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Understanding the Diary

The Swim School Diary provides access to most features required in the day-to-day operation
of the Splash system. It enables you to display the sessions for a selected block along with
the related bookings. Inside the diary you have the ability to update attendance, update
achievements, receive payments, and transfer students from one session to another.

Swim School Diary

This format provides the flexibility of being able to display all sessions for a defined weekday
within a block in a specified year. You may also refine the list by selecting up to three class
types.

8006 Splash
" ’** Swim School Diary 29 January 2015 & &
Splash 4 -
Filter By: Class w
Weekday | Sunday L Al M Turtles @ 9:30 AM on Sunday with Brian Thomson
v
sok 3 [1] - Boskings ] Waling st Session Detals
.
3 8 é Q Session D 7466 Class ID tur Instructor BT Brian Thomson
Time. Class instructor § & 8 ClassName  Turtles Telephone: Brian Thomson
X 9:00AM  TURTLES DS 0 8 0 |4 @ I Max 520 8 Comments
T 9:00AM__DOLPHINS BS 2 2 oW
L

® 9:00AM _DOLPHINS B8S 13 0 ocation | Leamers Pool M

‘X 9:30AM  TURTLES BT 2 6 0 Start Date | 13/7/2014 EndDate  2/10/2014

E ' [

®  9:30AM  DOLPHINS 8BS i3 ol Shift | Moring 5 5 5 8 8 8 8 8 8 8 3 3

QX 9:30AM__DOLPHINS BT 0o 4 0 § § R 8 ¢ 8 % = 5 ¥ T =

X 9:30AM__DOLPHINS 8S 2 2 o — =
T 10:00AM  TURTLES 8BS 0o 8 0 ‘@ crigking o2m TR

- ® 05 678 4564 Nathan King
‘X 10:30AM__ TURTLES BS 0 8 0
‘@ sally Anderson 11_4m -
‘X 10:30AM  SEALS bs 1.3 0 P ®
09 897 9845 David Anderson

‘X 10:30AM  SEALS BS 1 3 0

‘X 11:00AM  SEALS BS 0 4 0

‘X 1:00PM__ SEALS BT 0 4 0

R 1:00PM__SHARKS BT 1 5 0

X 1:30PM__DOLPHINS BT o 4 o

‘X 1:30PM__ WHALES BS 0 10 0

X 2:00PM__DOLPHINS BT 2 2 0

v
I~ < Add Booking < Add Catchup <+ Add Waitlist
100 = gp Browse

Daily Grid

Unlike the Swim School Diary, the grid displays classes for all days of the week in one view.
Display a list of who is booked into a class by hovering your cursor above the class name or
by clicking directly on the required class. This view is not available for printing.

800 Splash
- ** Swim School Diary - Class Grid 2 February 2015 ¢ p
Splash v
[start Time 9:00AM interval 30 Mins Block 3 Year 2014 Login New User
2] Monday Tussday Wednesday Thursday Friday Saturday Sunday
F =] Turties w8 [~ Turtles WBS 4 |=|[Dolphins 4 [<][Penguins bs 4 |~|[Turtes LW 8 |~][Dolphins Wes 24|
g Turties Lw 8| ||Penguins bs 4| ||Turtes Ds 8
S Dolphins BS 3
J Dolphing with Brian Thomson

H Dolphins MBS 4|~ Dolphins BT 0, Dolphins BS 4|~ Dolphins BT 3| Dolphins mes 3
g Turtles wos| | Turtes wos Turtles w8 | Dolphins BT 4| [ Dolphins BT 4
4 Seals. BS 4 Seals. BT © Seals. BS 3 Turtles. w 8 Turtles BT 6

Dolphins Bs 4| [ oopnins Bs 2

7

g Turties. w8 | Turtles. w4 Turtles. w 8 Turtles. w7
g
z =] Turtles LW 8 |~ Turlles Wes 2|~ [=|Turtes LW 8|~ Turles LW 8|~ Turles B 8|~
8 Seals BS 4| |Seals mes 3 Seals BT 3| ||Seals wes 4| |seals bs 3
= Seals BS 3
100 = gp [ Browse
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Class Grid

Unlike the other two options for display, the class grid displays all classes for a selected day
and shift. This view shows the students booked into each session. Click once on the session
display icon to display more detail for the selected class.

