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Creating a Top Ten Report for Relay Swims 
Revised 10/13/2011 

 
 
At the end of each swim season, the LMSC Top 10 recorder must compile and submit a Top 10 
tabulation report to the National Swims Administrator.  LATE SUBMISSIONS WILL NOT BE 
ACCEPTED.  The reports are due as follows: 
 

Course Times Performed by: Tabulation Due Date: 
SCY (short course yards) May 31 June 30 
LCM (long course meters) September 30 October 20 
SCM (short course meters) December 31 January 26 

 
 
Your Top Ten submission should contain two files:   

• one for individual swims, and  
• one for relay swims. 

 
 
 
Accessing the USMS Administrative Tools 
 
Go to https://www.usms.org/usmsadmin/ to log in with your user name and password. 
 
 

 
 
 
 
 
 
 
 

Enter your login ID and 
password 

https://www.usms.org/usmsadmin/�
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Select “Meet Results & Top 
Ten” (your menu may look 
different from this one) 

Select “Top Ten Report” 

Enter your LMSC name (it may 
already be chosen for you), the 
course, and the year for which 
you want to create the report. 
This will be the year in which 
the season ended. See the date 
chart on Page 1. 
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Next, use the Top Ten Relay check tool: 
 
Use this tool to check your relays before creating your Top Ten submission. 
 
 

 
 
 
 

 

 
The relay check tool will automatically correct various errors that it finds in the relay results, 
including the following examples.   
 

First resolve any 
unconfirmed swimmers 
or relays that appear in 
red in the meet list  
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Wrong age group: 

 
 
Relay is listed as the wrong club: 

 
 
More than one club on the same relay: 

 
 

Relay was entered as a 55+ 
relay.  Youngest swimmer is 45 
so it should be a 45+ relay 

Relay was entered 
as Club RAM. All 
relay swimmers 
are members of 
club NCMS 

Relay will be marked 
as EXH (Exhibition) 
because not all relay 
members are 
members of the same 
club 
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Mixed relay with three women and one man: 

 
 
 
Relay did not have four swimmers: 

 
 

Relay will be marked as EXH 
(Exhibition) because the 
mixed relay team did not 
contain two women and 
two men 
 



  Page 6 of 9 

After you have reviewed the changes that will be made, click the “Commit now” link at the top 
of the page: 
 
 

 
 
 
 
 
The relays have now been corrected and you can proceed with creating your Top Ten 
submission. 
 
 
 
 

 
 
 
 
 
 

Next, click on “Preview report content” 
to view what will be included in your 
Top Ten report.  This is a good way to 
catch errors or omissions before you 
generate the Top Ten report. 
 

Click “commit now” 
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The Preview opens in a new window or tab.  Here is a portion of the preview: 
 

 
 
Look through the preview to verify the accuracy of your data.  In the above example there are 
no obvious errors. 
 
 
 
 
Once you are satisfied that the report is accurate, go back to the previous window or tab. 
 
 

 
 
 
 Click on “Create Relay Top Ten 

Report” to create the submission file 
for your LMSC’s relay swims 
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The report will appear in a separate browser window or tab.  Here is an example of part of the 
report: 
 

 
 
 
 

 
 

Note that all members of a 
given relay appear on one line 
of the comma-delimited 
report 

Click on File, then Save Page 
As…  you will see a new 
dialog box. 
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Your Top Ten relay submission has been created!   
 
Submit this file, along with the previously-created individual submission, to the National Swims 
Administrator: 
 
Mary Beth Windrath 
20 Gardner Place Apt 80 
Oneonta, NY 13820 
TopTen@usms.org 
 
 
 
 
 

Select the folder in which 
you wish to save the file.  
Then type in a file name, 
select “Text Files” for the  
“Save as type”  and hit the 
Save button 
 


