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Welcome to the GPSA Wiki

Welcome to the Greater Peninsula Swimming Association (GPSA) Wiki - your resource for league information and web tools documentation.


What is GPSA?

The Greater Peninsula Swimming Association is a youth summer swim league serving teams across the Virginia Peninsula. Our mission is to provide a fun, competitive, and educational swimming environment for swimmers of all skill levels.



Available Pages


League Information


	About GPSA - Learn about our league structure, history, and mission

	FAQ - Frequently asked questions





Invitationals


	Summer Splash Invitational - End-of-season championship meet for swimmers not competing at City Meet

	City Meet (Championship Meet) - Qualifying, entries, day-of guide

	City Meet Qualifying Times - Time standards for City Meet events





Venues


	Hampton Virginia Aquaplex Participant Guide - Parking, seating, and facility rules for HVA meets





Web Tools Documentation


	Meet Schedule Generator - Format division schedules for publishing

	Roster Formatter - Generate formatted team rosters and contact lists

	Publicity Processor - Convert SDIF results to HTML meet reports





Meet Management


	Meet Preparation Guide - Pre-meet checklist and materials preparation for GPSA Representatives

	Scorekeeper Guide - Complete guide to running meet scoring with Meet Maestro

	Publicity Submittal - How to submit meet results for league publicity

	Season Archive Guide - Maintaining the season results archive

	Time Drops Timing System - Digital timing system used by over half of GPSA teams

	Time Drops & SwimTopia Setup - Integrating Time Drops with Meet Maestro





Team Administration


	GPSA Representative Duties - Complete guide to GPSA Representative responsibilities

	Roster Submittal Process - End-to-end guide for publishing team rosters using the Roster Formatter

	SwimTopia Guidelines - Comprehensive guide for team administrators on using SwimTopia





Scholarships & Awards


	Scholarships & Awards - GPSA recognition programs for swimmers and coaches






Additional Resources


	Contact Information - League officers and team contacts





Contributing to the Wiki

This wiki is maintained by league volunteers. If you notice outdated information or would like to contribute content, please contact the GPSA webmaster.









About GPSA

The Greater Peninsula Swimming Association (GPSA) is a summer recreational swim league serving youth swimmers on the Virginia Peninsula. Founded in the 1963, the GPSA has provided generations of swimmers with a fun, competitive environment to develop their skills and build lasting friendships.


Mission Statement

Our mission is to:


	Provide a safe, fun, and competitive swimming environment

	Develop swimming skills and sportsmanship in young athletes

	Foster community connections through team spirit

	Create positive summer experiences for families





League Structure


Divisions

GPSA is organized into three divisions based on team size and competitive balance:


	Red Division

	White Division

	Blue Division



For current team assignments, see the Meet Schedule on the GPSA website.


How Divisions Work


	Teams are assigned to divisions before each season based on competitive balance

	Division assignments may change year-to-year as team sizes and competitiveness shift

	Each division has a Division Coordinator who helps manage scheduling and communication

	Teams compete primarily against other teams in their division during dual meets





Division Scheduling


	Each team swims one dual meet per week during the regular season (typically Monday or Thursday evenings)

	The schedule rotates so teams face different opponents each week

	Home and away designations alternate throughout the season

	Division schedules are published before the season on the Meet Schedule page






Season Format

The GPSA season runs from mid-June through mid-July, featuring:


Dual Meets

Standard head-to-head competitions between two teams from the same division. These count toward division standings and are the primary format for regular season competition.



Friendship Meets

Optional meets between teams from different divisions or teams wanting additional competition. Friendship meets:


	Do not count toward division standings or rankings

	Typically follow the same rules and format as dual meets

	Are scheduled by mutual agreement between participating teams

	Provide additional competition opportunities without affecting standings





Championship Events


	Summer Splash Invitational - Season-ending awards meet celebrating participation

	Championship Meet (City Meet) - Season-ending championship for qualifying swimmers







Age Groups

GPSA offers age groups for swimmers ages 4-18:




	Age Group
	Description





	6 & Under
	Swimmers 6 years old and younger



	7-8
	Swimmers ages 7-8



	9-10
	Swimmers ages 9-10



	11-12
	Swimmers ages 11-12



	13-14
	Swimmers ages 13-14



	15-18
	Swimmers ages 15-18






Note: Age is determined as of June 1st of the current season.





Team Participation

GPSA currently includes teams from across the Virginia Peninsula, representing:


	Neighborhood pools

	Country clubs

	Recreation centers

	Community associations




Current Member Teams

See the Teams page for a complete list of current member teams.




Governance

GPSA is governed by:


	Executive Board - League officers elected by GPSA Representatives

	GPSA Representatives - One representative from each team

	Committee Chairs - Volunteers managing specific league functions





History

GPSA was founded in 1963 when several neighborhood pools and country clubs came together to create a competitive summer swim league. Over the decades, the league has evolved while maintaining its core mission of providing quality youth swimming experiences.



Contact

For general league inquiries, please contact:


	League President - See Contact Information

	Your GPSA Representative - Contact information available from your pool





Next Steps:


	Read the League Rules







Frequently Asked Questions

Find answers to common questions about GPSA swimming.


General Questions


What is GPSA?

GPSA (Greater Peninsula Swimming Association) is a recreational summer swim league for youth swimmers on the Virginia Peninsula. We provide competitive swimming opportunities for ages 5-18.



How long is the season?

The GPSA season typically runs from mid-June through mid-July, lasting approximately 5-6 weeks.



What is the cost to participate?

Costs vary by team. Contact your local pool or GPSA Representative for specific registration fees.



Can my child join if they can’t swim all four strokes?

Membership requirements vary by team. Contact your local pool or GPSA Representative for specific registration requirements. Younger swimmers typically start with freestyle and backstroke, adding breaststroke and butterfly as they develop.




Meet Information


What time do meets start?

Most dual meets begin at 6:00 PM on weekday evenings (Monday or Thursday). Invitational and championship meets have different start times which are published in their respective meet invites.



How long do meets last?

Dual meets typically last 2-3 hours. Invitational meets run longer depending on the number of participants.



What should swimmers bring to a meet?

Essential items include:


	Swimsuit and cap (in team colors)

	Towels

	Goggles

	Water bottle

	Healthy snacks

	Sunscreen

	Warm clothes for cool evenings





Can parents watch the meet?

Absolutely! Parent support is encouraged. Most pools have spectator areas. Please follow each facility’s rules regarding seating and behavior.



What if my child is nervous about competing?

It’s normal to feel nervous! Here are some tips:


	Arrive early to get comfortable with the environment

	Talk to coaches and teammates

	Remember that everyone is supportive

	Focus on having fun and doing your best

	Celebrate effort, not just winning






Swimming Rules


How are age groups determined?

Age is determined as of June 1st of the current season. For example, if your child turns 11 on July 15th but was 10 on June 1st, they compete in the 9-10 age group.



How many events can my child swim?

Each swimmer may compete in up to 3 individual events plus 1 relay per meet. Coaches manage event assignments to ensure fair participation.



What are the four competitive strokes?


	Freestyle - Any stroke, typically front crawl

	Backstroke - Swimming on your back

	Breaststroke - Simultaneous arm pull and frog kick

	Butterfly - Simultaneous over-water arm recovery and dolphin kick





What is an Individual Medley (IM)?

An IM is a race where the swimmer completes all four strokes in this order: butterfly, backstroke, breaststroke, freestyle.



What happens if a swimmer is disqualified (DQ)?

A DQ means the swimmer violated a stroke or turn rule, resulting in no points. While officials must notate the infraction, coaches can explain the specific violation and use it as a valuable teaching opportunity.




Team & Practice


Are practices required?

Practice policies vary by team. Check with your GPSA Representative or coach for specific attendance expectations.



What if we have to miss a meet?

Communicate absences to your coach as early as possible so they can plan relay lineups and event assignments.



Can siblings be on different teams?

Swimmers must compete for the team associated with their pool membership or neighborhood. Siblings typically swim for the same team.




Officials & Volunteers


Do parents need to volunteer?

Most teams require parent volunteers for various roles:


	Timers

	Stroke and turn judges

	Runner/clerk of course

	Concessions

	Setup and cleanup





Do I need to be certified to volunteer?

Timers - No certification required; training provided at each meet Sweeps Judge - No certification required; training provided at each meet Stroke & Turn Judges - Certification required; training offered through GPSA Starter - Certification required; training offered through GPSA Referee - Certification required; training offered through GPSA Other roles - No certification needed



How do I become a certified official?

See the GPSA Rulebook - Certification section for information about training clinics.




Summer Splash Invitational

Summer Splash is GPSA’s end-of-season championship meet — a competition-grade venue, touchpads, live timing, medals for the top 8, and no team scoring. See the Summer Splash Invitational guide for a full overview.


Who can compete at Summer Splash?

Summer Splash eligibility is based on City Meet qualifying standards — swimmers may enter events for which their time is slower than the qualifying standard. Your coach and GPSA Representative will handle entries.



When is Summer Splash?

Summer Splash is held the Saturday before City Meet. The date is published on the GPSA Meet Schedule.



Is there a fee for Summer Splash?

Yes, the league charges a fee per swimmer and per event entered. See the GPSA Invitationals site for current fees. Some teams may cover these fees—check with your GPSA Representative.




City Meet (Championship Meet)

See the City Meet guide for a full overview including qualifying, entries, day-of schedule, and what to bring.


Who can compete at the Championship Meet?

Qualifying standards are published before the season. Swimmers must achieve the minimum time in their age group and event during the regular season to compete. See Championship Meet Qualifying Times.



When is the Championship Meet?

The Championship Meet is held at the end of the season, usually the last weekend of July or first weekend of August depending on how the calendar falls.

The 2026 Championship Meet is August 1, 2026.



Is there a fee for the Championship Meet?

The league does charge a fee per swimmer and per event entered. Some teams may cover these fees—check with your GPSA Representative.




Technical Questions


What is SwimTopia?

SwimTopia is the online platform GPSA uses for:


	Meet management

	Results posting

	Team rosters

	Communication



Each team has access to their own SwimTopia account.



Where can I find meet results?

Results are posted on the GPSA website typically within 24-48 hours after each meet.



How is scoring calculated?

See the GPSA Rulebook - Scoring for complete information.




Still Have Questions?

If you can’t find the answer here:


	Ask your GPSA Representative - They’re your first resource

	Check the GPSA Rulebook - Official rules cover most situations

	Contact league officers - See Contact Information





Tip: Bookmark this page and check back - we update FAQs based on common questions each season!









Meet Schedule Generator

The GPSA Meet Schedule Generator is a web-based tool that converts the master schedule CSV file (used to submit schedules to SwimTopia) into beautifully formatted HTML tables for display on the GPSA website or team websites.


Quick Start


	Obtain the master schedule CSV file from your league administrator

	Visit Meet Schedule Generator Tool

	Upload the schedule CSV file

	Select the division (Red, White, or Blue)

	Click “Generate Schedule”

	Copy the formatted HTML to your clipboard

	Paste into the GPSA website, SwimTopia CMS, or team website





What It Does

The Meet Schedule Generator transforms the master schedule CSV data into professional, responsive HTML tables that match GPSA’s visual branding. The tool:


	Parses schedule CSV files containing meet dates and team matchups

	Groups meets by date with formatted date headers (e.g., “MONDAY JUNE 16”)

	Converts team abbreviations to readable team names

	Generates responsive HTML tables styled with GPSA colors

	Provides copy-to-clipboard functionality for easy publishing





Getting the CSV File


Source of the CSV File

The CSV file used by this tool is the master schedule file that is uploaded to SwimTopia to populate all team schedules at the beginning of the season. This is typically:


	Created by the GPSA league administrator or scheduler

	Contains the complete season schedule for a division

	Used to submit meets to SwimTopia so they appear on all team calendars

	Maintained as the authoritative source for the season schedule



Who has this file?


	League officers (President, VP, Scheduler)

	Division coordinators

	GPSA webmaster



When is it created?


	Before the season starts (typically May)

	Updated if meet dates or matchups change



If you need the CSV file, contact your league administrator or division coordinator.



Required CSV Format

The CSV file must contain these columns:




	Column Name
	Description
	Example





	MeetDate
	Date of the meet
	6/16/2025



	HomeTeam
	Home team abbreviation
	GG



	VisitingTeam
	Away team abbreviation
	WW





Note: The tool ignores all other columns, so if your CSV has additional columns (location, time, etc.) they won’t affect the output.




Division Selection

The tool requires you to specify which division the schedule is for:


	Red Division

	White Division

	Blue Division




Auto-Detection

The tool will automatically detect the division if your filename contains one of these keywords:


	red → Selects Red Division

	white → Selects White Division

	blue → Selects Blue Division



Example: Uploading 2025-red-division-schedule.csv will auto-select Red Division.




Team Name Mapping

The tool automatically converts SwimTopia team abbreviations to readable names:




	Abbreviation
	Display Name





	BLMAR
	Beaconsdale



	COL
	Colony



	CV
	Coventry



	EL
	Elizabeth Lake



	GG
	Glendale



	GWRA
	Wythe



	HW
	Hidenwood



	JRCC
	James River



	KCD
	Kiln Creek



	MBKMT
	Marlbank



	NHM
	Northampton



	POQ
	Poquoson



	RRST
	Riverdale



	RMMR
	Running Man



	VG
	Village Green



	WW
	Wendwood



	WO
	Willow Oaks



	WPPIR
	Windy Point



	WYCC
	Warwick Yacht





If a team abbreviation is not in this list, it will be displayed as-is.



Generated Output Format

The tool generates HTML that renders as:

MONDAY JUNE 16
----------------------------------
Glendale          vs    Wendwood
Beaconsdale       vs    Riverdale

THURSDAY JUNE 19
----------------------------------
Elizabeth Lake    vs    Kiln Creek
James River       vs    Northampton

The output uses:


	GPSA brand colors (Navy Blue #002366)

	Responsive table design (mobile-friendly)

	Consistent formatting matching other GPSA pages

	External CSS reference to /css/gpsa-main.css





Using the Generated HTML


For GPSA Website

The primary use case is publishing division schedules to the main GPSA website:


	Click Copy to Clipboard button in the tool

	Save the HTML to a file (e.g., red-division-schedule.html)

	Upload to the appropriate location on the GPSA website

	Link from the main schedule page



Note: The HTML references external CSS at https://css.gpsaswimming.org/gpsa-main.css which provides the styling.



For SwimTopia Team Pages

Individual teams can also publish division schedules on their team sites:


	Click Copy to Clipboard button in the tool

	Log in to your SwimTopia team site admin

	Navigate to the page where you want to display the schedule

	Switch to HTML/Source editing mode

	Paste the HTML code

	Save and publish





For Other Websites

If embedding on another platform:


	Ensure the external CSS file is accessible: https://css.gpsaswimming.org/gpsa-main.css

	Paste the HTML into your page source

	Test responsiveness on mobile devices






Features


Responsive Design

The generated schedules are fully responsive and display well on:


	Desktop - Full width with proper spacing

	Tablet - Optimized for medium screens

	Mobile - Stacked layout for readability





Accessibility


	Semantic HTML table structure

	Proper table headers for screen readers

	High contrast text for visibility





Toast Notifications

The tool uses modern toast notifications instead of popup alerts:


	✓ Success (green) - CSV loaded successfully

	✕ Error (red) - CSV parsing errors or missing columns

	ℹ Info (blue) - Processing updates






Troubleshooting


“Missing required columns” Error

Cause: Your CSV doesn’t have the required MeetDate, HomeTeam, or VisitingTeam columns.

Solution: Verify the CSV file has the correct column headers. Contact your league administrator if the file format appears incorrect.



“Error parsing CSV file” Message

Cause: The file may be corrupted or not a valid CSV format.

Solution:


	Open the CSV in a text editor to verify it looks correct

	Check that the file is saved as CSV format (not .xlsx or other spreadsheet format)

	Contact your league administrator for a fresh copy of the schedule CSV





Team Names Not Displaying Correctly

Cause: Team abbreviation not in the mapping table.