Splash

* Swim School Diary - Daily Grid 2 February 2015 $ K

Splash e N
Weekday Wednesday Shift  Moming Block 3 Year 2014 Display Class 1 Al K Display Class 2 | LoginNewUser

Q 9:00AM 2 4 | 9:00AM 13 [ 9:30AM 0 8 | 9:30AM 13 Q 9:30AM 40 9:30AM a0 2 2
Turtles Dolphins. § Turties i Dolphins i Dolphins. | Seals
Wiliam Jessop (12_9m) Lucas, © O O Session Information mson (0_4m)
Jonathan Fairbrothar (3_5m) om)
. " (8_6m)
Session Information Done E‘Jm)

Barbara Smith Learners Pool Student | Attendance | | Waitist ] gon  Main Pool | Barbara Smith  Maln Pool
Q@ 10:00aM 4 4 Q Seals at 11:00 AM on Wednesday with Barbara Smith M 33 Q 1:30PM 0 10
Turtles Whales
Tony Zelish (8_7m) (4_3m) No Bookings
Robert Thomson (9_8m) Bhan (10_2m)
‘Stuart Sinciair (7, 3m) ® Celia Brown 13.5m 045643212 Sam Brown B(11 o

Smith (7_3r)
o (=2 ® O MaryBrown 4.8m Peter Brown

v Nathan Soloman 17m 045667865  Matthew Soloman
Lynda WightmarLearners Pool ) William Jossop 131m 044783215  TonyJessop fon  Main Pool | Barbara Smith Main Pool
1:30PM 2 2
Dolphins.
Dave Smith Main Pool
100= g Bowse
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Working in the Swim School Diary

The content of Swim School Diary is based on three key fields; the day of the week, the block,
and the year. In addition to these three fields you may also filter by Class.

Splash

Swim School Diary

Spl:

29 J. 2015 o
anuary $ S

Tter By: Class
Wokday | sunday  [v] Al M \ Turtles @ 9:30 AM on Sunday with Brian Thomson
Bock [ 7] z Bookings [ Walting List I

= | Session Detalls
(ear 2014 =
¥ e Q sessionID 7465 ClassiD r nstructor BT Brian Thomson
Time Clas: 5 s 8 Class Name  Turtles Telephone: Brian Thomson
[®"e00am_ TURTLES Ds o 8 o |4 e I r— A Comments
[ _s00am_porprins BS 2 2 o et
ocation v
X 9.00AM __DOLPHINS 85 13 o0 Leamers Pool
StartDate 13772014 EndDate  2/10/2014
X 9:30AM__DOLPHINS 8S 13 oW Shift | Morning A e R AR Ae AA A A/
X 9:30AM__DOLPHINS BT 0 4 o0 8 8§ S 8 8 £ § § E £ § =
X 9:30AM__DOLPHINS BS 2 2 0 n
X 1000AM _TURTLES 8BS 0o 8 o0 ® Crig king o.zm TR
4 ® 056784564 Nathan King
X 1030AM _TURTLES BS 0o 8 o ;
QR sally Anderson 11_4m -
X 1030AM _ SEALS bs 13 0 ®
(4 098979845 David Anderson
X 1030AM _ SEALS BS 13 0
X 11:00AM _ SEALS 8BS o 4 o
X 1:00PM_ SEALS BT o 4 o
X 1:00PM__ SHARKS BT 1.5 0
Y 1:30PM__DOLPHINS a1 0o 4 oM
‘X 1:30PM_ WHALES BS 0 10 o
®_ 2:00PM__DOLPHINS 8T 2 2 0

&l & Add Booking < Add Catchup

v

< Add Waitlist

100 =/ Browse

Select the Weekday you wish to view.

Select the Block you wish to view.

Select the Year you wish to view.

S

Select the Class(es) you wish to view (optional).

