANAGER so that, when creating workouts and predicting training paces, it can utilize the already
available athlete rosters and best times without having to move data back and forth between multiple
products. Created with the busy coach in mind, WORKOUT MANAGER is intuitive and time saving
with its easy to use menus and windows navigation features. Most coaches are responsible for 8 to 24
swimmers in anywhere from 2 to 4 lanes in each session. Therefore it is imperative that the coach be
able to create workouts for each lane quickly and easily. WORKOUT MANAGER permits multiple
workout windows to be open at the same time where you can cut and paste between workouts and use
designs from previous workouts. While creating a workout, a running time line, total yardage and the
total stress level is shown to enable you to get the maximum out of a workout. In addition, you can see
the amount of each stroke and the amount of each energy system being designed in. When you assign
a particular workout to a group/subgroup, all swimmers in that group have their attendance and
yardage statistics automatically updated.

With the Training option, you can record any kind of test set and you can predict training paces from
recorded T-30 test sets. The Training option also has been designed to be able to upload statistics on
your swimmers to Web based training programs and then be able to download workouts designed by
those web based program. With the Pace Clock option, you can upload workouts into various pace
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clocks that are available in the market place. This is a great time saving feature since it is time
consuming to manually load data into these pace clocks. See more about the Pace Clock option in the
WORKOUT MANAGER options section.

TM and WORKOUT MANAGER is the latest in swim team automation technology! Check it out at
www.hy-tekltd.com/swim/TMII.

MEET MANAGER for Swimming

MEET MANAGER for Swimming is the very finest meet management software from HY-TEK designed
to help you run any kind of swim meet - Age Group, College, High School, Masters, YMCA,
Rec/Summer League, Dual or Championship format.

One person should be able to perform the bulk of the administrative tasks of running the meet,
including entering events, teams, and athlete entries; producing the meet program using a wide range
of report layout options; and entering and producing various result reports.

To make your task even easier, MEET MANAGER supports the import of entries from diskette or from
the Internet before the meet, as well as the Import of results with splits from your Timing Console using
HY-TEK's Interface software. The INTERFACE option is special software that is designed to
communicate with many different Timing Consoles including Colorado, Daktronics, Omega, IST, and
Kyrotech.

The Pro option, with the Multi-User Network and Real-Time Results Export to the Web features, is
designed to run large meets using several computers sharing one common Database. Set up 2 or
more computers so that the Clerk of Course does scratches and seeding on one computer while
results and ribbon labels are printed on a second computer and the meet is being run from another
computer - all sharing the same common Database!

MM 2.0 is the latest in swim team automation technology! Check out the MM Virtual Tour at www.hy-
tekltd.com.

TEAM MANAGER Online

TEAM MANAGER Online (TMO) is HY-TEK's Internet web based product that displays performance
information about your team's athletes in an easy to view format.. Export your team's best times,
roster, records, and meet results to the web so parents and athletes can view, print, sort, graph, and
filter information about your school/team's performance. From TEAM MANAGER, you can quickly and
easily upload your team data directly to the TMO web database. Check it out at www.hy-
tekltd.com/swim/TMOnline.

Personal SWIM MANAGER Reloaded

HY-TEK's Personal SWIM MANAGER - Reloaded (PSM-R) has been developed to help the Athlete
track his/her performance, scheduling, and administrative information. Here is a short summary of
product highlights:

Software for the entire Family (up to 4 swimmers).

Package includes BOTH PSM-R for Windows and PSM-R Mobile for Palm 0OS.

Hot Sync information back and forth between your Windows desktop and your Palm OS device
Import Meet Results from TEAM MANAGER Online and MEET MANAGER.

Export Entries to TEAM MANAGER.

Interactive Calendar to help with Scheduling of Team Meetings, Workouts, Swim Meets,
Practices, etc. rack Swim Performances and splits with Meet filters, Goal Setting, and Reports.
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e Graph Swim Times and Health attributes including Weight, Heart Rate, Wellness, & Sleep)
e Use PSM-R as your own Personal Web Browser with Your "Favorite Sites"and "E-Mail".
¢ Import Workouts from WORKOUT MANAGER.

Ask about HY-TEK's Team FUND RAISER Opportunity when purchasing 10 or more PSM-R products
for your team!