Solution: The tool will display the abbreviation as-is. If this is a new team, contact the GPSA webmaster to update the tool’s team mapping.



Division Not Auto-Detecting

Cause: Filename doesn’t contain “red”, “white”, or “blue”.

Solution: Manually select the division using the radio buttons before clicking “Generate Schedule”.




Technical Details


Libraries Used


	PapaParse v5.4.1 - CSV parsing library

	Tailwind CSS - UI framework (via CDN)

	GPSA Common Styles - Shared GPSA branding CSS





Browser Compatibility

The tool works in all modern browsers:


	Chrome 90+

	Firefox 88+

	Safari 14+

	Edge 90+



Note: Internet Explorer is not supported.



File Size Limits


	Maximum CSV file size: 5 MB

	Recommended: Keep schedules to one division per file

	No limit on number of meets per file






Best Practices


For League Administrators


	Maintain master CSV - Keep the authoritative schedule CSV in a central location

	Name files clearly - Include division and year (e.g., 2025-red-division-schedule.csv)

	Version control - Save dated versions if schedule changes (e.g., 2025-red-schedule-v2.csv)

	Coordinate updates - If dates change, regenerate HTML and notify teams





For Webmasters


	Test in preview - Review the generated HTML before publishing

	Verify styling - Ensure external CSS loads correctly on production site

	Mobile testing - Check display on phones and tablets

	Link prominently - Make schedules easy to find from main navigation





For All Users


	Contact admin for CSV - Don’t try to create the CSV yourself unless you’re the scheduler

	Check division - Ensure you’ve selected the correct division before generating

	Preserve formatting - Don’t manually edit the CSV unless you understand the structure






Related Tools


	Roster Formatter - Format team rosters for SwimTopia

	Publicity Processor - Generate meet result reports





Support

For issues or questions about the Meet Schedule Generator:


	Need the CSV file? - Contact your league administrator or division coordinator

	Technical Issues - Contact the GPSA webmaster

	Schedule Changes - Contact your league scheduler or division coordinator

	Feature Requests - Submit via your GPSA Representative or league officers





Quick Links:


	Access the Tool

	Meet Preparation Guide







Roster Formatter

The GPSA Roster Formatter is a comprehensive web-based tool that processes SwimTopia CSV roster exports and generates beautifully formatted HTML for team rosters, contact lists, and officials lists suitable for publishing on SwimTopia CMS pages.


Quick Start


	Visit Roster Formatter Tool

	Upload your SwimTopia roster CSV file

	Add team contacts and officials information

	Review the formatted preview

	Copy the HTML output to your clipboard

	Paste into your SwimTopia CMS page





What It Does

The Roster Formatter provides three main functions:


	Roster Generation - Formats swimmer lists by age group

	Contact Management - Creates formatted contact information tables

	Officials Directory - Generates officials lists with certifications



All outputs are HTML-only (no embedded CSS) designed to work seamlessly with external stylesheets hosted on SwimTopia CMS.



Features Overview


2025 Enhanced Features

The tool includes modern enhancements for security, usability, and data persistence:


	XSS Protection - All user input sanitized to prevent security vulnerabilities

	Data Persistence - Contacts and officials auto-save to browser localStorage

	Real-time Validation - Email and phone number validation with visual feedback

	Toast Notifications - Professional, non-blocking notifications replace popup alerts

	Accessibility - Keyboard navigation, modal focus traps, and screen reader support

	Duplicate Detection - Warns about duplicate contact names






Tab 1: Roster Input


Getting the CSV File


Exporting from SwimTopia


	Log in to your SwimTopia team admin account

	Navigate to Roster > Team Roster

	Click Export and select CSV format

	Save the file (e.g., glendale-2025-roster.csv)





Required CSV Columns

The CSV must contain these columns:









	Column Name
	Description
	Example





	AgeGroup
	Age group (may include gender prefix)
	9-10, Boys 11-12



	AthleteCompetitionCategory
	Gender code
	M or F



	AthleteDisplayName
	Swimmer’s full name
	Smith, John



	AthleteAge
	Numeric age
	10





Note: Gender prefixes in age groups (e.g., “Boys 9-10”) are automatically stripped by the tool.




Processing the Roster


	Click Choose File or drag-and-drop your CSV

	Wait for “CSV file loaded successfully!” toast notification (green)

	Navigate to Formatted Roster tab to see preview

	Click Export Roster HTML when ready





Age Group Handling

The tool processes age groups as follows:


	Strips Gender Prefixes: “Boys 9-10” → “9-10”

	Sorts Age Groups: 6 & Under, 7-8, 9-10, 11-12, 13-14, 15-18

	Sorts Swimmers: Alphabetically by name within each age group






Tab 2: Contacts


Adding Contact Information

Contacts are team representatives, coordinators, or key personnel. To add a contact:


	Click Add Contact button

	Enter contact details in the form fields:

	Name (required)

	Role/Title (e.g., “Team Representative”, “Head Coach”)

	Email (validated in real-time)

	Phone (auto-formatted to (XXX) XXX-XXXX)








Email Validation


	Email fields show red border if invalid (missing @, no domain, etc.)

	Email fields show green border when valid

	Export is blocked if any invalid emails are detected





Phone Formatting

Phone numbers are automatically formatted as (XXX) XXX-XXXX:


	Input: 7575551234

	Output: (757) 555-1234





Duplicate Detection

The tool warns you (orange toast) if you enter a contact name that already exists, but doesn’t prevent saving.



Data Persistence


	Contacts auto-save to browser localStorage on every change

	Data persists across browser sessions and restarts

	Use Clear Contacts button to reset (removes both UI and localStorage)





Removing Contacts

Click the red trash icon (🗑️) next to any contact to remove it. The removal is immediate and updates localStorage.




Tab 3: Officials


Adding Officials Information

Officials are certified volunteers who work meets. To add an official:


	Click Add Official button

	Enter official details:

	Name (required)

	Certification Level (e.g., “Stroke & Turn”, “Starter”, “Referee”)

	Email (validated in real-time)

	Phone (auto-formatted)








Certification Levels

Common GPSA official certification levels:


	Stroke & Turn Judge

	Starter

	Referee

	Administrative Official

	Chief Judge





Data Persistence

Like contacts, officials also:


	Auto-save to localStorage

	Persist across browser sessions

	Can be cleared with Clear Officials button






Tab 4: Formatted Roster


Preview and Export

The Formatted Roster tab shows a live preview of all three outputs:


	Team Roster - Swimmers organized by age group

	Contact Information - Table of contacts with roles and info

	Officials - List of officials with certifications





Export Options

Three export buttons are available:


	Export Roster HTML - Copies roster HTML to clipboard

	Export Contacts HTML - Copies contacts table HTML to clipboard

	Export Officials HTML - Copies officials list HTML to clipboard



Each export:


	Copies HTML to your clipboard via modern Clipboard API

	Shows green success toast notification

	Can be pasted directly into SwimTopia HTML editor





Export Format

Exports are HTML-only (no embedded CSS) and reference external stylesheets:


	Roster: /css/gpsa-roster.css

	Contacts: /css/gpsa-roster-contact.css

	Officials: /css/gpsa-roster-officials.css



These stylesheets are hosted on css.gpsaswimming.org and automatically apply when the HTML is published on SwimTopia.




Using the Formatted HTML


Pasting into SwimTopia CMS


	Click the appropriate Export button in the tool

	Log in to your SwimTopia team admin account

	Navigate to the page you want to update (e.g., “Team Roster” page)

	Click Edit on the page

	Switch to HTML/Source mode (usually a <> button)

	Select all existing content and delete (or paste over it)

	Paste the HTML from your clipboard (Ctrl+V or Cmd+V)

	Switch back to visual mode to preview

	Click Save and Publish





Updating Existing Rosters

When the season changes or roster updates are needed:


	Export fresh CSV from SwimTopia

	Upload to Roster Formatter tool (replaces old data)

	Contacts and officials persist automatically from localStorage

	Verify contact info is still current

	Export and publish updated HTML






Troubleshooting


“Missing required columns” Error

Cause: CSV doesn’t have required AgeGroup, AthleteCompetitionCategory, AthleteDisplayName, or AthleteAge columns.

Solution:


	Re-export from SwimTopia using Team Roster export

	Verify you’re exporting the roster, not meet results or entries





“Please fix invalid email addresses before exporting” Error

Cause: One or more email fields have invalid format.

Solution:


	Look for email fields with red borders

	Correct the email format (must include @ and domain)

	Email validation updates on blur (when you click away from field)





Contacts/Officials Disappeared

Cause: Browser localStorage was cleared or you’re using a different browser/device.

Solution:


	Re-enter contacts and officials (they’ll auto-save)

	Consider keeping a backup document with contact info

	Use same browser/device for consistency





Phone Numbers Not Formatting

Cause: Phone formatting only applies to 10-digit US phone numbers.

Solution:


	Enter exactly 10 digits (no spaces, dashes, or parentheses)

	Formatting applies when you click away from field (on blur)

	For non-US numbers, enter with desired formatting





Export Button Does Nothing

Cause: Browser may not support modern Clipboard API or permission denied.

Solution:


	Use a modern browser (Chrome, Firefox, Safari, Edge)

	Ensure you’ve granted clipboard permissions if prompted

	Try refreshing the page and re-uploading data





Roster Preview Looks Unstyled

Cause: External CSS files may not be loading in preview.

Solution:


	Preview is for content verification only

	Final styling will apply when published on SwimTopia

	Trust that the CSS is hosted and will load on production site






Data Persistence Details


What Gets Saved

The tool saves to browser localStorage:


	Contacts - Stored as gpsa_roster_contacts

	Officials - Stored as gpsa_roster_officials

	Roster Data - NOT saved (must re-upload CSV each time)





When Data is Saved


	Auto-saves on every input field change (on blur)

	Saves when adding/removing contacts or officials

	No manual “Save” button needed





Clearing Saved Data


	Use Clear Contacts button to remove all contacts

	Use Clear Officials button to remove all officials

	Or use Reset All to clear everything at once



Note: Clearing also removes data from localStorage.



localStorage Limits


	Browser localStorage limit: ~5-10 MB per domain

	This is more than sufficient for typical team contacts/officials

	If limit reached, browser will show an error (extremely rare)






Best Practices


For GPSA Representatives


	Export CSV at season start - Get complete roster from SwimTopia

	Enter contacts/officials once - They persist automatically

	Update mid-season - Re-upload CSV if swimmers join/leave

	Verify emails before export - Check for red borders

	Test in preview - Review formatted output before publishing

	Keep backup - Document contacts/officials outside the tool





For Webmasters


	Use consistent formatting - Same tool for all teams

	Update external CSS - Ensure stylesheets on css.gpsaswimming.org are current

	Test on mobile - Verify responsive display on phones/tablets

	Archive old rosters - Save HTML for historical reference





For Data Entry


	Copy/paste carefully - When entering multiple contacts

	Use Tab key - Navigate between fields efficiently

	Verify phone format - Ensure 10 digits for auto-formatting

	Check for duplicates - Watch for orange warning toasts

	Save as you go - Data auto-saves, but verify before closing






Security Features


XSS Protection

All user input is sanitized using the escapeHtml() function to prevent cross-site scripting (XSS) attacks. This means:


	Special characters are escaped in output

	HTML tags in input are rendered as text, not executed

	Scripts cannot be injected via contact names or emails





Safe HTML Output

The generated HTML is safe to paste into SwimTopia CMS without security concerns:


	No inline JavaScript

	No event handlers

	Only semantic HTML structure with CSS classes






Technical Details


Libraries Used


	PapaParse v5.4.1 - CSV parsing library

	Tailwind CSS - UI framework (via CDN)

	GPSA Common Styles - Shared GPSA branding CSS





Browser Compatibility

Works in all modern browsers:


	Chrome 90+

	Firefox 88+

	Safari 14+

	Edge 90+



Note: Internet Explorer is not supported.



Browser Storage


	Uses localStorage API (not cookies or sessionStorage)

	Data stored locally on user’s device only

	Not transmitted to any server

	Persists indefinitely until cleared





Accessibility Features


	Keyboard navigation - Full Tab/Shift+Tab support

	ARIA labels - Dynamic aria-labels on remove buttons

	Focus traps - Modals trap focus for keyboard users

	Esc to close - Press Escape to close modals

	Click outside - Click outside modal to close






Related Tools


	Meet Schedule Generator - Format division schedules

	Publicity Processor - Generate meet result reports

	SwimTopia Guidelines - Complete SwimTopia documentation





Support

For issues or questions:


	Tool Issues - Contact GPSA webmaster

	SwimTopia Export Issues - Contact your SwimTopia administrator

	Feature Requests - Submit via your GPSA Representative





Quick Links:


	Access the Tool

	GPSA Representative Duties

	SwimTopia Guidelines







Publicity Processor

The GPSA Meet Publicity Tool (also called the Publicity Processor) is a powerful web-based tool that converts SDIF format swim meet results into beautifully formatted HTML reports with team scores, event winners, and complete meet details.


Quick Start


	Visit Publicity Processor Tool

	Upload your SDIF results file (.sd3, .txt, or .zip)

	Review the parsed results in the preview

	(Optional) Mark forfeit or special circumstances

	Click “Export as HTML”

	Save the file as YYYY-MM-DD_TEAM1_v_TEAM2.html





What It Does

The Publicity Processor transforms raw SDIF (Swimming Data Interchange Format) data into professional HTML reports suitable for:


	Publishing meet results on team websites

	Archiving in the GPSA results directory

	Sharing with parents and swimmers

	Building season archives with the build_archive.py tool




Key Features


	SDIF Format Support - Parses .sd3 and .txt files

	Zip File Support - Extracts SDIF files from .zip archives (up to 256KB)

	Auto-Generated Titles - Creates meet titles from host team and date

	Team Scores - Calculates and displays final team scores

	Event Winners - Lists winners for each event with times

	Forfeit Handling - Override scores for forfeits or special circumstances

	Standardized Export - Exports as YYYY-MM-DD_TEAM1_v_TEAM2.html

	GPSA Branding - Uses official GPSA colors (#002366 navy, #d9242b red)






Supported File Formats


SDIF Files (.sd3, .txt)

SDIF (Swimming Data Interchange Format) is the standard format for swim meet data. SwimTopia exports results in this format.

Supported File Types:


	.sd3 - Standard SDIF extension

	.txt - Text files containing SDIF data





Zip Archives (.zip)

The tool can extract and process SDIF files from zip archives:


	Maximum file size: 256KB

	Auto-extraction: Automatically finds .sd3 or .txt files inside

	Multi-file handling: Uses first SDIF file found if multiple files present

	Status notifications: Toast messages show extraction progress



Why Zip Support? Some meet software exports results as .zip files, and this feature eliminates the need to manually extract files before processing.




Getting SDIF Files


Exporting from SwimTopia


	Log in to SwimTopia as a meet administrator

	Navigate to Meets > Meet Results

	Select the meet you want to export

	Click Export Results

	Choose SDIF/SD3 Format (not HY3 format)

	Save the file (e.g., meet_results.sd3)





From Meet Management Software

Most meet management software (Hy-Tek, SwimTopia, Meet Manager) can export to SDIF format. Look for:


	Export options or buttons

	“SDIF” or “SD3” format choices

	Avoid “HY3” format (not supported)



Note: The tool does NOT support HY3/Hy-Tek 3.0 format files. HY3 files use a different structure and are 65-70% larger than SDIF files. Since SwimTopia exports SDIF by default and both formats contain identical data, always export as SDIF/SD3.