Login as a New User

View Preferences

Waitlist Flag 7 Process Payment /
8060 Splash

: *|swim School Diary
Splash

29J 2015 ) 5
s 1

/

Filter By: Class
Wookday | sunday [ ¥ Turtles @ 9:30 AM on Sunday with Brian Thomson
moo [3  [v] Bookings \ Waing Ust Session Detais
Year 2014 A
3 8 é Q¢ SessionID 7485 Class ID tur Instructor BT Brian Thomson
Time Class nsructor § & 8 ClassName  Turtles Telephone: Brian Thomson

‘X 900AM TURTLES os 0 8 o0 ClessLovel| 1 o—— s Comments
X 9:00AM__DOLPHINS 8S 2 2 ol
®  9:00AM _ DOLPHINS B8S 13 0 Locetion | Leamers Pool M

Start Date  13/7/2014 EndDate 21102014
“Q  9:30AM__DOLPHINS 8BS 13 ol Shift | Morning E R R A & A @a 8 8 8 aa
X 9:30AM__DOLPHINS BT 0o 4 0 & § R 8 ¢ = % = 5 ¥ =
X 9:30AM__DOLPHINS 8s 2 2 o — =
T 10:00AM  TURTLES BS 0 8 0 Q. Craig King o2m . i

= ® 056784564 Nathan King
‘X 10:30AM__TURTLES BS 0 8 o0
‘@ sally Anderson 11_4m -
‘X 10:30AM SEALS bs 13 0
098979845 David Anderson /

‘X 10:30AM SEALS BS 13 0
‘X 11:00AM SEALS BS 0 4 0 / / / /
‘X 1:00PM_ SEALS BT 0 4 0
X 1:00PM__SHARKS BT 15 0
X 1:30PM__DOLPHINS BT 0o 4 ol
‘X 1:30PM_ WHALES BS 0 10 o
X 2:00PM__DOLPHINS BT 2 2 o0 /

/ v

/ /
/ pve—
/ :} 4 Add Booking < Add Catchup /

/ < Add Waitlist

100 =/ 1 Browse

Delete Booking

View Booking

Record Attendance
Payment Status
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Filtering the Diary for Specific Classes

Rather than display the entire list of sessions you may elect to display sessions for a selected
class type or multiple class types.

1. Ensure the Swim School Diary is displayed on your screen.

2. Select the required Day, Block and Year at the top of the diary screen.

@& FileMaker Pro Advanced File Edit View Diary Scripts Print Tools Help @R W OO 3 = 66%xEF Mon7:08pm Q =
8006 Splash

. ¥ - Swim School Diary 2 February 2015 N &5

Splash > S
Filter By: Class —
Weekday | Wednesaay || Al Seals @ 11:00 AM on Wednesday with Barbara Smith
so  [3 [v] Bookings ] Waiing Lt e

3 8 E Q Session D | 7524 ClassID  sea Instructor | BS Barbara Smith
Time. Class Instructor § ‘§‘ 8 Class Name | Seals Telephone: Barbara Smith

‘X 9:00AM _ TURTLES BS 2 4 oW[a] Class Level 3 Mex Size . Comments
X 0:00AM__DOLPHINS Bs 13 o
T 9:30AM TURTLES w 0 8 o Location  Main Pool v
‘X 9:30AM  SEALS BT 4 0 o Start Date | 9/7/2014 EndDate  28/9/2014

3. Select the class you wish to display from the drop-down list provided.

4. Repeat step 3 until all the required classes are displayed.

® 0O

“* Swim School Diary ** Swim School Diary

Splash Splash

Filter By: Class Filter By: Class Show All
Weekday l Wednesday l" All v Weekday Wednesday v Seals v
Bock [3  [v] Assessment Block 3 v Dolphins v
Penguins 2 8 2
Time Class Private Time Class Instructor ,;,8; (%' S
Q  9:00AM  TURTLES Seals I[a] @ 9:00AM _DOLPHINS BS 1 3 o |a]
X 9:00AM DOLPHINS :::I:(s : ‘& 9:30AM  SEALS BT 4 0 o0
QX 9:30AM  TURTLES Turtles ‘R 9:30AM  DOLPHINS BS 13 oW
Q 9:30AM  SEALS Whales [ ‘R 9:30AM  DOLPHINS BT 4 0 0
9:30AM  DOLPHINS BS T3 0 F R 9:30AM  DOLPHINS BS 2 2 0
‘R 9:30AM DOLPHINS BT 4 0 0 ‘X 10:30AM  SEALS BS 1 3 0 F
X 9:30AM  DOLPHINS BS 2 2 0 ‘& 11:00AM  SEALS BS 4 0 o0
‘X 10:00AM TURTLES LW 4 4 0 ‘A 1:.00PM  SEALS BT 4 0 0
Q 10:30AM  TURTLES BS 6 2 ofW Q 1:30PM__DOLPHINS DS 2 2 0

