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You will need web access to submit your results to the on line results database.  High-speed access is 
preferred.

You should have the following available before you start:

1. Your USMS Forum User ID and password
2. Electronic file of meet results (.cl2 or sdif format)
3. Meet information:

a. LMSC
b. Meet sanction number
c. Meet name
d. Meet start and end date
e. Meet location
f. Meet website (URL)
g. Entry form (URL)
h. Results (URL)

Process steps: 
(Instructions on editing a swimmer that has already been “processed” are at the end of this document)

1. Go to https://www.usms.org/usmsadmin/

2. Enter your user ID and password and click on “Login!”

3. This will take you to your USMS Site/Database Administration page.  There will be different 
options available to you, based on what permissions you have been granted. For entering meets 
results, you will want to click on the “Meet Results & Top Ten” link



4. This will take you to the “LMSC Meet Administration” page.  Click on the “Add a new meet” link at 
the top of this page.

5. This will take you to the “Meet Administration – Add Meet Details” page where you will add 
information for the meet you are about to add to the database.  The Required fields are indicated 
with an *.  All other fields are optional.  When completed, click on “Submit.”



6. You will now be on the “Meet Administration” page where you will upload your SDIF or .cl2 meet 
results file.  Just click on the “Browse…” button and identify the file you wish to add.  Then click 
on “Submit File.”

7. You will then see a verification screen, displaying the file name and size that you just submitted.  
Click on the “Go!” button to update the database with the data from your file.

8. Once the meet results have been set up, you will receive a confirmation screen.  Click on the 
“swimmer audit” link to begin the swimmer review process.



9. You will then be presented with any data discrepancies between the meet data and the on-line 
national registration database. (if you receive the message “No unconfirmed swimmers found,” 
you are done!  This means that all swimmer data matched the on-line registration data).  The 
unconfirmed swimmers will be listed in a table and any data discrepancies will be listed in red.  
There are a few different types of mismatches:

a. Club abbreviation is incorrect.

i. The club abbreviation in the meet data may not be a valid club abbreviation.  
The correct club abbreviation, for those swimmers that are found on the 
registration database will be displayed in red.

ii. Once you have confirmed that the club abbreviation displayed in red is accurate, 
for all of the incorrect entries (in the example above, all of the “RAM” entries 
from the meet results file should have been entered as “DRMS.”), just type the 
correct club abbreviation (in this example, “DRMS”) in the “Accept all Reg Club 
suggestions for Club Abbreviation:” field, and click on “Go.”  This will remove 
these mismatches from the display.

b. Swimmer ID matches the database, but the other data (such as name spelling, birthdate, 
age, etc.) does not.

i. The data that does not match will be presented in red (the red data is from the 
on-line registration database), and the option to “Use registration details” will be 
available in the right column of the table (under “Status/Options”).



ii. If the data in red is accurate, just click on the “Use registration details” link.  This 
will automatically mark the swimmer as a “member.”

iii. If the data in red in not accurate, click on “Edit” and enter the correct data in the 
“Edit Swimmer” form that is provided.

iv. Continue through this process until all of the swimmers with matching IDs have 
been resolved.

v. Any swimmer who is not a USMS member should be identified as either a “non-
member” or a “foreigner” by clicking on either one of these links as appropriate.

c. Swimmer ID is not found in the database.



i. In these cases, the words “Not Found” will be displayed in red.

ii. For each of these swimmers, click on the “Edit” link and look up the swimmer.

iii. If the swimmer’s name (or a similar name) is found in the database, that 
information will already be displayed at the top of the page (see above example).  
If this is the correct member, click on “Select member”

iv. If no swimmer is displayed (perhaps name is misspelled so no name could be 
identified), perform a look up by typing in the last name in the “Last Name:” field 
and click on “Lookup.”  A list of matching names will be displayed.  Click on 
“Select member” if the correct swimmer is found.

v. If all of the swimmer information is correct, click on “Submit” and the swimmer 
will be removed from the Unconfirmed Swimmers listing.

vi. If, after performing a look up, no swimmer is found, confirm (with the registrar 
of their LMSC, or if no LMSC is known, with the meet director) whether the 
swimmer is actually registered with USMS or not.

1. If the swimmer is a registered member, either wait for the registration 
data to appear and select that member from the look up, or enter the 
correct registration data manually and identify the person as a member.

2. If the swimmer is not a registered member, indicate whether they are a 
“non-member” or a “foreigner.”



10. Continue with this process until you have processed all swimmers and the message “No 
unconfirmed swimmers found.” is displayed.

11. Note that throughout this process, if you end your browser session, all of the edits you have 
made to this point will be saved.  When you return to process the meet, you can continue right 
where you left off.

12. To create the Top Ten file to submit to the National Swims Administrator, click on the “Top Ten 
Report” link

13. This takes you to the “Create a Top Ten Report” screen where you will select your LMSC, the 
course, and enter the Year.  Then click on “Create Report.”



14. This will take you to the next screen, which verifies the LMSC you submitted and will list all the 
meets to be included in this top ten report.

15. Click on the “Create Individual Top Ten Report” to create the top ten file for your individual 
swims.  Click on the “Create Relay Top Ten Report” to create the top ten file for your relays.



16. The report will appear in a separate browser window.

17. Click on File, Save as, and that will open a dialog box.



18. Select the folder you wish to “Save in:” and enter the file name you wish, and select “Text File 
(*.txt)” under “Save as type”) and click on “Save”

19. Repeat the same process for the Relay top ten file.

20. Submit both of these files to the National Swims Administrator for your LMSC’s top ten 
submission.

Editing a swimmer that has already been processed.

1. From the “Meet Results” home page, click on the meet you wish to work on.  This will take you to the 
“Meet Administration” page.  Click on “View Participating Swimmers”

2. All of the swimmers that had been previously processed will be listed here.  You may click on “Edit” 
for any of these swimmers and edit the information for that swimmer.