Understanding SDIF Format

SDIF files contain meet data in a structured text format. Key record types:









	Record Type
	Description
	Example Data





	B1
	Meet information
	Meet name, date (MMDDYYYY format)



	B2
	Host team information
	Team name, location



	C1
	Team record
	Team code, full team name



	D0
	Individual result
	Event #, swimmer name, time, place, points



	E0
	Relay result
	Relay team, time, place, points



	F0
	Relay swimmers
	Individual names of relay swimmers





The tool’s parseSdif() function processes these records to extract:


	Meet title and date

	Competing teams

	Event details (distance, stroke, age group, gender)

	Individual and relay results

	Scoring information





Using the Tool


Step 1: Upload Results File


	Click the upload area or drag-and-drop your file

	Supported formats: .sd3, .txt, .zip

	Wait for “File loaded successfully!” notification (green toast)



If uploading a zip file:


	Tool extracts automatically

	Shows “Extracting SDIF file from zip archive…” toast (blue)

	If successful, shows “SDIF file extracted successfully!” (green)





Step 2: Process Results


	Click Process Results button

	Tool parses SDIF data and displays preview

	Preview shows:

	Meet title and date

	Final team scores

	Event-by-event results with winners








Step 3: Special Circumstances (Optional)

If the meet had special circumstances (forfeit, cancellation, weather override), see Forfeit and Override Functionality section below.



Step 4: Export HTML


	Click Export as HTML button

	Browser prompts you to save file

	Use this naming convention: YYYY-MM-DD_TEAM1_v_TEAM2.html

	Example: 2025-06-16_GG_v_WW.html




	Save and commit to the appropriate YYYY/ folder in the results repo



Naming Convention is Critical! The archive builder (build_archive.py) relies on this exact format to:


	Auto-detect season year

	Parse team matchups

	Generate division standings

	Build meet schedules






Forfeit and Override Functionality


When to Use Overrides

Use the special circumstances feature when:


	A team forfeits the meet (cannot field enough swimmers)

	Meet is cancelled but winner needs to be recorded

	League rules require score override (weather, safety, etc.)

	Administrative decision changes outcome





How to Apply Forfeit/Override


	Check the box: “This meet has special circumstances”

	Process results first: Click “Process Results” to populate team dropdown

	Select winning team: Choose from the dropdown

	Enter reason: Explain why (e.g., “Team forfeited due to weather”)

	Review preview: Override banner appears in yellow with winner and reason

	Export: File works normally with build_archive.py





Standard Forfeit Scoring

When override is active:


	Winning team: 1.0 points

	Losing team: 0.0 points

	Team Scores table shows 1.0 vs 0.0 (ensures correct win/loss tracking)





Override Banner in Exported HTML

Exported HTML includes a prominent yellow warning banner:

⚠️ SPECIAL CIRCUMSTANCES
Winner: [Winning Team Name]
Reason: [Your explanation text]

This banner:


	Appears at the top of the exported HTML

	Uses inline styles for portability

	Is clearly visible to anyone viewing results

	Persists in season archives





Archive Builder Compatibility

Forfeit exports are fully compatible with build_archive.py:


	No special processing required

	Team Scores table shows 1.0 vs 0.0

	Follows standard YYYY-MM-DD_TEAM1_v_TEAM2.html naming

	Win/loss records calculated correctly

	Override banner preserved in archives





Example Forfeit Workflow

Scenario: Glendale vs Wendwood meet on June 16, 2025. Wendwood forfeits due to insufficient swimmers.


	Upload the SDIF file (may show actual meet scores before forfeit)

	Check “This meet has special circumstances”

	Click “Process Results”

	Select “Glendale Gators” from winning team dropdown

	Enter reason: “Wendwood forfeited due to insufficient swimmers”

	Review preview - see yellow banner and 1.0 vs 0.0 scores

	Export as 2025-06-16_GG_v_WW.html

	File works normally with archive builder






Auto-Generated Meet Titles

The tool automatically generates meet titles for dual meets:

Format: [Host Team Name] vs [Visiting Team Name] - [Date]

Example: Glendale Gators vs Wendwood Waves - June 16, 2025


How Host Team is Determined

The tool identifies the host team from:


	SDIF B2 record (host team information)

	Team code starting with “VA” (prefix is stripped)





Team Name Handling

Team codes starting with “VA” have the prefix removed:


	VAGG → GG (Glendale)

	VAWW → WW (Wendwood)



This ensures consistent team abbreviations across all GPSA tools.




Output Format


HTML Structure

The exported HTML includes:


	Header - GPSA logo and meet title

	Team Scores - Final scores in large, prominent display

	Override Banner (if applicable) - Yellow warning box

	Event Results - Organized by event number

	Event description (gender, age group, distance, stroke)

	Winner’s name, team, time, and points

	Runner-up (if applicable)




	Footer - GPSA branding and generation timestamp





Styling


	Tailwind CSS via CDN for responsive design

	GPSA Brand Colors:

	Navy Blue: #002366 (headers, primary elements)

	Red: #d9242b (accents, secondary elements)




	Fully Responsive: Works on desktop, tablet, and mobile

	Print-Friendly: Header hidden when printing





Self-Contained Files

Exported HTML files are self-contained:


	All styling embedded (no external CSS dependencies)

	Can be moved anywhere without breaking

	Safe to archive long-term

	Display correctly offline






Event Results Display


Individual Events

For each individual swimming event, the tool displays:


	Event Number and Description: “Event 3: Girls 11-12 50 Freestyle”

	Winner: Name, team abbreviation, time, points earned

	Runner-up: (if different from winner)



Example Output:

Event 5: Boys 9-10 50 Butterfly
Winner: Smith, John (GG) - 35.42 - 5 points



Relay Events

Relay events display:


	Event description with relay designation

	Team that won

	Individual relay swimmer names (on separate lines)

	Time and points



Example Output:

Event 23: Girls 13-14 200 Freestyle Relay
Winner: Glendale Gators - 2:08.56 - 7 points
  • Johnson, Sarah
  • Williams, Emily
  • Davis, Ashley
  • Martinez, Nicole



Age Group Formats

The tool handles various age group formats:


	“6 & Under”

	“7-8”

	“8 & Under”

	“9-10”

	“11-12”

	“13-14”

	“15-18”

	“Open”



All are parsed and displayed consistently.




Troubleshooting


“Error parsing SDIF file” Message

Cause: File may be corrupted, not in SDIF format, or wrong format (HY3).

Solution:


	Verify file is in SDIF/SD3 format (not HY3)

	Re-export from SwimTopia or meet software

	Try opening file in text editor to verify contents

	Check file size (should be < 1MB for typical dual meet)





“Failed to extract SDIF file from zip” Error

Cause: Zip file doesn’t contain .sd3 or .txt file, or file is too large.

Solution:


	Unzip manually and upload SDIF file directly

	Verify zip contains SDIF file (not just HY3 or other formats)

	Check file is under 256KB





Team Names Not Displaying

Cause: SDIF file may not have C1 (team record) entries.

Solution:


	Check SDIF file has team information records

	Team codes will display as abbreviations if full names missing

	Re-export with full team information





Meet Date Shows as “Unknown”

Cause: SDIF file missing B1 record with meet date.

Solution:


	Re-export from source with complete meet information

	Manually add date when saving file (use filename convention)





Relay Swimmer Names Missing

Cause: SDIF file missing F0 records following E0 relay records.

Solution:


	Some software doesn’t export relay swimmer names

	Tool will show team that won relay but not individual names

	This is a limitation of the source SDIF file, not the tool





Export Button Does Nothing

Cause: Browser may be blocking downloads or popup permissions.

Solution:


	Check browser’s download settings

	Allow popups/downloads from the tool’s domain

	Try different browser (Chrome, Firefox, Safari, Edge)






Best Practices


For Meet Directors


	Export immediately after meet - While data is fresh

	Verify team scores - Check against manual scoresheets

	Test export - Open HTML file to verify display

	Use naming convention - Critical for archive builder

	Upload to results directory - Save in appropriate year folder

	Document forfeits - Use override feature with clear reason





For Webmasters


	Organize by year - Keep files in YYYY/ folders in the results repo

	Consistent naming - Enforce YYYY-MM-DD_TEAM1_v_TEAM2.html format

	Run archive builder - After each meet to update standings

	Backup SDIF files - Keep original .sd3 files for reference

	Test on mobile - Verify results display on all devices





For Data Verification


	Cross-check scores - Verify against physical scoresheets

	Review relay names - Ensure all relay swimmers are credited

	Check for DQs - Disqualifications should be noted

	Verify age groups - Confirm swimmers in correct age groups

	Look for anomalies - Unusual times or missing events






Security Features


XSS Protection

All user-generated content is sanitized using escapeHtml() function:


	Prevents cross-site scripting attacks

	Escape special HTML characters

	Safe to display user-provided forfeit reasons





Safe Output

Exported HTML is safe and portable:


	No inline JavaScript

	No external dependencies (except Tailwind CDN)

	No tracking or analytics code






Technical Details


Libraries Used


	Tailwind CSS - UI framework (via CDN)

	JSZip v3.10.1 - Client-side zip extraction

	GPSA Common Styles - Shared GPSA branding CSS





Browser Compatibility

Works in all modern browsers:


	Chrome 90+

	Firefox 88+

	Safari 14+

	Edge 90+



Note: Internet Explorer is not supported.



File Size Limits


	SDIF files: No practical limit (typical file < 100KB)

	Zip archives: 256KB maximum

	Parsing time: Usually under 1 second for typical dual meet





SDIF Parser

The tool’s parser (parseSdif() function) is approximately 130 lines of JavaScript and handles:


	B1, B2, C1 records (meet/team info)

	D0 records (individual results)

	E0 records (relay results)

	F0 records (relay swimmer names)






Integration with Archive Builder


Why Naming Convention Matters

The build_archive.py script relies on filenames to:


	Extract season year: 2025-06-16_GG_v_WW.html → Year: 2025

	Parse team matchup: GG vs WW

	Sort chronologically: By date in filename

	Build schedules: Match teams with dates

	Calculate standings: Win/loss records per team





Archive Builder Workflow


	Export meet results with this tool → 2025-06-16_GG_v_WW.html


	Commit to the results repo → 2025/


	Run archive builder (from results repo root):

python scripts/build_season_index.py -i 2025 -o 2025



	Generated archive includes all meets with standings






Forfeit Compatibility

Files with override scores work seamlessly:


	1.0 vs 0.0 scores are recognized as wins/losses

	Override banner is preserved in archive

	No manual intervention needed






Related Tools


	Meet Schedule Generator - Format division schedules

	Roster Formatter - Format team rosters

	Archive Builder (scripts/build_season_index.py in the results repo) - Generate season archives





FAQ


Can I edit the HTML after export?

Yes! The exported HTML is standard HTML and can be edited in any text editor or HTML editor. However:


	Maintain consistent structure for archive builder compatibility

	Don’t change team scores in the table

	Keep filename convention intact





Why not support HY3 format?

HY3 files are 65-70% larger and use complex multi-line records requiring extensive parsing logic (250+ lines vs current 130 lines). Since SDIF and HY3 contain identical data and SwimTopia exports SDIF by default, supporting HY3 adds complexity without user benefit.



Can I customize the styling?

The tool uses Tailwind CSS via CDN. To customize:


	Download the exported HTML

	Modify Tailwind classes directly in HTML

	Or add custom CSS <style> block



Note: Customizations won’t persist when re-generating from SDIF.



Does the tool store any data?

No. All processing happens client-side in your browser:


	SDIF files are not uploaded to any server

	No data is stored or transmitted

	All data is temporary in browser memory





Can I process multiple meets at once?

No, the tool processes one meet at a time. For bulk processing:


	Use dev-tools/bulk_process_results.py Python script

	Or process files individually through the web tool






Support

For issues or questions:


	Tool Issues - Contact GPSA webmaster

	SDIF Export Issues - Contact SwimTopia support or meet software vendor

	Archive Builder Issues - See dev-tools/README.md

	Feature Requests - Submit via GPSA Representative





Quick Links:


	Access the Tool

	Meet Preparation Guide

	SwimTopia Guidelines











Meet Preparation Guide

This guide provides step-by-step instructions for GPSA Representatives and scorekeepers to prepare for a dual meet, from merging entries to creating all required materials.


Quick Reference


	Entry deadline: 12:00 PM day of meet

	Merge deadline: 12:00 PM day of meet (home team)

	Home team responsibilities: Merge, heat sheets, place judge forms, referee materials, relay takeoff sheets

	Visiting team responsibilities: Heat sheets, backup scorekeeper materials





Timeline


12:00 PM - Entry Deadline

Both teams must mark themselves as “Ready to Merge” in SwimTopia by 12:00 PM on the day of the meet.

How to mark Ready to Merge:


	Select your meet from the Schedule

	Click the Merge/Export tab

	Click the slider beside your team’s name



See SwimTopia Guidelines - Merge Entries for detailed instructions.



12:00 PM - Meet Merge (Home Team)

The home team GPSA Representative merges the entries and builds the meet in Meet Maestro.

How to merge:


	Navigate to the Merge/Export tab

	Verify both teams show as “Ready”

	Click the merge button

	SwimTopia will automatically build and seed the meet






Home Team Preparation Checklist

After merging the meet, the home GPSA Representative should prepare the following materials:


1. Heat Sheets

Purpose: Provide each official with a complete list of swimmers, events, and heats.

Recommended settings:


	Include all events

	Include both teams

	Show lane assignments

	Include exhibition swimmers



Distribution:


	Referee

	Starter

	Head Timer

	Each Scorekeeper (2)

	Announcer

	Each Stroke & Turn official

	Extras for runners/officials



See SwimTopia Guidelines - Creating Heat Sheets for detailed instructions.



2. Place Judge Forms

Purpose: Allow sweep judges to record the official order of finish for each scoring heat.

What to generate:


	One form for each heat of Heat 1 of all scored events (events 1-56)

	Do NOT generate for Heat 2+ (only Heat 1 scores)

	Do NOT generate for relay events (different process)



How to generate in Meet Maestro:


	Navigate to Reports in Meet Maestro settings

	Select Place Judge Form

	Filter to Heat 1 only

	Filter to events 1-56

	Print one form per heat



Forms needed: Approximately 56 forms (one per event, Heat 1 only)

What the form includes:


	Event number and name

	Lane assignments for Heat 1

	Swimmer names and teams

	Blank spaces for place (1st, 2nd, 3rd, 4th)



See SwimTopia Guidelines - Printing Place Judge Forms for detailed instructions.



3. Sweep Judge Sheet

Purpose: Master tracking sheet for the home sweep judge to record order of finish across all heats.

How to generate:


	In Meet Maestro Settings → Reports

	Select Sweep Judge Sheet

	Print for home team



Number needed: 1 (for home sweep judge)



4. Meet Referee Sheet

Purpose: Comprehensive event listing for the referee to track meet progress and DQs.

How to generate:


	In Meet Maestro Settings → Reports

	Select Meet Referee Sheet

	Print



Number needed: 1

What it includes:


	All events in order

	Space for notes and DQ codes

	Swimmer names and lanes





5. Meet Referee Verification of Scores

Purpose: Final sign-off sheet for the referee to verify meet results before official completion.

How to generate:


	In Meet Maestro Settings → Reports

	Select Referee Verification of Scores

	Print



Number needed: 1

When used: After all events are complete, before results are finalized.



6. Relay Takeoff Sheet

Purpose: Track relay swimmers and verify legal exchanges.

How to generate:


	In Meet Maestro Settings → Reports

	Select Relay Takeoff Sheet

	Print



Number needed: 1 per relay event (or combined sheet if available)

Events covered:


	Event 0: Mixed 8&U 100M Free Relay

	All A/B relay events throughout meet






Visiting Team Preparation Checklist

While the home team handles most materials, the visiting team should prepare:


1. Heat Sheets (Backup)

Generate at least 2-3 heat sheets for:


	Visiting scorekeeper

	Visiting team coach

	Visiting GPSA Representative



Note: The home team is responsible for providing official heat sheets, but having backups ensures your team has copies if needed.



2. Scorekeeper Setup (Recommended)

Bring a laptop or tablet with SwimTopia access for your scorekeeper to:


	Enter times in real-time

	Cross-check entries with home scorekeeper

	Have backup access if needed



See SwimTopia Guidelines - Using Meet Maestro as Scorekeeper.



3. Team Roster Print (Optional)

Print a current team roster for reference in case of last-minute substitutions or questions.