Updating Session Details

Elements of the session can be updated within the diary. Updating session information here
will automatically update the original session record and any active bookings.

Your ability to edit session information is dependant upon your access privileges. The Edit
Session checkbox must be selected if you wish to update session information.
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Viewing Bookings for a Session

1.

screen.
wish to display.

right of the screen.

Ensure the correct day, block and year are displayed at the top left of your
Use the list on the left of your screen to click the class name for session you

All bookings for the selected session will be displayed within the panel on the

8006 Splash
= ** Swim School Diary 29 January 2015 ¢ P
Splash >

Filter By: Class w
[sskaygl Sunday M Al M Turtles @ 9:30 AM on Sunday with Brian Thomson

v
Bock [a |7 = Bookings I ‘Waiting List ‘Session Details
Year 2014 2

38z Q SessionD 7466 ClassD 1w Instructor | BT | Brian Thomson
Time Class nstucor § & 8 Class Name  Turtles Telephone: Brian Thomson
: y x
X 9:00AM  TURTLES DS 0o 8 0 @ IR e — A IComments
X 9:00AM__DOLPHINS BS 2 2 ol
T 9:00AM __DOLPHINS BS 13 0 | Locaten| Leamers Pool '
'Q 9:30AM  TURTLES BT 2 6 0 4‘ StartDate | 1377/2014 EndDate  2110/2014
“Q  9:30AM _ DOLPHINS BS 13 ol Shift | Morning E R R A & @88 8. 8 aa
X 9:30AM__DOLPHINS BT 0 4 0 ® § R 8 ¢ = % = 5 ¥ : =
X 9:30AM__DOLPHINS BS 2 2 0
T 10:00AM  TURTLES BS 0 8 0 Q. craig king o2m TR ™
- 05 678 4564 Nathan King
‘X 10:30AM__ TURTLES BS 0 8 0 E
QX sally Anderson 11_4m -
‘X 10:30AM  SEALS DS 1.3 0 ®
09 897 9845 David Anderson
‘X 10:30AM  SEALS BS 1 3 0
‘X 11:00AM  SEALS BS 0 4 0
‘X 1:00PM_ SEALS BT 0 4 0
‘R 1:00PM__SHARKS BT 1 5 0
X 1:30PM__DOLPHINS BT o 4 o
‘X 1:30PM__ WHALES BS 0 10 0
X 2:00PM__DOLPHINS BT 2 2 0
v
v < Add Booking < Add Catchup < Add Waitlist
100 = gp Browse

Entering a New Booking in the Diary

Bookings may be made within the diary or within the Sessions module. The diary provides a
more efficient method of booking a student into a session.

1. Select the required Day, Block and Year at the top of the diary screen to
locate the session you wish to book the student in to.

2. Use the list on the left of your screen to click the class name for the session

you wish to book the student in to.

& Fi

Pro Advanced File Edit View Diary

800
"#&i " Swim School Diary
Splash
Filter By: Class
Weekday \ Wednesday \" ‘ Al "‘
Block | 3 [v] M
M
Year ‘ 2014 ‘ =
2
118
Time. Class Instructor § & 8
Q  9:00AM TURTLES B8S 1.7 0 PL
@ 9:00AM DOLPHINS BS 3 0
Q  9:30AM  TURTLES w 0 8 0
R 9:30AM  SEALS BT 0