Check out PSM-R at www.hy-tekltd.com/psm

Pro SWIMMER for Palm OS

HY-TEK's Pro SWIMMER for Paim 0S has been developed for the swim team coach to provide a
portable way of tracking and reviewing both administrative and performance information. Pro
SWIMMER runs on the Palm Operating System version 3.5 or later and requires a 2MB Palm Pilot or
compatible system.

Pro SWIMMER offers:

Medical & Personal Swimmer Data
E-Mail for every Swimmer
Performance History

Entry List for the Meet

Best Times by Stroke/Distance

Hand Timer for up to 3 swimmers at once (including splits) and then Hot Sync results back to
TEAM MANAGER

Pro SWIMMER is designed to display and sort administrative and performance information for a swim
team. Administrative information about your club and every swimmer's best time in every event that
they have swum can be downloaded to your Pro SWIMMER from HY-TEK's TEAM MANAGER I
using the Palm's Hot Sync feature. Meet Entries can also be downloaded to Pro SWIMMER enabling
the coach to review meet entries on the deck for any event or for any swimmer.

Check it out at www.hy-tekltd.com/swim/palmsw and then download a FREE Trial Copy.

Order Pro SWIMMER for only $69.95.

Track & Field

TEAM MANAGER for Track & Field

TEAM MANAGER for Track & Field is designed to help you manage your team. As you know, keeping
track of your athlete's performances from every meet becomes a statistics nightmare. TEAM
MANAGER can greatly lessen this headache and at the same time put the statistics to work for you.
Not only that, but TEAM MANAGER is also designed to be simple to use! No prior computer
experience is needed! The software is menu driven, which means that all information required to
perform a particular task is on the computer screen in front of you.

Major Features
e Store meet results from hundreds of meets.
e Export entries for HY-TEK's MEET MANAGER for Windows to import and import results from
HY-TEK's MEET MANAGER.
e Generate performance graphs.
® Maintain team rosters, attendance lists, mailing and e-mail lists
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List top performance reports in many ways.

Maintain your team's event records and update them automatically.

Handy journal for notes, newsletters, and newspaper articles.

Produce mailing labels, award labels, competitor labels, and event tag labels articles.
Generate season top point scorer lists.

Record splits for all events.

Export any report to Excel, Word, HTML (web), comma delimited, etc.

Export Athlete administrative and performance information to HY-TEK's Pro ATHLETE for Palm
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Check it out on the web and download a FREE copy to evaluate at www.hy-
tekltd.com/track/wintm/index.html.

MEET MANAGER for Track & Field

HY-TEK's MEET MANAGER for Track & Field 2.0 (TFMM) is the very finest meet management
software from HY-TEK designed to help you run any kind of track & field meet - Age Group, College,
High School, Masters, YMCA, Cross Country, Road Race, or Championship format.

One person should be able to perform the bulk of the administrative tasks of running the meet,
including entering events, teams, and athlete entries; producing the meet program using a wide range
of report layout options; and entering and producing various result reports.

To make your task even easier, MEET MANAGER supports the import of entries from diskette or from
the Internet before the meet, as well as the Import of results with splits from your Photo Finish
Interface, Scoreboard Interface, FieldLynx Interface and Button Finish Interface using HY-TEK's
Interface software. The INTERFACE option is special software that is designed to communicate with
many different Interfaces including FinishLynx, Omega, MacFinish, Daktronics, Fairtron, FieldLynx,
Time Tech 8, Time Machine, Chronomix 737, and Nielsen-Kellerman Interval Watch.

MEET MANAGER quickly and easily exchanges financial data with SportsBM.

The Pro option, with the Multi-User Network and Real-Time Results Export to the Web features, is
designed to run large meets using several computers sharing one common Database. Set up 2 or
more computers so that the Clerk of Course does scratches and seeding on one computer while
results and ribbon labels are printed on a second computer and the meet is being run from another
computer - all sharing the same common Database!

TFMM is the latest in Track & Field team automation technology! Check out the TFWin-MM's Virtual
Tour at www.hy-tekltd.com.

TEAM MANAGER Online

T&F TEAM MANAGER Online (TMO) is HY-TEK's Internet web based product that displays
performance information about your team's athletes in an easy to view format.. Export your team's
best marks, roster, records, and meet results to the web so parents and athletes can view, print, sort,
graph, and filter information about your school/team's performance. From TEAM MANAGER, you can
quickly and easily upload your team data directly to the TMO web database. Check it out at www.hy-
tekltd.com/track/TMOnline.