Pre-Meet Materials Checklist

Use this checklist to ensure all materials are prepared before warm-ups begin:


Home Team Checklist


	Meet merged at 12:00 PM

	Heat sheets printed (6+ copies)

	Place judge forms printed (56 forms for Heat 1 of events 1-56)

	Sweep judge sheet printed (1 copy)

	Meet referee sheet printed (1 copy)

	Referee verification of scores printed (1 copy)

	Relay takeoff sheet printed

	Lane slips prepared (if using manual timing)

	DQ slips available for stroke & turn judges

	Stopwatches distributed and tested

	Meet Maestro launched and ready

	Scorekeepers have access to Meet Maestro





Visiting Team Checklist


	Team marked “Ready to Merge” by 12:00 PM

	Heat sheets printed (2-3 backup copies)

	Scorekeeper has laptop/tablet with SwimTopia access (recommended)

	Stopwatches brought for assigned lanes

	Stand-by starting horn/whistle available






Meet Maestro Access


Launching Meet Maestro


	Log in to SwimTopia

	Navigate to Schedule

	Select the meet

	Click the Meet Maestro button (appears after merge)





Configuring Meet Maestro Settings

Before the meet begins, verify these settings:

Score Display (Blind Scoring):


	Click Settings gear → Mobile App

	Turn OFF all score displays (Combined/Men/Women)

	This prevents scores from appearing on mobile app per GPSA rules



Pool Configuration:


	Click Settings gear → Meet Setup

	Verify correct number of lanes (4, 5, 6, or 8)

	Verify scoring lanes match pool configuration



Record Books and Benchmarks:


	Add Team and Pool records

	Add Championship Meet Qualifying Times

	See SwimTopia Guidelines






Troubleshooting


Meet Won’t Merge

Problem: Merge button is disabled or greyed out.

Solutions:


	Verify both teams marked “Ready to Merge”

	Check that meet is properly linked between teams

	Ensure entries are complete (no errors in Meet Maestro)

	Contact SwimTopia support if issue persists





Place Judge Forms Not Generating

Problem: Place judge forms are blank or missing events.

Solutions:


	Ensure meet is fully merged

	Verify filter is set to Heat 1 only

	Check that events 1-56 are included

	Refresh Meet Maestro and try again





Missing Swimmers in Heat Sheets

Problem: Heat sheets don’t show all entered swimmers.

Solutions:


	Verify entries were saved before marking “Ready to Merge”

	Re-merge the meet if entries were added after initial merge

	Check exhibition settings (may filter out exhibition swimmers)





Scorekeeper Can’t Access Meet Maestro

Problem: Scorekeeper doesn’t see Meet Maestro button or gets access error.

Solutions:


	Verify scorekeeper has proper SwimTopia permissions

	Ensure they’re logged in with correct team account

	Refresh page and try again

	Use backup scorekeeper account if needed






Additional Resources


	SwimTopia Guidelines - Complete SwimTopia documentation

	Scorekeeper Guide - Detailed Meet Maestro scoring instructions

	Time Drops Guide - Semi-automatic timing system

	GPSA Rulebook - Conduct of Meets - Official meet rules





Time-Saving Tips


	Print early: Generate materials as soon as merge is complete to avoid last-minute rush

	Double-check quantities: Always print extras (heat sheets get lost or damaged)

	Test equipment: Verify stopwatches, computers, printers before meet day

	Share responsibilities: Have assistant coaches or team parents help with materials prep





Questions?

Contact your division representative or the GPSA webmaster for assistance with meet preparation.





Scorekeeper Guide

The Scorekeeper is responsible for entering times, managing results, and maintaining accurate meet scores during GPSA dual meets using SwimTopia Meet Maestro. This role is critical for ensuring fair competition and accurate team standings.


What Does a Scorekeeper Do?

The scorekeeper operates the Meet Maestro software interface to:


	Enter swim times from lane timers or Time Drops system

	Record order of finish for scoring heats from Place Judge Forms

	Process disqualifications (DQs) as they occur

	Manage meet changes when coaches submit lineup adjustments

	Mark no-shows and scratches for swimmers who don’t compete

	Maintain paperwork for post-meet referee validation

	Print reports (heat sheets, award labels, Place Judge Forms)



Key Principle: The scorekeeper ensures results are entered accurately and the meet score remains hidden until after all events are complete (per GPSA rules).



About Meet Maestro

Meet Maestro is SwimTopia’s integrated meet management software used for all GPSA dual meets.


Access Methods


	Web-Based: Access via browser at swimtopia.com (no installation required)

	Desktop App: Optional Meet Maestro desktop application for advanced timing system integration (required for Time Drops)





Interface Overview

The scorekeeper works primarily in the Results Entry Interface (also called the “Time Entry” or “Run” interface):


	Left Sidebar: Event list with color-coded status indicators

	Main Area: Heat-by-heat results entry grid

	Header Bar: Meet name, current event, score display toggle

	Settings Menu: Access pre-meet configuration options



Almost all scorekeeper tasks during the meet happen in this primary screen without switching tabs.



Access Restrictions

Important: Per GPSA rules, only the following individuals may access Meet Maestro after the meet has begun:


	Meet Referee

	GPSA Representatives (from both teams)

	Scorekeepers

	Timing Equipment Operator (if using a digital timing system like Time Drops)



This restriction ensures data integrity and prevents unauthorized changes to meet results during competition.




Pre-Meet Setup


Step 1: Verify Meet Settings

Navigate to Settings → Meet Setup and confirm:


	Meet Name Format

	Must include: YYYY Away Team at Home Team

	Example: 2025 Hornets at Dolphins

	This ensures proper archiving and results publication




	Non-Standard Pool Length

	If the home pool is NOT 25 meters:

	☑ Check “Non-standard pool length”

	Select Course Correction Factor:

	1.09 for yard pools (25 yards)

	1.07 for Colony Pool specifically







	Leave unchecked for standard 25-meter pools








Step 2: Hide Meet Score Display

Per GPSA rules, the meet score must remain hidden until all events are complete.

Navigate to Settings → Mobile App:


	Locate Score Display section

	Turn OFF (grey) all three options:

	Combined

	Girls/Women

	Boys/Men






Why This Matters: Displaying scores during the meet can lead to confusion and potential rules violations. The referee announces the official score only after post-meet validation.



Step 3: Print Place Judge Forms

Place Judge Forms are used by sweeps judges to record the order of finish for each event’s scoring heat (Heat 1).


	Navigate to Reports in Meet Maestro

	Select Place Judge Form report

	Configure filters:

	Events: 1-56 (all events)

	Heats: 1-1 (scoring heat only)




	Print Options:

	Select “2 Pages Per Sheet” to save paper

	Print sufficient copies for all events






Distribution: Give printed Place Judge Forms to the head sweeps judge or meet referee before the meet begins.



Step 4: Verify Exhibition Swimmers

GPSA dual meet rules allow only 2 swimmers per team per event to score points. All other swimmers must be marked Exhibition (EXH).

Ideal Workflow:


	Coaches mark exhibition swimmers in SwimTopia before the meet is merged

	GPSA Representative verifies exhibition status early on meet day (before warm-ups)



If Not Done: The scorekeeper (or rep) must mark exhibition swimmers manually:


	Click on the swimmer’s name in the heat sheet

	Locate the EXH checkbox on the far right of the screen

	Check the box to mark the swimmer as exhibition



Important: Exhibition swimmers’ times count for seeding and records, but they do NOT score team points.



Step 5: Station Setup

The scorekeeper station should have:


	✅ Computer/tablet with Meet Maestro open and tested

	✅ Printed Place Judge Forms (distributed to sweeps judges)

	✅ Space for incoming paperwork (lane slips, DQ slips, meet changes)

	✅ Access to Wi-Fi (if using Time Drops timing system)

	✅ Backup power source (battery pack or power outlet)



Note: The GPSA Representative or their designee typically sets up the scorekeeper station. The scorekeeper should arrive and verify everything is functional before the meet starts.




During the Meet: Step-by-Step


Step 1: Entering Times

After each heat completes, enter times for all swimmers.


Time Sources

Times can come from multiple sources:


	Lane Slips - Individual cards with one lane’s times

	Index Cards - Handwritten times from timers

	Lane Timer Sheets - Multi-heat sheets with all times for one lane

	Time Drops - Electronic timing system (requires “Load Times” button)





Manual Time Entry

For manual timing (stopwatches):


	Locate the swimmer’s row in the heat

	Click in the Result Time field

	Enter time in format: MM:SS.SS (e.g., 1:23.45)

	Press Enter or Tab to move to next swimmer

	Repeat for all swimmers in the heat



Tip: Times typically appear as SS.SS for most youth swim events (e.g., 32.45). Meet Maestro accepts both formats.

Power User Tip: You can enter times as a plain number without punctuation — Meet Maestro will automatically format it. For example, typing 10534 becomes 1:05.34, and 3245 becomes 32.45. This is faster than typing colons and decimal points.



Time Drops Electronic Timing

If the meet uses Time Drops wireless timing system:


	Wait for Time Drops operator to confirm race is saved

	Click “Load Times” button in Meet Maestro

	If prompted, ask Time Drops operator for the race number

	Times automatically populate for all swimmers in the heat

	Verify times appear correctly



See the Time Drops wiki page for detailed information about the timing system integration.



Marking No-Shows and Scratches

For swimmers who don’t compete:


	Click in the Result Time field for the swimmer

	Click the dropdown arrow next to the time field

	Select from the options:

	NS - No Show (swimmer didn’t appear)

	SCR - Scratch (swimmer withdrew before the event)

	DNF - Did Not Finish (swimmer started but didn’t complete the race)






Important: Always mark no-shows. This ensures accurate heat sheets for future meets and proper seeding.




Step 2: Entering Order of Finish (Heat 1 Only)

For the scoring heat (Heat 1), you must manually enter the order of finish for point-scoring swimmers.


Why This Matters

GPSA dual meets are scored by place (sweeps), not by time. This is critical to understand:


	The order of finish — not swim times — determines which team earns points

	The sweeps judges observe the finish and record the order of finish on the Place Judge Form

	The referee reviews the Place Judge Form, adjusts finishing positions to account for any DQs, initials it, and hands it to the scorekeeper

	Entering the Heat Place values in Meet Maestro ensures the official score reflects exactly what the sweeps judges recorded and the referee verified

	Only the 2 designated point swimmers per team are eligible to score (exhibition swimmers are excluded)





About the Place Judge Form

The Place Judge Form is pre-printed before the meet (see Pre-Meet Setup: Step 3) and contains one form per event’s scoring heat.



[image: ]

Place Judge Form example



Each form has two sections:

Top section — Place boxes: A header row with place labels (1st, 2nd, 3rd… up to the number of lanes) and a blank row of boxes below. The sweeps judge watches the finish and writes the lane number of each finisher into the box under the corresponding place (e.g., Lane 3 touches first → write 3 under 1st).

Bottom section — Heat sheet: Lists every swimmer seeded into the heat with their lane number, name, age, team, and blank Place and Time columns. Exhibition swimmers are pre-marked EXH. You cross-reference the lane numbers from the place boxes above to find the swimmer and enter their Heat Place in Meet Maestro.

After the heat, the referee collects the form, makes any adjustments for DQs (removing DQ’d swimmers from the place order), initials the form, and delivers it to the scorekeeper table.



Process


	Receive the initialed Place Judge Form from the referee after Heat 1 completes

	Locate Heat 1 in Meet Maestro

	For each point-scoring swimmer (not exhibition):

	Find the Heat Place field for that swimmer

	Enter their finishing position from the Place Judge Form: 1, 2, 3, 4, etc.




	Leave exhibition swimmers’ Heat Place field blank



Example — Place Judge Form place boxes (top section), as filled in by the sweeps judge:




	1st
	2nd
	3rd
	4th
	5th
	6th





	2
	1
	3
	4
	5
	6





You then look up each lane number in the heat sheet below to find the swimmer, and enter those positions as Heat Place values in Meet Maestro:




	Lane
	Swimmer
	Team
	EXH
	Heat Place entered in Meet Maestro





	1
	Rew, Maddie (9)
	EL
	
	2



	2
	Cagle, Makenna (10)
	KCD
	
	1



	3
	Smeltzer, Abby (10)
	EL
	
	3



	4
	Artis, Gracie (10)
	KCD
	
	4



	5
	McGhee, Rose (10)
	KCD
	☑
	(leave blank)



	6
	Sahin, Eva (9)
	KCD
	☑
	(leave blank)





Result: Meet Maestro automatically calculates team points based on the finishing order of non-exhibition swimmers.




Step 3: Saving Meet Paperwork

As paperwork arrives at the scorekeeper table, set it aside in an organized manner:

Keep These Documents:


	✅ Place Judge Forms (after entering order of finish)

	✅ Lane Slips / Index Cards / Lane Timer Sheets (after entering times)

	✅ White copies of DQ slips (see Step 4)

	✅ Any meet change forms submitted by coaches



Purpose:


	Available for questions during the meet

	Used for post-meet referee validation

	Handed to home team GPSA Representative at meet conclusion



Storage Tip: Use a folder or clipboard to keep paperwork organized by event number.



Step 4: Processing Disqualifications (DQs)

When a referee issues a disqualification slip:


DQ Entry Process


	Verify Signature

	Confirm the DQ slip is signed by the referee

	Do NOT enter unsigned DQ slips




	Enter DQ in Meet Maestro

	Locate the swimmer in the appropriate event and heat

	Check the DQ checkbox for that swimmer

	DQ’d swimmers receive no points and no time recorded




	Separate DQ Slip Copies

	White Copy: Keep with meet paperwork (goes to GPSA Representative)

	Yellow Copy: Set aside for the swimmer’s coach




	Distribution

	During or after the meet, hand yellow copies to appropriate coaches

	White copies stay with other meet paperwork






Important: Only the referee can issue DQs. Coaches or officials may request a DQ, but the referee’s signature is required.




Step 5: Handling Meet Changes

Coaches may submit meet changes during the meet (moving swimmers between heats, adding/removing swimmers, etc.).


Rules for Accepting Changes


	✅ Accepted: Changes for events that are 3 or more events out

	❌ Not Accepted: Changes for current event or events less than 3 events away



Example:


	Currently running: Event 8

	Can accept changes for: Event 11 and later

	Cannot accept changes for: Events 8, 9, or 10





Process


	Receive written meet change from coach

	Verify the event being changed is at least 3 events out

	Make the change in Meet Maestro:

	Move swimmers between heats/lanes as requested

	Add scratches if swimmers are removed

	Update exhibition status if needed




	Keep the written change request with meet paperwork






Step 6: Monitoring Score Display

Throughout the meet, verify the meet score remains hidden in the upper right corner of Meet Maestro and in the Mobile App.


	Navigate to Settings → Mobile App

	Turn OFF all Score Display options (Combined, Girls/Women, Boys/Men)

	Return to Results Entry Interface



Reminder: The referee will announce the official score after post-meet validation is complete.



Step 7: Printing During the Meet

You may be asked to print additional reports during the meet:


Heat Sheets

If coaches or officials request heat sheets:


	Navigate to Reports

	Select Heat Sheet report

	Choose specific events or all remaining events

	Print as requested





Award and Participation Labels

Note: Award and participation labels are only printed if the home team has a printer available during the meet and label sheets (Avery 5160 format).


When to Print

Teams use different strategies for timing label prints:


	Option 1: Print at halfway points (after Event 30, then after Event 52 for individual events)

	Option 2: Wait until close to a full page of labels to minimize wasting label sheets



Relay Note: Only 1st place ribbons are awarded for relay events.





Award Labels (Place Ribbons)

Award labels are printed for swimmers who placed in the top positions (1st-3rd, or 1st-4th if the host pool provides 4th place ribbons).

Information on Label:


	Swimmer Name

	Team

	Event Name

	Place (1st, 2nd, 3rd, etc.)