.
°

Q DOLPHINS BT 4 0 0
Q DOLPHINS BS 2 2 0
R 10:00AM  TURTLES w 4 4 0
Q 10:30AM _TURTLES 8s 6 2 0 El
R 10:30AM  SEALS 8s 1 3 oW
Q 11:00AM  SEALS 8S 4 0 0
Q 1:00PM_ SEALS 8T 4 0 0
R 1:00PM__ SHARKS BT 3 3 0
Q  1:30PM__ DOLPHINS DS 2 2 o0
Q 1:30PM_ WHALES 8s 0 10 o0
Q 2:30PM__DOLPHINS S 4 0 0

3. All bookings for the selected session will be displayed on the right of your

screen.
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Page 6

<+ Add Booking

4. Click once on the Add Booking button to display the Select a Student
dialog. Your cursor will be flashing in the filter field.

6.00 Select a Student

-~

Select a Student

Enter all or part of the student name to display fewer records.
Select the family name from the list below.

5. Begin typing either the student first name or last name (or part thereof) in the
Filter box to display a list of all students who match the text entered. The list

of students will be revised as you type.

e 00 Select a Student

~
Select a Student

Enter all or part of the student name to display fewer records.
Select the family name from the list below.

Smith Jason 14_9m 0272222082 89 Roberta Road, Tawa 4008

Smith Jennifer 4_5m 0272222082 89 Roberta Road, Tawa 4008

Smith john 7_4m 0272222082 89 Roberta Road, Tawa 4008

Smith Lucas 2.7m 478 4616 1243 Any Street, Wellington

Smith Nicholas 7_1im 0272222082  6A Erlestoke Crescent, Churton Park, Wellington
Smith Sam 7_11m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington
Smith william 4_8m 1234 567 123 Any St, Wellington

a6 -

=2
Turtles
Dolphins
Turties
Dolphins
Dolphins

Dolphins
Sharks

6. Click once on the line that contains the name,
you wish to add to the class.

age and address of the student

7. The Enter New Booking dialog will be displayed on your screen. The student

and session details will be completed for you.
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8.06. Create New Bookin,
—_—
.
~
i~ Enter New Booking Details
Must Pay at Time of Booking
Name john Smith
Telephone 0272222082
Address 89 Roberta Road, Tawa 4008
Age| 7_4m Gender #Bookings This Block 2
Session Details
Session ID 7456 ClassID poL Block 3
Class Name Dolphins Year 2014
Instructor - Barbara Smith
Payment Required By 26/10/2014
Location  Main Pool S
Start Time  09:30:00 No. of Sessions 12
Start Date  26/10/2014 ‘ End Date 2/12/2014 Weekday Sunday
Cost of Lessons [ Direct Debit [ C
CostMethod  Cost Per Session @ $10.00  Initial Cost $120.00
Discount Rate 10% Discount Type Percent v Discount Applied $12.00
Credit Due Credit Taken Credit Applied
Value of Free Lessons $0.00
Payment by Direct Debit v
ymentey Balance Due $108.00

Confirm the Start Date and number of sessions for the new booking.

9. Customise any pricing if necessary and click the Done button to save the

booking and return to the diary screen.
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Understanding the Payment Status Icons
1. Select the required Day, Block and Year at the top of the diary screen.
2. Use the list on the left to click once on the session you wish to display.

Types of Booking Status Icons
When displayed in the diary, each student booking is preceded by a payment status icon.
The icon has four states of display: Unpaid, Part Paid, Fully Paid, Credit.

1. Hover your cursor over the status icon to display the current balance of the
booking.

Circle Status Icon — No payment received

X Jamie watkins 6_5m P - x
Q' Jegyrtent Balance: s162  4-0M ®
L4 044781646 Amanda Kimble
& Crossed Status Icon — Part payment received
Q' Jack McArthur 11_11 P A A x ‘

® o 04 566 7894 Andrew McArthur

Q J‘Eu’rrent’B’alance: $40.5 0.5 P - % ‘
y , ,
A Ticked Status Icon — Full payment received
' Janet Kimble 4_0m ®
L4 04 4781646 Amanda Kimble
< f&a;:::;—la‘?‘r:seéja()‘ :Ajtllm Williams : x
- Negative Status Icon — Booking in credit
Q& Bridgette Robinson 14_0m P - Al
‘ — 04 478 2491 Nicola Robinson %

11_11 P A A -
» X

&3
Andrew McArthur

fth}reﬂt Balance: §-2
&

Viewing Booking Comments

Comments may be entered on any booking record. Comments are initially copied
from the student file, however additional comments may be added. When
comments are entered a small yellow note icon will appear below the students’ name in the
diary.

gl

Displaying the Student Comments

When displayed in the diary, a student booking which contains comments is displayed with a
yellow note icon.