Pro ATHLETE for Palm OS

HY-TEK's Pro ATHLETE for Palm 0OS software has been developed for the Track & Field
club/school/team to provide a portable way of tracking and reviewing both administrative and
performance information. Pro ATHLETE runs on the Palm Operating System version 3.5 or later and
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requires a 2MB Palm Pilot or compatible system.
Medical & Personal Athlete Data

E-Mail for every Athlete

Performance History

Entry List for the Meet

Best Times by Event/Distance

Pro ATHLETE is designed to display and sort administrative and performance information for any T&F
team. Administrative information about your club/school and every athlete's best time/mark in every
event can be downloaded to your Pro ATHLETE from HY-TEK's TEAM MANAGER for Windows using
the Palm's Hot Sync feature. Meet Entries can also be downloaded to Pro ATHLETE enabling the
coach to review meet entries at the meet for any event or for any athlete. Then yOu can use Pro
ATHLETE's hand timer to record your track and field times/marks and hot sync those meet results
back to your TEAM MANAGER database!

Check it out at www.hy-tekltd.com/track/palmathlete
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Sales Office

You have a number of options for contacting the HY-TEK Sales Office either to order new products,
new options for your SportsBM software, to order a replacement CD, or to order Web Delivery of the
MM software.

Web Site Shop Online

Visit our Web Site at www.hy-tekltd.com and click on the Shop Online Button! Simply fill in the

required fields and submit your order. You will receive an e-mail back as confirmation of receipt of
your order.

Telephone

Call the Sales Office Toll Free at 866.456.5111 and speak to a Sales Associate from 9:00 AM to 5:00
PM Eastern Time Monday through Friday (except holidays).

E-Malil

E-mail your order to our Sales office at sales@hy-tekltd.com.

Fax
Fax your order to us Toll Free at 866.471.7847 using the HY-TEK Product Order Form.
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Tech Support

Click this link http://www.hy-tekltd.com/support.html for information about HY-TEK's Technical
Support options.

Sports
BUSINESS MANAGER
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Glossary of Terms

About

Selecting Help and then About from the Main Menu displays certain information about your product (i.e.
Product Version and Date, etc.).

Backup

To save copies of files for safekeeping. You can back up files as you work on them to protect your
work in case of a power failure or machine problem

Cancel

Clicking on this button will Cancel any of the actions you have chosen and take you back to the Main
Menu of Sports BUSINESS MANAGER for Windows.

Contents Button

A Help button you can use to return to the main Contents screen which helps you quickly navigate
through specific areas of Help.

Database

A collection of data related to a particular topic or purpose. For SportsBM, it's all of the information
(athletes, families, accounts, invoices, etc) for the Team.

Default

A program's predetermined setting or action that takes effect unless specifically changed.

Directory

An index of filenames and subdirectories. A directory, sometimes called a "folder" can be divided into
subdirectories. A root directory is the main directory of a disk. All other directories branch from the
root.

Field

A field is a single data item in a record. As an example, when you are in the System Menu, the area
where you type the text that you want to appear on your Sports BUSINESS MANAGER Reports is a
Field. Any portion of a screen provided as an area for input represents a Field.

List Box

A box that displays a list of choices. When a list is too long to display all choices, it will have a scroll
bar so that you can view additional items.
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Radio Button

Items preceded by circles are called Radio Buttons. A radio button allows you to select one function
from among a group of functions arranged together inside a group box. These functions are mutually
exclusive - you can select only one button at a time. The radio button you select will be switched on,
while all the other radio buttons will be switched off.

Release Notes

Release Notes contain a list of New Features as well as Corrections for a particular SportsBM release.
From the Main Menu Bar, you would click on Help then Release Notes to display the release Notes for
the particular SportsBM Release you are running.

Restore

Restore means to copy your database from a backup disk(s) onto your hard drive. The Restore utility
will overlay your currently selected database with the database on the diskette.

Scroll Bars

The bars on the right side and bottom of the window that let you move vertically and horizontally
through a list or graphic by clicking on the scroll arrows.

Version

The version of the software that is installed on your computer can be found in the "About" box
accessed from the Main Menu.
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