	Time

	Meet Name

	Date



Printing Process:


	Navigate to Settings → Reports

	Select Award Labels report

	Configure filters:

	Places: Enter 1-3 (or 1-4 if host provides 4th place ribbons)

	Events: Select which events to print (e.g., Events 1-30 for first batch)

	Sort By: Choose sorting method:

	Event - Groups by event number (most common)

	Athlete - Alphabetical by swimmer name

	Place - Groups by place (1st, 2nd, 3rd) - useful for ribbon writers







	Label Format: Avery 5160

	Click Print

	Hand printed labels to ribbon writers or coaches



Relay Events:


	Filter to Places: 1-1 (only 1st place)

	Print separately from individual events if needed







Participation Labels

Participation labels are for swimmers who competed but did NOT receive a place ribbon (finished 4th or lower) and did NOT get disqualified.

Information on Label:


	Swimmer Name

	Team

	Event Name

	Time

	Meet Name

	Date

	(No place shown)



Who Gets Participation Labels:


	Swimmers who finished 4th or lower (depending on award cutoff)

	Swimmers who were NOT disqualified

	Most teams exclude DQ swimmers from participation labels (some teams include them - check with home team)



Printing Process:


	Navigate to Settings → Reports

	Select Participation Labels report

	Configure filters:

	Excluded Places: Enter 1-3 (or 1-4 - should match award label setting)

	Include DQs: ☐ Uncheck this box (most teams exclude DQ swimmers)

	Events: Select which events to print

	Sort By: Team (recommended - groups by team for easy distribution)




	Label Format: Avery 5160

	Click Print

	Hand printed labels to ribbon writers or coaches



Relay Events:


	Excluded Places: 1-1 (only 1st place gets ribbons)

	This means 2nd, 3rd, 4th+ relay swimmers get participation labels

	Sort by team for easy distribution







Label Printing Best Practices

Timing:


	Print individual event labels after Event 30 (events 1-30)

	Print remaining individual events after Event 52 (events 31-52)

	Print relay labels after all relay events complete (events 53-56)

	Adjust timing based on how full label sheets get



Organization:


	Print award labels first, then participation labels for the same events

	Keep labels organized by event or team (depending on sort method)

	Coordinate with ribbon writers on their preferred sort order



Common Issues:


	Wasted Labels: If sheets aren’t filling up, wait for more events before printing

	Missing Swimmers: Verify all times are entered and Heat Place values are set before printing

	DQ Swimmers Appearing: Double-check “Include DQs” is unchecked for participation labels



Label Format:


	Only Avery 5160 format is supported (30 labels per sheet, 1” x 2-5/8” each)

	Have extra label sheets available in case of printing errors








Post-Meet Procedures


Step 1: Validate Scoring Heats

Before the referee performs final validation:


	Review all scoring heats (Heat 1 for each event)

	Confirm every point-scoring swimmer has a Heat Place entry

	Check for any missing times or unmarked no-shows

	Verify all DQs are entered correctly



Common Issue: Missing Heat Place entries can cause incorrect team scores. Double-check this before calling the referee.



Step 2: Referee Post-Meet Validation


	Call the meet referee to the scorekeeper station

	Referee reviews:

	All DQs are properly recorded

	Heat Place entries match Place Judge Forms

	Times are reasonable (no obvious entry errors)

	Final team scores are accurate




	Referee approves final results





Step 3: Paperwork Handoff

Collect all meet paperwork and hand to the home team GPSA Representative:


	✅ Place Judge Forms (all events)

	✅ Lane Slips / Index Cards / Lane Timer Sheets

	✅ White copies of all DQ slips

	✅ Meet change forms

	✅ Any other meet documentation



Purpose: The GPSA Representative archives paperwork with other meet records in case of future questions or disputes.



Step 4: Results Export

The GPSA Representative (or designated person) will export results after validation:


	Export meet results in SDIF format (.sd3 or .zip file)

	Process through GPSA Publicity Processor

	Save as YYYY-MM-DD_TEAM1_v_TEAM2.html

	Submit to GPSA webmaster for season archive



See Publicity Processor wiki page for detailed export instructions.




Troubleshooting


Wrong Time Entered

Problem: You entered a time incorrectly and need to fix it.

Solution:


	Click in the Result Time field for the swimmer

	Delete the incorrect time

	Enter the correct time

	Verify the correct time appears

	If using Time Drops, you can click “Load Times” again to reload (only do this if no manual changes have been made)



Prevention: Double-check times against paperwork before moving to the next heat.





DQ Entered on Wrong Swimmer

Problem: You checked the DQ box for the wrong swimmer.

Solution:


	Locate the incorrectly marked swimmer

	Uncheck the DQ checkbox

	Find the correct swimmer

	Check the DQ checkbox for the correct swimmer

	Note the correction on the white copy of the DQ slip



Prevention: Verify lane number and swimmer name on DQ slip before entering.





Exhibition Swimmers Not Marked

Problem: Swimmers are scoring points who should be exhibition.

Solution:


	Click on the swimmer’s name

	Check the EXH checkbox (far right of screen)

	Verify the swimmer no longer contributes to team score

	Repeat for all unmarked exhibition swimmers



Important: Fix this immediately when noticed. Incorrect exhibition status affects team scores.





Time Drops Times Not Loading

Problem: Clicked “Load Times” but times didn’t populate.

Solution:


	Verify Time Drops operator has saved the race

	Ask Time Drops operator for the race number

	Check that Meet Maestro timing system is configured:

	Go to Settings → Timing Setup

	Verify Time Drops is activated

	Confirm shared folder path matches MM-Link configuration




	Try clicking “Load Times” again

	If still not working, enter times manually from backup stopwatches



See Also: Time Drops Timing System





Meet Change Cannot Be Made

Problem: Coach requests a meet change but it’s too late.

Solution:


	Check how many events remain until the event being changed

	If less than 3 events out, politely explain:

	“I’m sorry, but per GPSA rules, meet changes must be submitted at least 3 events before the event. Since we’re currently on Event X and you’re requesting a change to Event Y, I cannot accept this change.”




	Suggest the coach speak with the referee if there are extenuating circumstances



Exception: Referee may override this rule in special situations (injury, emergency, etc.).





Moving Swimmers Between Heats/Lanes

Problem: A meet change requires moving a swimmer to a different heat or lane.

Solution:


	Verify the change is permitted (3+ events out)

	Locate the swimmer in their current heat

	Click and drag the swimmer’s row to the new position, OR:

	Use the event actions menu (three dots)

	Select “Move Swimmer”

	Choose destination heat and lane




	Verify the swimmer appears in the new location

	Check that exhibition status is preserved



Tip: SwimTopia has detailed help articles on moving swimmers. Access via Help menu in Meet Maestro.





Score Appearing in Upper Right

Problem: The meet score is visible even though it should be hidden.

Solution:


	Go to Settings → Mobile App

	Verify all three Score Display options are OFF (grey):

	Combined

	Girls/Women

	Boys/Men




	If already off, toggle them on then off again

	Return to Results Entry Interface

	Confirm score no longer displays







Missing Heat Place Entries

Problem: During post-meet validation, you notice some Heat 1 swimmers don’t have Heat Place values.

Solution:


	Locate the Place Judge Form for that event

	Identify the missing swimmers’ finishing positions

	Enter the Heat Place values in Meet Maestro

	Verify team scores update correctly

	Have referee re-validate the corrected event



Prevention: After entering each Heat 1, cross-reference Heat Place entries with the Place Judge Form before moving to the next event.




Best Practices


Pre-Meet Checklist


	Meet name includes year and team names

	Non-standard pool checkbox set correctly (if applicable)

	Score display is turned OFF in Mobile App settings

	Place Judge Forms printed and distributed

	Exhibition swimmers marked for all events

	Computer/tablet plugged in or fully charged

	Wi-Fi connection tested (if using Time Drops)

	Timing system configuration verified (if using Time Drops)

	Clear workspace for incoming paperwork





During Meet


	Enter times immediately after each heat completes

	Mark no-shows and scratches consistently

	Enter Heat Place values for Heat 1 before starting next event

	Verify Place Judge Form matches Meet Maestro entries

	Keep paperwork organized by event number

	Confirm DQ slips are signed before entering

	Separate white/yellow DQ copies promptly

	Accept meet changes only if 3+ events out

	Monitor score display remains hidden

	Have backup stopwatch times available if electronic timing fails





After Meet


	Validate all Heat 1 events have Heat Place entries

	Review DQs are entered correctly

	Call referee for post-meet validation

	Collect all meet paperwork

	Hand paperwork to home team GPSA Representative

	Assist with SDIF export if requested

	Close Meet Maestro properly (don’t just close browser)





Communication Tips

With Timers:


	Remind timers to clearly mark lane numbers on lane slips

	Request legible handwriting for manual times

	Ask for immediate notification of any timing issues



With Coaches:


	Be polite but firm about meet change deadlines (3 events out)

	Explain that exhibition status affects team scores

	Direct rules questions to the referee



With Referee:


	Notify immediately of any timing system failures

	Ask for clarification on questionable DQs

	Request post-meet validation when ready



With Time Drops Operator:


	Confirm race is saved before clicking “Load Times”

	Request race number if times don’t load automatically

	Coordinate on any timing discrepancies






FAQ


Do I need to know how to swim to be a scorekeeper?

No. Scorekeeping is primarily data entry and attention to detail. Understanding basic swim meet structure helps, but swimming knowledge is not required.



What if I’ve never used Meet Maestro before?

Ask the GPSA Representative to walk you through the interface before the meet starts. Most scorekeepers learn on the job. Review this wiki page beforehand and keep it open during the meet for reference.



Can I see the meet score while entering results?

Technically, yes, but you should keep it hidden per GPSA rules. The score display settings are specifically designed to prevent premature score disclosure.



What if times from stopwatches don’t match Time Drops?

This is normal and expected. Electronic timing and manual timing use different methods. Meet Maestro follows USA Swimming rules for time evaluation. When in doubt, consult the referee.



What if a coach disagrees with a DQ?

Direct the coach to the referee. Scorekeepers do not make DQ decisions or arbitrate disputes. Only the referee can overturn or modify a DQ.



How do I know which swimmers are exhibition?

Exhibition status is set by coaches before the meet. If unclear, ask the GPSA Representative or the coach. Remember: only 2 swimmers per team per event can score points in GPSA dual meets.



What happens if I make a mistake entering times?

Simply click back into the Result Time field, delete the incorrect time, and enter the correct one. If discovered later, the referee can validate corrections during post-meet review.



Can I leave the scorekeeper station during the meet?

Only briefly, and only if someone else is covering. The scorekeeper must be present to enter results immediately after each heat. Communicate with the GPSA Representative if you need a break.



Do I need to save my work in Meet Maestro?

Meet Maestro auto-saves as you enter data. However, don’t close the browser or application until the meet is complete and results are exported.



What if the computer crashes or loses power?

Meet Maestro is cloud-based, so your data is saved on SwimTopia’s servers. Log back in and resume where you left off. This is why paperwork is critical - you can re-enter any lost data from lane slips or Place Judge Forms.



Need Help? Contact your team’s GPSA Representative, the meet referee, or refer to SwimTopia’s Meet Maestro help articles (accessible via the Help menu in Meet Maestro).






Time Drops Timing System

The Time Drops Wireless Swim Timing System is used by over half of the teams in GPSA for electronic timing at swim meets. This system uses wireless keyfob-style timer buttons instead of traditional wired plunger systems.


What is Time Drops?

Time Drops is a wireless electronic timing system consisting of dedicated hardware components:


	Wireless timer buttons (PB-2) - Keyfob-style devices that timers press when swimmers touch the wall [image: Time Drops Buttons]

	Timing controller (STC-1) - The “heart” of the system with a precision reference clock [image: Time Drops Controller]

	Start adapter (SA-1) - Wirelessly receives signals from starting systems [image: Time Drops Start Adapter]

	Android tablet - Runs the Time Drops Console app to manage the system

	Windows laptop - Runs MM-Link software to bridge to meet management software (Hy-Tek Meet Manager or SwimTopia Meet Maestro)




How It Works


	Timers at the end of each lane hold wireless button devices on lanyards

	When a swimmer touches the wall, timers press their buttons

	Button presses are transmitted wirelessly to the STC-1 controller

	The controller’s precision clock timestamps each button press

	Times are sent via Wi-Fi to the Android tablet

	The tablet evaluates results and sends data to the Windows laptop

	MM-Link software exports results to meet management software





Why Teams Use Time Drops

Benefits:


	Cost-Effective - Less expensive than traditional electronic timing systems

	Wireless - No cables to set up or manage at poolside

	Quick Setup - System ready in minutes, not hours

	Portable - Lightweight keyfob buttons instead of heavy plungers

	Accurate - Precision reference clock (deviation < 0.01s/hour)

	Water Resistant - Buttons are IP67 rated (can survive pool submersion)






System Components


Timing Controller (STC-1)

The controller is the core of the system:


	Precision Clock: Factory-calibrated TCXO with deviation under 0.01 seconds/hour

	Wireless: 2.4 GHz wireless communication with ~1000 ft range (open terrain)

	Battery: Rechargeable Li-Poly battery (10-hour operation)

	Water Resistance: IP65 rating (splash-resistant)

	Dimensions: 125 x 79 x 21 mm



The controller manages wireless communication with buttons, start adapter, and tablet.



Timer Buttons (PB-2)

Keyfob-style wireless buttons given to timers:


	Operation: Single soft-touch button press (no configuration needed)

	Battery: CR2032 coin cell (500+ hours of continuous operation, 2-3 years typical use)

	Water Resistance: IP67 rated (can survive pool submersion)

	Range: ~1000 feet in open terrain (reduced by walls/crowds)

	Weight: Approximately 1 ounce

	Color-Coded Lanyards: Included for lane identification



Typical Configuration: 3 buttons per lane plus spares



Start Adapter (SA-1)

Wirelessly connects to swim starting systems:


	Compatibility: Works with CTS, Daktronics, IST, SST starting systems

	Battery: CR123A (2000+ operating hours)

	Connection: Dual banana jack for starter system output

	Optional Touchpad Support: Can integrate with touchpads for fully automatic timing



Alternative: Mini-Starter (ST-1) available if team doesn’t have a starting system



Android Tablet

Controls the timing system via Time Drops Console app:


	Requirements: Android 7.1+ (Amazon Fire tablets supported)

	Recommended: 8-10 inch tablets

	Function: Manages timers, scoreboards, and exports results

	Connection: Wi-Fi to controller and laptop





Windows Laptop

Runs MM-Link software for meet management integration:


	Requirements: Windows 10

	Software: MM-Link (free from Microsoft Store)

	Function: Bridges between tablet and meet management software

	File Exchange: Creates shared folder for SDIF file transfer






GPSA Usage


League Adoption

Over 50% of GPSA teams currently use Time Drops for dual meets. The system integrates with:


	SwimTopia Meet Maestro - For GPSA meet management





GPSA Meet Best Practices

For the best meet experience with Time Drops it is recommended:


	Maintain manual backup timing with stopwatches

	Use a dedicated travel router for the timing system Wi-Fi like the GL.iNet GL-SFT1200

	Place the travel router in a position with a clear view of the laptop, tablet, and STC-1 controller

	Train volunteers on system operation

	Follow GPSA event order and scoring rules



Important: Manual backup times are official only if the electronic system fails.




Setting Up at a Meet


Hardware Setup


	Controller (STC-1)

	Place near pool edge with clear line of sight to timer positions

	Press power button to turn on

	LED will flash slowly (not connected) or double-flash (connected to Wi-Fi)

	Operates for 10 hours on full charge




	Timer Buttons (PB-2)

	Distribute buttons on color-coded lanyards to timers

	Click once to turn on (auto-off when controller powers down)

	Each lane typically has 3 buttons (A, B, C positions)

	Battery life: 500+ hours continuous operation




	Start Adapter (SA-1)

	Connect dual banana jack to starting system “START OUTPUT”

	Attach adapter with velcro pad

	Perform test start to power on

	LED indicates connection status








Software Setup


	Android Tablet

	Install “Time Drops Wireless Swim Timing Console” from Google Play

	Connect to pool Wi-Fi network

	Configure controller connection (one-time setup)

	Assign buttons to lanes in “Manage Buttons” screen




	Windows Laptop

	Install MM-Link from Microsoft Store

	Create shared folder (e.g., C:\TimeDrops)

	Configure same folder in meet management software

	Ensure laptop connected to same Wi-Fi network








Wi-Fi Requirements

Recommended Setup:

It is recommended that teams use a dedicated Wi-Fi appliance for the timing system and laptop operation such as the GL-iNet GL-MT3000 (available on Amazon).


	Placement: Position the Wi-Fi appliance on the scorekeeper table near the laptop and Time Drops controller

	Internet Access: Can wirelessly connect to the pool’s existing Wi-Fi network or a mobile hotspot for internet access

	Benefits: Dedicated network for timing system, no interference from general pool users



Requirements:


	Important: Controller operates on 2.4 GHz band only

	Backup Option: Mobile phone hotspot or 4G/5G hotspot

	Reliability: Avoid sharing Wi-Fi with general pool users






Running a Meet


Meet Director Workflow


	Pre-Meet

	Seed meet in SwimTopia Meet Maestro

	Export meet program to shared folder

	Tablet automatically imports program

	Verify events display correctly on tablet




	During Meet

	System shows “READY” when ready to start

	Starter initiates race via starting system

	Timers press buttons when swimmers touch wall

	Tablet evaluates times per USA Swimming rules (median of 3 buttons)

	Results saved to shared folder after each heat




	After Each Heat

	Meet management software imports times from shared folder

	Verify times match backup stopwatches

	Address any timing discrepancies




	Post-Meet

	Export final results in SDIF format from Meet Maestro

	Process through GPSA Publicity Processor

	Saves as YYYY-MM-DD_TEAM1_v_TEAM2.html








Timer Instructions

Responsibilities:


	Receive assigned lane button(s) on lanyard

	Stand at end of pool in assigned lane

	Watch swimmer throughout race

	Press button when swimmer touches wall at finish

	Keep backup stopwatch ready

	Report any equipment issues immediately



Important Notes:


	Button clicks are timestamped instantly (no transmission delay affects accuracy)

	Timers do NOT need to watch the tablet - just press when swimmer touches

	If button drops in pool, retrieve quickly (IP67 rated but minimize water exposure)





Time Evaluation Rules

System follows USA Swimming rules:


	3 buttons pressed: Median time is official

	2 buttons pressed: Average of two times (yellow indicator, auto-accepts after delay)

	1 button pressed: Single time shown in red (requires manual acceptance)

	0 buttons pressed: Lane must be marked empty or times manually entered






Integration with SwimTopia Meet Maestro

Setup:


	Go to Settings → Timing Setup

	Click “Add Timing System Configuration”

	Select “Time Drops”

	Choose shared folder path (must match MM-Link)

	Click “Activate Connection”



During Meet:


	Meet Maestro monitors shared folder for result files

	Click “LOAD TIMES” button to import results for each heat

	System matches by race number





Exporting Results to GPSA


SDIF Export Process


	Complete all meet events

	Verify final scores in meet management software

	Export results in SDIF/SD3 format

	File will be in shared folder or downloadable from meet software





Using GPSA Publicity Processor


	Navigate to GPSA Publicity Processor

	Upload exported .zip or .sd3 file

	Click “Process Results”

	Review formatted output

	Click “Export as HTML”

	Save as YYYY-MM-DD_TEAM1_v_TEAM2.html

	Submit to GPSA webmaster for archiving



See Publicity Processor wiki page for detailed instructions.




Advanced Features


Time Drops Live

Optional feature that publishes meet results to cloud for spectator viewing:


	Mobile App: iOS and Android apps available

	Web Access: https://live.time-drops.com

	Privacy: Swimmer names are end-to-end encrypted with 4-digit PIN

	Real-Time Updates: Results pushed to spectators’ devices instantly

	Configuration: Enable in Meet Settings on tablet



Distribution: Share QR code with PIN for spectators to access



Combining Events/Heats

Time Drops can automatically combine events when lanes don’t fill:


	Relay Combining: Enabled by default (e.g., Girls 9-10 relay + Boys 9-10 relay in same heat)

	Individual Combining: Optional setting for sparse events

	Requirements: Manually adjust seeding so each lane used only once across combined events

	Export: System automatically splits results into separate files for each event





Touchpad Integration

System supports semi-automatic or fully automatic timing with touchpads:


	Connect one SA-1 adapter per touchpad

	Configure “Touchpads at near end” or “Touchpads at both ends” in settings

	Buttons serve as backup times

	Can start odd-lap races from far end for touchpad finish





Split Time Collection

With “Collect splits with buttons” enabled:


	Timers press buttons at each turn

	System tracks lap times throughout race

	Useful for training and analysis

	Works with button timing only (no touchpads required)






Pricing

Startup Packages:




	Package
	Cost
	Contents





	Basic
	$670
	6 lanes, 2 buttons/lane, 1 spare



	Standard
	$950
	6 lanes, 2 buttons/lane, 2 spares



	Pro
	$1,130
	6 lanes, 3 buttons/lane, 2 spares





Annual Subscriptions:


	Seasonal (≤6 months): $200/year

	Year-round/Touchpads: $300/year

	LED Matrix Add-on: $50/year



All subscriptions include technical support, software updates, and hardware repair coverage.

Additional Equipment:


	Extra buttons available for pooled systems

	Scoreboard adapters sold separately

	Custom lanyards available





Troubleshooting


Common Issues

Controller won’t connect to tablet:


	Check controller LED: single flash = not connected, double flash = connected

	Verify tablet connected to correct Wi-Fi network

	Go to tablet: Menu → Controller Setup → Query controller status

	Re-enter Wi-Fi password if needed (case-sensitive!)



Button not responding:


	Check battery (CR2032 coin cell)

	Press and hold button to identify on tablet (turns green)

	Verify button assigned to correct lane in “Manage Buttons”

	Replace battery if signal strength indicator low



Start not registering:


	Check SA-1 connection to starting system

	Perform test start to verify adapter powered on

	Check CR123A battery in adapter

	Verify adapter assigned to “Starter A” position in Manage Buttons



Times not importing to meet software:


	Verify shared folder path matches in MM-Link and meet software

	Check MM-Link shows “connected” status

	Ensure laptop on same Wi-Fi network

	Look for result files in shared folder (e.g., race_001.txt)



Wi-Fi issues:


	Ensure router configured for 2.4 GHz (controller doesn’t support 5 GHz)

	Move router closer to timing controller

	Switch to mobile hotspot backup if available

	Check for interference from public Wi-Fi networks





When to Use Manual Backup

Switch to manual timing if:


	Wi-Fi connection lost and cannot be restored quickly

	Controller malfunctions

	Multiple buttons fail

	Tablet unresponsive

	Any situation where electronic times cannot be reliably captured



Per GPSA rules: Manual backup times are official when electronic system fails.




Best Practices


Pre-Meet Checklist


	Fully charge controller (STC-1) battery

	Install fresh CR2032 batteries in buttons at start of season

	Check SA-1 start adapter battery (CR123A)

	Charge tablet fully

	Configure and test Wi-Fi router

	Have backup Wi-Fi source ready (mobile hotspot)

	Verify shared folder setup on laptop

	Train volunteers on button operation

	Have backup stopwatches for all lanes

	Print paper heat sheets as backup





During Meet


	Monitor controller battery level

	Check button signal strength indicators

	Verify times match backup stopwatches

	Keep paper scoresheets updated

	Have spare buttons available

	Maintain clear line of sight from controller to timers





After Meet


	Turn off controller (auto-off after 10 min of tablet exit)

	Collect all buttons and lanyards

	Export SDIF file for archives

	Charge controller for next meet

	Store equipment in dry location (avoid extreme temperatures)





Maintenance


	Replace button batteries (CR2032) every other season or when low battery indicated

	Replace start adapter battery (CR123A) as needed

	Keep controller charged

	Clean buttons if dropped in pool (retrieve quickly, dry thoroughly)

	Update controller firmware when prompted by tablet app






Comparison with Other Systems










	Feature
	Time Drops
	CTS Dolphin
	Manual Timing





	Cost
	$670-$1130 startup + $200-300/yr
	$8000+
	~$200 (stopwatches)



	Setup Time
	15-30 minutes
	30-60 minutes
	5-10 minutes



	Weight/Portability
	Very light (1 oz buttons)
	Heavy (plungers, cables)
	Very light



	Water Resistance
	IP67 buttons, IP65 controller
	Varies
	N/A



	Wireless
	Yes
	No (wired plungers)
	N/A



	Internet Required
	Yes (Wi-Fi)
	No
	No



	Training Complexity
	Low
	Moderate
	Minimal



	Real-time Results
	Yes
	Yes
	No



	Backup Required
	Yes (manual stopwatches)
	Yes
	N/A



	Touchpad Compatible
	Yes (optional)
	Yes (typical)
	N/A







Technical Specifications




	Component
	Specification





	Timing Resolution
	0.00003 seconds (30 microseconds)



	Controller Clock Accuracy
	< 3ppm deviation, < 0.01s/hour



	Button Range
	~1000 feet line-of-sight



	Controller Battery
	10 hours continuous operation



	Button Battery
	500+ hours operation (2-3 years typical)



	Water Rating (Buttons)
	IP67 (submersible)



	Water Rating (Controller)
	IP65 (splash-resistant)



	Wireless Frequency
	2.4 GHz



	Button Weight
	~1 ounce







Official Resources


Time Drops Documentation


	Official Website: time-drops.com

	User Manual: Available as PDF download from website

	Video Tutorials: YouTube channel with setup and operation guides

	Support Email: support@time-drops.com

	Address: 1839 Ygnacio Valley Rd #165, Walnut Creek, CA 94598





App Downloads


	Android Tablet App: “Time Drops Wireless Swim Timing Console” on Google Play

	MM-Link (Windows): (Microsoft Store)

	Time Drops Live! (iOS): App Store

	Time Drops Live! (Android): Google Play

	Web Access: live.time-drops.com





SwimTopia Integration


	Help Article: SwimTopia Help Center - Time Drops Integration

	Video Guide: YouTube tutorial






GPSA-Specific Information


Teams Currently Using Time Drops

This section can be updated with specific team contacts willing to help other teams.



Training Opportunities


	Contact teams experienced with Time Drops for hands-on training

	Attend GPSA Representative meetings for system demonstrations

	Request demo at pre-season officials training





Pooling Equipment

Teams can pool buttons from multiple Time Drops systems for larger meets:


	Reconfigure for additional lanes in Settings

	Assign extra buttons in “Manage Buttons” screen

	Contact Time Drops for additional numbered lanyards






FAQ


Is Time Drops required for GPSA teams?

No. Teams may use any timing system (or manual timing) that meets GPSA meet requirements and integrates with Meet Maestro.



What happens if buttons fall in the pool?

The PB-2 buttons are IP67 water resistant and will continue to function after pool submersion. However, retrieve them quickly to minimize water exposure. Dry thoroughly before storage.



How long do button batteries last?

CR2032 batteries last 500+ hours of continuous operation, typically 2-3 years of recreational swim team use. Replace batteries at the start of every other swim season as preventive maintenance.



Can we use Time Drops without internet?

Wi-Fi is required for communication between controller, tablet, and laptop. Internet connection is recommended but not strictly required for basic timing. However, Time Drops Live! requires internet for spectator access.



What if our Wi-Fi fails during a meet?

Immediately switch to manual backup timing per GPSA rules. This is why manual stopwatches and lane timer sheets are required as backup.



Can Time Drops handle championship meets?

Yes. Time Drops is designed for meets of any size. Teams can pool buttons from multiple systems to configure for more lanes. See “Pooling Equipment” section.



How do results get exported to SDIF?

Meet management software (Meet Maestro) creates SDIF export files. These can then be processed through the GPSA Publicity Processor to generate formatted HTML results.



Do timers need to watch the tablet screen?

No. Timers should focus on watching their assigned swimmer. When the swimmer touches the wall, press the button. The tablet automatically evaluates times and doesn’t require timer monitoring.



Need Help? Contact your team’s Time Drops administrator, other GPSA teams using the system, or email Time Drops support at support@time-drops.com.






Time Drops & SwimTopia Integration Setup

This guide covers integrating the Time Drops Timing System with SwimTopia’s Meet Maestro software for GPSA meets.


Note: The timing configuration is per computer, not per session/team/meet. If you have a laptop set up to use a timing system, it will use that timing system for any session.




Prerequisites

Before starting this integration, you should have:


	Time Drops hardware system (purchased and configured)

	SwimTopia team subscription with Meet Maestro access

	Meet entries already merged in SwimTopia

	Basic familiarity with Time Drops hardware setup



See Time Drops Timing System for general system information.



Hardware and Software Requirements


Time Drops Requirements

Critical: The Time Drops system cannot function without Wi-Fi. Due to security restrictions, public Wi-Fi will most likely not work.


Required Hardware


	Router (2.4 GHz capable) - Not included with Time Drops

	Android tablet - Runs Time Drops Console App

	Windows computer - Runs Meet Maestro and MM-Link

	Start adapter (SA-1) - Included with Time Drops purchase

	Timing controller (STC-1) - Included with Time Drops purchase

	Time Drops lane timer buttons (PB-2) - Up to 3 per lane, included with purchase





Required Software


	Time Drops Console App - Free in Google Play Store

	Time Drops MM-Link - Free in Windows Store

	Meet Maestro Desktop Application - Free with SwimTopia subscription






Meet Maestro Requirements


	Microsoft Windows computer with 64-bit Windows 7 or newer

	Mac users can run Meet Maestro via Windows emulation software




	At least 4 GB RAM recommended (Chromebooks typically insufficient)

	Internet connection to download meet data

	Mobile hotspot works for Meet Maestro (small data transfer)

	Important: Time Drops does NOT work on 5 GHz wireless hotspot









Time Drops Hardware Setup


Note: If your Time Drops system is already configured, skip to Meet Maestro Setup below.



Setup must be done in a specific order. Reference the Time Drops Quick Start Guide or contact Time Drops support if you have questions.


Step 1: Router Setup


Configure the Router


	Power up the router to create your 2.4 GHz Wi-Fi network

	Find the router in your computer’s WiFi networks list

	Open a web browser to access the router’s admin panel

	First-time setup: Select language and set admin password

	Subsequent logins: Enter your admin password








Connect to Internet

Choose your internet source in the router admin panel:


	Tethering (recommended): Connect phone hotspot via USB

	Other options: Ethernet, repeater mode, etc.



Example Setup:


	Router: GL.iNet SFT-1200 travel router

	Power: Anker 20,000mAh portable charger with USB-C cable

	Internet: Phone hotspot tethered via USB

	Placement: Position for clear view of pool, tablet, and STC-1 controller





Verify Connection

Once connected, you should see:


	Green dot next to “Tethering” (or your connection method)

	IP address displayed






Step 2: Android Tablet Setup


	Log in to the tablet with team’s Time Drops Google Account

	Fully charge the tablet before each meet

	Disable lock screen (recommended) for quick access during meet

	Open Settings → Network & Internet

	Connect to the same Wi-Fi network created by your router





Step 3: Time Drops Console App

The Time Drops Console App should already be installed on your tablet (from Google Play Store).

Open the app to verify it’s working - you should see the main console interface.



Step 4: STC-1 Controller Connection

The STC-1 has a USB rechargeable battery. Fully charge before every meet (lasts up to 10 hours).


Turn On Controller


	Press and hold the power button on the STC-1

	When not connected, red WiFi light blinks slowly





Connect to Wi-Fi

If the STC-1 doesn’t automatically connect:


	Open Time Drops app on tablet

	Tap the 3 vertical dots (upper right) → Connect controller

	You’ll see a red sad face if not connected

	Tap Choose to select the correct WiFi network

	Tap Copy to Controller

	Watch for transmission progress bar

	Success: Green happy face displays, red light blinks rapidly on STC-1




Troubleshooting: If having trouble connecting, see Time Drops Troubleshooting Guide.






Step 5: Configure Lane Timer Buttons

Time Drops includes up to 3 buttons per lane. Each button has a lanyard marked with lane and button letter (e.g., Lane 1A, Lane 1B, Lane 1C).

Buttons should be pre-assigned during initial system setup. Only reassign if:


	Button runs out of batteries

	Button stops working and you’re using a spare




To Assign Buttons


	Tap 3 vertical dots → Buttons in Time Drops app

	Press and hold the physical button until it appears under “Unassigned”

	Drag the button to correct lane and letter

	Tap SAVE (grey squares mean unsaved changes)





Turn On Buttons


	Press the blue button on the timer device

	Beep sounds, faint red light blinks

	Button shows as white (on) in the app

	STC-1 controller shows blue blinking light when buttons connected






Step 6: Starter Adapter (Optional)

If using a starter adapter that plugs into your starting system:


	Turn on the adapter:

	Use a small metal object (tiny screwdriver) to close circuit between two wire plugs

	Blinking red light confirms it’s on




	Add in app: Same process as adding timer buttons (drag to assign)

	Connect to starter: Plug cable into starter’s “Starter Output” socket



Signal Range: Buttons have ~1,000 ft range in open terrain, reduced by walls/crowds.

Best Practice: Place STC-1 controller elevated with line-of-sight to start and finish areas. Example: Hang from backstroke flags in provided waterproof pouch with carabiner.




Meet Maestro Setup


Step 1: Download Meet Maestro Desktop App


	Visit SwimTopia and download Meet Maestro Windows Desktop Application

	Run the installer (may take several minutes)

	Close any currently running version before installing updates




Tip: When updates are available, an “Install Update” button appears in the top bar. Application auto-downloads updates.





Step 2: Log In and Select Time Drops


Log In


	Open Meet Maestro Desktop application

	Log in with your SwimTopia credentials

	Must be Site Admin or have role permission to manage swim meets

	Multiple teams: Select team first








Select Meet

You’ll only see meets that have been merged (entries closed and processed).



Configure Timing System


	Click Settings (gear icon)

	Click Add Timing System Configuration

	Select Time Drops




Note: Desktop application is required for timing system integration. Web version shows message with link to instructions.





Multi-Session Meets

If this is a multi-session/virtual meet, you’ll be prompted to select your session.




Step 3: Choose Data Directory

Create a folder where Time Drops will save meet data. Both Meet Maestro and MM-Link must use the same folder.

Recommended Structure:

TimeDrop Data/
  └── 2026 Season/
      ├── 2026-06-16-GG-vs-WW/
      ├── 2026-06-19-GG-vs-EL/
      └── 2026-06-23-Division-Meet/

In Meet Maestro:


	Create new folder for this meet

	Click Browse under “Data Directory”

	Select your meet folder





Step 4: Install and Configure MM-Link

MM-Link bridges Time Drops to Meet Maestro.


	Download Time Drops MM-Link from Microsoft Store

	When prompted, enable Windows firewall access for both ‘private’ and ‘public’ networks

	Open MM-Link

	Verify green bar shows (STC-1 and tablet connected)

	Click Browse to select path for file exchange

	Select the SAME folder you chose in Meet Maestro





Step 5: Verify Configuration


	Return to Meet Maestro

	Click Check Configuration



Success indicators:


	“Connected” displays in top right

	Green checkmark shows correct meet found

	Tablet displays Event/Heat/Lane assignments



If you see an error:


	Directories between Meet Maestro and Time Drops don’t match

	Reselect directory in both applications

	Click “Check Configuration” again






Meet Maestro Settings


Expected Watches Per Lane

Time Drops automatically communicates expected watches per lane to Meet Maestro (1, 2, or 3).

Only update this if Time Drops shows an incorrect value.



SwimTopia Mobile App - Live Event/Heat Bar

Enable the live event/heat bar to show current event/heat in the SwimTopia mobile app.


	Slide bar to ON (right)

	Time Drops will automatically send current event/heat info to mobile users



When to enable:


	During initial setup (recommended)

	Any time via timing system bar on results entry screen






Editing Settings and Testing


Editing Settings After Setup

All settings can be changed from the Timing Setup screen:


	Click Settings (gear icon) → Timing Setup

	Click Update Meet Details



Shortcut: When on results entry interface, click Update Meet Details on timing system bar.



Testing Before the Meet

We HIGHLY encourage completing setup several times before your first meet. Practice in the actual location to verify:


	Cable lengths are adequate

	Plugs and connectors work

	WiFi signal is strong enough

	Equipment positioning is optimal




Early Start Warning

To prevent premature swim reminders and notifications to SwimTopia mobile app users, an early start warning displays when:


	“Enable Live Event/Heat Bar” is checked, AND

	Meet/session start time is in the future



What happens:


	Warning displays for each test until you confirm “Yes, start the meet”

	Selecting “Yes…” adjusts estimated times and begins notifications

	No option to revert back to pre-notification state







Next Steps

After completing this setup:


	Practice runs: Test the full system several times before meet day

	Meet day: Follow your team’s standard meet procedures

	Troubleshooting: See Time Drops Timing System for general guidance





Product Support


Time Drops Support

For questions about Time Drops hardware or setup:


	Website: time-drops.com

	User Manual: time-drops.com/user-manual.pdf

	Quick Start Guide: time-drops.com/quickstart.pdf

	Meet Checklist: time-drops.com/checklist.pdf

	Overview Video: YouTube

	YouTube Channel: Time Drops Timing





SwimTopia Support

For issues with Meet Maestro integration:


	Business Hours: (M-F 9am-6pm CST) 877-856-2940 (Option 2)

	After Hours (Meet Day Emergency): 877-856-2940 (Option 6)

	Submit Support Ticket: Via SwimTopia Help Center

	Remote Troubleshooting: Enable in Meet Maestro help menu, recreate issue, include Session ID in ticket





Meet Maestro Help Resources

Click the ? icon (top right) in Meet Maestro to access:


	Help Center - Topic-organized documentation

	Submit Support Request

	Phone Contact

	Remote Support - Enable to create read-only replay of steps for troubleshooting






Related Guides


	Time Drops Timing System - General system overview

	Scorekeeper Guide - Running meets with Meet Maestro

	Meet Preparation - Pre-meet checklist for GPSA Representatives





Source: Adapted from SwimTopia Help Center documentation for GPSA teams using Time Drops.









Roster Submittal Process

This guide walks GPSA Representatives and administrators through the complete process of publishing team rosters to the league SwimTopia site.


Quick Reference


	When to publish: Prior to first dual meet and whenever roster changes

	Tool used: GPSA Roster Formatter

	Data source: SwimTopia Athlete Roster CSV export

	Where to publish: Your team’s roster page on the league SwimTopia site





Before You Start

Before using the formatter tool, gather the following:


1. Export Your Roster CSV


	Log in to your team’s SwimTopia website with admin access

	Navigate to Reports > Athlete Roster

	Click Generate Report

	Click Download Athlete Roster Data (CSV) (top right)

	Save the file to your computer





2. Gather Contact Information

GPSA Representatives - Your team’s designated league representatives:


	Full name, phone number, email address

	Most teams have 1-2 GPSA Representatives



Coaches - Head coach and assistant coaches:


	Full name, phone number (optional), email address





3. Gather Officials List

Stroke & Turn Judges - Officials certified to judge stroke technique and turn legality

Starter / Referee - Officials certified as starters or meet referees






Step-by-Step Walkthrough


Logging into the GPSA Site

1. Log into the league SwimTopia site
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Login to league site
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Logged in view



2. Go to the Meet Schedule page
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Meet Schedule page



3. Click on your team name - This will open your team’s roster page in a new tab
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Click team name



4. Also click on the GPSA Roster Formatting Tool link - This will open the GPSA Roster Formatter in a new tab


Tip: It’s best to have both your team’s roster tab and the GPSA Roster Formatter tab open next to each other to aid in copying information between the two.
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Both tabs open



5. In the top right corner, select Edit Page Content



[image: ]

Edit Page Content







Updating Team Contacts

1. Select the Contacts tab of the Swim Team Roster Formatter
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Contacts tab



2. Input the necessary information for your team’s GPSA Representative(s) and Coach(es). Format phone numbers as: 123-456-7890

3. Click the Export Contacts HTML button
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Export Contacts HTML



4. Click the Copy Code button
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Copy Code



5. Click the Edit icon for the Team Contacts snippet
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Edit Team Contacts



6. Click the HTML editor button (the <> icon)
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HTML editor button



7. Select all existing text and delete it

8. Paste the HTML code into the Contacts snippet editor

9. Press Update
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Paste and Update







Updating the Team Roster

1. Click on the Roster Input tab of the Swim Team Roster Formatter

2. Click to upload your team’s CSV export from your team’s SwimTopia site



[image: ]

Roster Input tab
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CSV uploaded



3. Click the Export Roster button
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Export Roster



4. Click the Copy Code button
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Copy Code



5. Click the Edit icon for the Athlete Roster snippet



[image: ]

Edit Athlete Roster



6. Click the HTML editor button
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HTML editor



7. Select all existing text and delete it

8. Paste the HTML code into the Athlete Roster snippet editor

9. Press Update
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Paste and Update







Updating the Team List of Certified Officials

1. Click on the Officials tab of the Swim Team Roster Formatter

2. Paste in the lists of certified officials (one name per line in each box)

3. Click the Export Officials HTML button
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Officials tab and Export



4. Click the Copy Code button

5. Click the Edit icon for the Certified Officials snippet



[image: ]

Edit Officials snippet



6. Click the HTML editor button
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HTML editor



7. Select all existing text and delete it

8. Paste the code into the Officials snippet

9. Click Update
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Paste and Update








Roster Update Process


When to Update

Submit roster updates when:


	New swimmers join your team

	Swimmers leave your team

	Contact information changes

	Officials certifications change





How to Update


	Export fresh CSV from SwimTopia (for roster data changes)

	Upload to the Roster Formatter tool

	Your contacts and officials will load automatically from local storage

	Update any changes to contacts or officials

	Export and republish to the league site




Tip: For minor contact updates only, you can skip the CSV upload and just export the updated contacts HTML.








Troubleshooting


“Missing required columns” Error

Cause: The CSV doesn’t have the required columns.

Solution: Re-export from SwimTopia using Reports > Athlete Roster. Other report types may not include all required fields.



Swimmers Appear in Wrong Age Group

Cause: SwimTopia age group assignments may not match GPSA age groups.

Solution:


	Verify swimmer birthdates in SwimTopia

	Check the age-up date setting for your team

	The tool strips gender prefixes automatically (e.g., “Boys 9-10” becomes “9-10”)





Contacts/Officials Didn’t Save

Cause: Browser localStorage was cleared, or you’re using a different browser/device.

Solution:


	Re-enter the information (it will auto-save)

	Use the same browser and device consistently

	Consider keeping a backup document with contact information





Email Shows Red Border

Cause: The email format is invalid.

Solution:


	Verify the email includes @ and a domain (e.g., name@example.com)

	Check for extra spaces or typos

	The border turns green when the format is valid





Export Button Doesn’t Work

Cause: Browser clipboard permissions or compatibility issue.

Solution:


	Use a modern browser (Chrome, Firefox, Safari, Edge)

	Allow clipboard permissions if prompted

	Refresh the page and try again

	The modal shows a “Copy Code” button as backup








Checklist

Use this checklist to ensure complete roster submittal:


Before You Start


	SwimTopia admin access available

	Current roster finalized in SwimTopia

	GPSA Representative contact info gathered

	Coach contact info gathered

	Officials names and certifications gathered





Export and Format


	CSV exported from SwimTopia (Reports > Athlete Roster)

	CSV uploaded to Roster Formatter tool

	Roster preview reviewed for accuracy

	All GPSA Representatives added with valid emails

	All coaches added

	Stroke & Turn officials entered

	Starter/Referee officials entered





Publish


	Roster HTML exported and published to league SwimTopia

	Contacts HTML exported and published

	Officials HTML exported and published

	Published page reviewed for accuracy








Reference


Required CSV Columns

The exported CSV must contain these columns (automatically included in SwimTopia exports):









	Column Name
	Description
	Example





	AgeGroup
	Age group (may include gender prefix)
	9-10, Boys 11-12



	AthleteCompetitionCategory
	Gender code
	M or F



	AthleteDisplayName
	Swimmer’s full name
	Smith, John



	AthleteAge
	Numeric age
	10







Data Persistence

The formatter tool automatically saves your contacts and officials to your browser’s local storage:


	Contacts and officials persist between browser sessions

	Roster data (CSV) is NOT saved and must be re-uploaded each time

	Use the same browser/device for consistency

	Use Clear buttons to reset saved data if needed





Related Resources


	Roster Formatter Tool - The formatting tool

	Roster Formatter Documentation - Detailed tool documentation

	SwimTopia Guidelines - Complete SwimTopia guide








Questions?

For questions about the roster submittal process:


	Tool issues: Contact the GPSA webmaster

	SwimTopia export issues: Contact SwimTopia support or your team administrator

	Deadline questions: Contact your division representative







SwimTopia Guidelines

This comprehensive guide provides GPSA team administrators with step-by-step instructions for using SwimTopia to manage rosters, registration, meet setup, and swim meet execution throughout the season.


Quick Reference


	Managing rosters: People

	Setting up registration: Registration

	Creating meet templates: Job Templates

	Entering swimmers in meets: Swimmer Entries

	Printing heat sheets: Creating Heat Sheets

	Printing place judge forms: Printing Place Judge Forms

	Running meets: Running the Meet

	Exporting results: Export Meet Results





People

Managing your team roster is the foundation of using SwimTopia effectively.

Official Documentation: Managing Your People/Roster – SwimTopia Help Center


Swimmer / Parent Account Deletion

If a swimmer leaves your pool, you will need to email help@swimtopia.com asking they remove the team association with the necessary email accounts.

Note: SwimTopia support must handle account deletions - team administrators cannot remove associations directly.




Roles

Roles allow you to organize people into groups for efficient communication and manage access within the Manage Team area. Any parent or athlete on your team can be assigned to a role for grouping purposes, from assigning meet jobs to sending group emails.

Official Documentation: Defining Roles


League Shared Roles

Some roles are created and shared from the League level. This allows league administrators to send targeted communications to each group if required. While the name of these roles cannot be changed, the other attributes can be modified locally in your team site.
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League Shared Roles






Registration

SwimTopia’s registration system handles team signups, waivers, and payments.

Official Documentation: Registration – SwimTopia Help Center


Team Waiver

To add or edit team waivers:


	Click on the Registration header

	Select your team registration form (e.g., ‘2024 Team Swim Registration’)
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Registration Form Selection




	Scroll down to the Acknowledgments section

	Create any Team Acknowledgment document to include in your registration form
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Acknowledgments Section





GPSA Code of Conduct and Championship Meet Waiver

The GPSA Code of Conduct and Championship Meet Waiver can be imported in the Registration form, Acknowledgments section.
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GPSA Code of Conduct Import





Payment

SwimTopia integrates with Stripe for online payment processing.

Official Documentation: Stripe Account Setup




Schedule


Meet Schedule

The league will submit the approved division schedules to SwimTopia to be automatically created into each team’s schedule.

Note: You don’t need to manually create regular season dual meets - these are automatically populated by GPSA league administrators.



Meet Templates

The league will share the necessary meet templates for all GPSA official meets. If you have the need for a custom meet template you may create one yourself. If you will be swimming against multiple GPSA pools and would like a league shared template for each team to use, please reach out to the webmaster with the specific details.



Job Templates

Job templates define volunteer roles needed for home and away meets.

To configure job templates:


	Click on Schedule

	Click on the Job Templates tab

	Define templates for Home and Away meets
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Job Templates Tab
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Job Template Configuration




Home Meet Roles

Home meets will typically include the following roles:


	Meet Ref

	Admin Ref

	Starter

	Timers

	Head Timer

	Runner

	Concessions

	Clerk of Course

	Ribbon Writer

	Scorekeeper

	Stroke and Turn Judges

	Sweep Judge





Away Meet Roles

Away meets will typically require:


	Clerk of Course

	Ribbon Writer

	Scorekeeper

	Timers

	Stroke and Turn Judges

	Sweep Judge







Creating Record Books

Record books track team and pool records over time.

Official Documentation:


	Creating a Record Book

	Managing a Record Book




Importing Championship Meet Qualifying Times

Championship Meet Qualifying Times will be published from the league to all teams.
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Championship Meet Qualifying Times Import






Team Website

SwimTopia provides customizable team website features.

Official Documentation: Website Management



Meet Setup

Regular season meets will be submitted to SwimTopia and automatically linked to your team schedule. To create a time-trial, mock-meet, or B-meet, follow these steps:
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Add Swim Meet




	On the Schedule screen select Add Swim Meet and then New (Empty) Swim Meet


	Enter the Meet Details:


	Meet Name

	Start, End, & Warm-up (Date/Time)

	Location

	Description

	Hide from Public Calendar

	Age-Up Date

	Course (pool length)

	Entry Time Conversion




	Edit Swimmer Entry Signup and Job Signup. You can establish signup dates for swimmer entries and volunteer roles for each meet.
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Entry and Job Signup




	Apply Meet Template. Under Meet Setup → Entries, Click Apply Template. Select [GPSA] 2024 GPSA Dual Meet (56 Events).
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Apply Meet Template





Swimmer Entries


Point Swimmers

Swimmer entries can be completed by clicking the pencil icon next to each swimmer’s name and checking the box for each event.
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Individual Entry



Bulk entries can be completed by clicking Edit Entries in the upper right hand corner.
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Bulk Entry





Declare Exhibition Swimmers

To aid in the automatic seeding and scoring of the meet using Meet Maestro, exhibition swimmers must be declared during the entry selection process. This is accomplished using the Exh checkbox during swimmer entry selection as demonstrated below.

Official Documentation:


	Exhibition Events/Athletes

	If performed in Meet Maestro on deck
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Exhibition Checkbox
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Exhibition Entry Example





Swimming a Swimmer “Up”

When in the detailed view of a swimmer, selecting the All URL in the bottom right will show all events the swimmer is eligible to swim-up in.
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Swim Up Option





Bonus Entry for Small Teams

To keep all teams using the same meet template, any team that meets the requirements to allow swimmers to swim in 4 individual events can do so by using the Bon checkbox. It is the responsibility of the GPSA Representative and coach to ensure bonus entries are only used when permitted by GPSA rules.



Building a Relay Team

Relay teams can be edited to add/remove swimmers (and specify swim-up ages), change the relay order, rearrange swimmers within the relay, enter custom seed times, and to mark a relay as an exhibition entry if necessary.

Official Documentation: Edit Relay Teams
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Relay Team Builder





Entries Matrix

The Entries Matrix uses the below indicators and colors to indicate the status of a swimmer.


Color Indicators


	Light green - Declared to be attending but not necessarily entered in specific events

	Dark green - Athlete is entered into that event

	Grey - Not eligible (not attending, not qualified, arriving late, or leaving early)

	Orange - Entered but not qualified





Other Indicators


	“X” - Exhibition Swim

	“A” - Alternate

	“B” - Bonus (doesn’t count against entry limits)
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Entries Matrix






Entry Reports


Meet Entries by Athlete
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Entries by Athlete Report



This report is helpful to validate the number of entries per swimmer. Age-up swimmers are identified by highlighting.



Meet Entries by Event
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Entries by Event Report



This report is helpful to ensure every event has the proper number of point swimmers. Age-up swimmers are identified by highlighting.





Merge Entries
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Meet Linking




Setting Up Meet Linking


	Select a meet from the Schedule

	Click on the Meet Setup tab

	Click on the Linking subheader

	The home team should share the meet code with the visiting team





Visiting Team Process

The visiting team will need to:


	Select the specific meet from the Schedule

	Click on the Meet Setup tab

	Click on the Linking subheader

	Enter the visitor code that was shared by the home team



Note: Meet linking for GPSA scheduled meets will be done by SwimTopia when we submit our season schedule for import. This will only be necessary for custom meets.



Merging Entries

Once both teams have completed all swimmer entries:


	Select the Merge/Export tab

	Click the slider beside your team’s name to indicate you are ready to merge

	Once both teams have submitted as ready, the home team will be able to merge the entries and build the meet in Meet Maestro
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Merge Entries






Various Pool Configurations

In GPSA, we have pools with 4, 5, 6, and 8 lanes. For pools with 4, 5, and 6 lanes, lanes 1-4 will be used for scoring lanes in heat 1. For the 8 lane pool, the middle 4 lanes will be used for the scoring lanes in heat 1.

The configuration setting for number of lanes can be found in Meet Maestro, under Settings → Meet Setup in the Pool Configuration box, as shown below.
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Pool Configuration





Adding Record Book and Qualifying Times to the Meet


Adding Record Books

To add Team and Pool records to a meet:


	Select the meet from the Schedule

	Click on the Merge/Export tab

	Click on Select Record Books

	Check each record book you wish to apply to this meet
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Select Record Books





Adding Championship Meet Qualifying Times

To add the Championship Meet Qualifying Time Standard to a meet:


	Launch Meet Maestro

	Click on the Settings Gear on the top right

	Select Benchmarks from the left side menu

	Click the Add Time Standard button

	Select the listed Championship Meet Qualifying Times
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Add Qualifying Times






Creating Heat Sheets

In Meet Maestro, click on the Settings Gear on the top right. Select Reports from the left side menu. Click on Heat Sheet.
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Reports Menu
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Heat Sheet Options




Heat Sheet Options

There are many options available when generating Heat Sheets:


	Team filter - Create a “sanitized” Heat Sheet to print and share with your team

	Benchmarks - Include Championship Meet Qualifying Times for each event on the heat sheet






Printing Place Judge Forms

Place Judge Forms are used by sweep judges to record the official order of finish for each event’s scoring heat (Heat 1). The home team prints these before the meet begins.


Generating Place Judge Forms


	In Meet Maestro, click the Settings Gear (top right)

	Select Reports from the left side menu

	Click Place Judge Form
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Place Judge Form Report





Recommended Settings

Configure the report with these settings:




	Setting
	Value
	Reason





	Events
	1-56
	All individual and relay events



	Heats
	1-1
	Only Heat 1 is scored



	Pages Per Sheet
	2
	Saves paper while remaining readable







Printing


	Click the Printer icon to generate the PDF

	Print one form per event (56 total for a standard dual meet)

	Organize forms by event number for easy distribution





Distribution

Give the printed Place Judge Forms to the head sweep judge or meet referee before the meet begins. Sweep judges will use these to record the order of finish for each Heat 1.



Troubleshooting

Forms are blank or missing events:


	Verify the meet has been merged

	Check that entries exist for all events

	Ensure the heat filter is set to 1-1 (not 1-0 or empty)



Forms show wrong swimmers:


	Verify exhibition swimmers are marked correctly in entries

	Check that the meet was re-seeded after any entry changes






Running the Meet


Keeping the Score Blind

Per GPSA rules, meet scores must remain hidden until all events are complete.

Once a meet has been merged, a link to Meet Maestro will appear on the upper right portion of the screen. Click the Meet Maestro button to access the Meet.
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Launch Meet Maestro



Once in Meet Maestro, click on the Settings Gear on the upper right portion of the screen.
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Meet Maestro Settings



Once in the Settings menu, click on the Mobile App subheader on the far left. In the middle of the screen, there will be sliding options (Score Display) to turn Combined/Men/Women scoring off. This will prevent any scoring from displaying on the mobile app.
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Score Display Settings





Manual Timing System

Manual timing is equivalent to using stopwatches (battery operated, digital read-out) to record the duration of the individual swim.

Starting the Watch:


	Start at the instant of observing the visual starting signal

	If the visual starting signal is not observed, start upon hearing the starting signal



Stopping the Watch:


	Stop when any part of the swimmer touches the wall at the completion of the distance of the event

	Record times to the hundredths place (two decimals) with no rounding



Timer Requirements:


	One timer: Recorded time is the official time

	Two timers: Average the recorded times to determine the official time

	Three timers: Use the intermediate (middle) time as the official time





Semi-Automatic Timing System

A Semi-Automatic Timing System begins automatically with an electronic signal from the starting unit and ends manually when the timer pushes their button at the finish of the race.

Process:


	System starts automatically with electronic starting signal

	Timer presses button when any part of the swimmer touches the wall

	Times are automatically transmitted to a central system integrated with Meet Maestro



Timer Requirements:


	One timer: Recorded time is the official time

	Two timers: Average the recorded times to determine the official time

	Three timers: Use the intermediate (middle) time as the official time






Official Roles


Meet Ref Role

The Meet Referee is responsible for overseeing all aspects of the meet and ensuring compliance with swimming rules.

Official Rules: USA Swimming Rulebook - Article 102.11

Additional Training: Officials Training Materials



Starter Role

The Starter is responsible for ensuring fair and legal starts for all races.

Official Rules: USA Swimming Rulebook - Article 102.12

Additional Training: Officials Training Materials



Timer Role

Timers record the official times for each swimmer in their assigned lane.

Official Rules: USA Swimming Rulebook - Article 102.16



Stroke and Turn Role

Stroke and Turn Judges ensure swimmers comply with stroke rules and proper turns.

Official Rules:


	USA Swimming Rulebook - Article 101 (Strokes)

	USA Swimming Rulebook - Article 102.13



Additional Training: Officials Training Materials



Sweep Judge Role

Sweep Judges determine the official order of finish for each heat.

Official Rules: USA Swimming Rulebook - Article 102.13.2

Each team will provide a Sweep Judge and each will independently record the Order of Finish across the 4 scoring lanes.

Form: Sweep Judge Order of Finish Form

Dispute Resolution: If judges do not agree on the order of finish, see GPSA Rules - Article XV.A.6. The Referee may settle the order of finish if personally observed or declare a tie.



Runner Role

The Runner is responsible for collecting all lane slips from the timers and delivering them to the Sweep Judges for review. The Runner is also responsible for collecting DQ slips from Stroke and Turn Judges and delivering to the Meet Ref. After the Meet Ref has reviewed lane slips and DQ slips for a particular event, the Runner may be asked to deliver those artifacts to the Scoring Table for processing.



Scorekeeper Role

Each team will provide a scorekeeper. The scorekeepers will perform two functions:


	Record the official time collected by the timer on to the scoresheet or exhibition sheet

	Record the placement for the 4 swimmers competing in scoring lanes




Using Meet Maestro as Scorekeeper


	Select the appropriate meet from the Schedule
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Select Meet




	Click the Meet Maestro button to actively manage the meet
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Launch Meet Maestro




	Once in Meet Maestro, scorekeepers can navigate heat to heat, event to event, using the left and right arrows at the top-middle of the screen


	If using stopwatches and lane slips:


	Scorekeepers will receive a collection of lane slips for each event from the Meet Ref or the Runner

	Match the lane slip to the entry in Meet Maestro (swimmer’s name, team, heat, and lane should all match)

	Record the time collected on the lane slip into the box labeled Timer 1

	Denote the placement in the Heat Place column (points populate automatically)

	Exhibition lanes should already be marked

	If there is a DQ slip attached to the lane slip, mark the DQ column and select the code checked on the DQ slip




	If using Time Drops:


	Scorekeepers will click the Load Times button to retrieve the times recorded by Time Drops

	The Meet Ref or Runner will drop off a card with the official order of finish

	Record this in the Heat Place column (points populate automatically)

	Exhibition lanes should already be marked

	If there is a DQ slip attached, mark the DQ column and select the code checked on the DQ slip
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Meet Maestro Time Entry




	Once all entries have been completed, review the collection of events with the Meet Ref who will sign off on the meet






Ribbon Writer / Labeler

Each team will provide a Ribbon Writer for the meet. Once the Scorekeepers have completed their time entries for a particular event, they will hand the associated lane slips to the Ribbon Writers to label the award ribbons accordingly. These can be written manually or labels can be generated from Meet Maestro.


Generating Award Labels

To generate labels, launch Meet Maestro for the active meet and click the Settings Gear on the top right of the screen.
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Settings Gear



Once in the Settings, select the Reports tab on the left side of the screen.
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Reports Tab





Heat Place Labels

Click on Award Labels. Configure settings:


	Award Type: Heat Place

	Heats: 1 of 1

	Individual Places: 1 to 4



This will generate Award Labels for Heat 1 placement only. Once the report is generated, click the Printer icon to send to the Printer.

Label Stock: Use Avery 8160 for inkjet printers or Avery 5160 for laser printers.
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Award Labels Settings





Participation Labels

Next, click on the CLOSE link on the top right to return to Reports. Click on Participation Labels. Select Exhibition / Non-Placing Only. This will generate all the Exhibition labels. Once the report is generated, click the Printer icon to send to the Printer.

Label Stock: Use Avery 8160 for inkjet printers or Avery 5160 for laser printers.
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Participation Labels







Flow of an Event

This section describes the complete flow of a single event from start to finish:


	Call swimmers behind blocks

	The Meet Ref will issue a series of 4-5 short whistles, signaling the swimmers behind the block to get ready for the next heat




	Announce the event

	Announcer/Starter will announce the event/heat




	Step up to blocks

	Once the Meet Ref can see that the swimmers are behind the block and ready, the Meet Ref will blow 1 long whistle inviting the swimmers to step up on the block




	Hand off to Starter

	Once the swimmers are on the block, the Meet Ref will extend their arm, clearly visible to the Starter

	This action hands the control of the heat to the Starter




	Start the race

	The Starter will invite the swimmers to ‘Take Your Marks’

	Once each swimmer has obtained a set position, the Starter will engage the starting unit, thus beginning the heat




	Record finish times

	As the swimmers approach the wall for the completion of the swim, the timers should position themselves such that they can clearly observe the swimmer touching the wall

	At the moment the swimmer touches the wall, the timer should stop their watch or press the button on the Time Drops device

	Record the time to the nearest hundredths




	Signal next heat

	The Meet Ref will issue a series of 4-5 short whistles, signaling the start of the next heat/event

	This action will start this process over again for the subsequent heat/event




	Collect lane slips

	The Runner should collect all lane slips and deliver them to the Sweep Judges, who will collectively determine the ‘Order of Finish’ (if lane slips are used)




	Collect DQ slips

	If the Runner has any DQ slips collected from the Stroke and Turn Judges, they should be delivered to the Meet Ref for final adjudication




	Determine order of finish

	The Sweep Judges will hand over the ‘ordered’ lane slips or card with the Order of Finish to the Meet Ref

	The Meet Ref will flag any lane slips with any accompanying DQ

	This may change the order of finish depending on the disqualified participants (For example, if the second place swimmer is disqualified, the third and fourth place finishers will be promoted in the order of finish accordingly)




	Deliver to scorekeepers

	The Meet Ref, or Runner if directed by the Meet Ref, will deliver the ordered lane slips with accompanying DQ slips to the Scorekeepers for processing

	If not using lane slips, order of finish cards/slips will be turned in




	Record results

	The Scorekeepers will record the times and placement (for scoring heats) on the scoresheet or directly in SwimTopia

	DQs should be denoted as well

	If the lane slips are for an exhibition swim, the times should be recorded on the exhibition sheet or denoted as exhibition within SwimTopia




	Process ribbons

	The Scorekeepers will hand the lane slips to the Ribbon Writers for processing








Export Meet Results to Teams Repository

After the meet is complete and all results are entered:


	In Meet Maestro, click on the Settings gear located on the top right of the screen
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Settings Gear




	Next, click on Finish and Export on the left side menu panel


	This screen will allow you to transfer meet results to each team by clicking on the Transfer Results button
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Finish and Export







Additional Resources


	SwimTopia Help Center

	GPSA Scorekeeper Guide - Detailed Meet Maestro instructions

	Time Drops Timing System - Semi-automatic timing system used by many GPSA teams

	USA Swimming Rulebook



Questions? Contact the GPSA webmaster or your division representative for assistance.
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