1. Hover your cursor over the note to display the comments that have been

entered.
Q& Janet Kimble 4_0m %
V= 04 4781646 Amanda Kimble
Q' sanjanet needs to be assessedm - x
4 04 477 8952 Malcolm Williams

Viewing Student Medical Conditions

Each student booking which contains a notified medical condition is displayed with o
the health symbol in the diary.

1. Hover your cursor over the health symbol to display a message containing the
notified medical condition.

Q' Jack McArthur 11_11 P A A - x
® ° 04 566 7894 Andrew McArthur
‘ Q Jamie Impaired Hearing 6_5m P - x

Page 8 User Documentation — Splash V6.0



Viewing Other Bookings for a Student who has Multiple Bookings

Each student with multiple bookings in the current block will be displayed with an asterisk to
the left of the student name when it is viewed in the diary. *

1. Hover your cursor over the asterisk to display a message containing a list of
the other bookings for the selected student.

X sam Smith 7_10m ~
M R
W @ 0272222082 Barbara Smith
S wed 9:30 AMjnnell 11_8m - ®
Wed 1:00 PM 4 4755539 Patricia O'Donnell

Updating Student Attendance (One Booking at a Time)

Student attendance can be updated from either the diary or within the booking record. When
updating attendance manually the diary is the most efficient place to work. The following
default attendance settings have been defined in Splash (go to Preferences to amend the list
if required):

P = Present

A = Absent

NA = Notified Absence

C — Cancelled (by Swim School)
PH = Public Holiday

NB: Attendance reporting by default uses P to indicate a student was Present at a session. If
you wish to use another code, simply update the preferences to reflect your choice.

1. Select the required Day, Block and Year at the top of the diary screen.

2. Use the list on the left of your screen to select the session you wish to update.

800 Splash
%4 Swim School Diary 29 January 2015 p
Splash s >
Filter By: Class i
Weskday | Wednosday | ¥ Al M Dolphins @ 9:30 AM on Wednesday with Brian Thomson
v
Block 3 - Y Bookings. I Waiting List Session Details
Year 2014
s g &
g2 8 E Q SessionID 7514 ClassiD  gol Instructor BT Brian Thomson
Time Class nsructor § & 8 Class Name  Dolphins Telephone: Brian Thomson
2 9:00AM TURTLES BS 1 5 ofW[a R — o— 4 Comments
Locat
X 9:30AM  TURTLES w 8 0 ooatlon | Main Pool M
ooy Gos = A oo 0 Start Date | 9/72014 EndDate  28/9/2014
2 B shift | Moming 5 5 5 5 8 8 8 8 3 2 3 2
oy g€ 2 8 3 8 8 R 5 8 8 & §
X Jack McArthur 111 - &
X 10:00AM _ TURTLES w 4 4 0 * ®
_ & @ 045667894  Andrew McArthur
X 10:30AM TURTLES 8S 6 2 o
= Q Katrina O'Donnell 13_11 - .
T 10:30AM  SEALS 8BS 1 3 oW N ®
@ O 044785239 Patricia O'Donnell
R 11:00AM  SEALS BS 4 0 0
X sam Smith 7_10m -
QX 1:00PM_ SEALS BT 4 0 * ®
& O 0272222082 Barbara Smith
X 1.00PM__SHARKS B o o b
X Tracey O'Donnell 11_8m -
T aanom waniee ne n ® 04 478 5239 Patricia O'Donnell
[XeX6¢) Splash
“‘V * Swim School Diary 29 January 2015 é
Splash s >
Fiter By: Class i
Weekday | Wednesday [ Al M Dolphins @ 9:30 AM on Wednesday with Brian Thomson
v
s |3 [v] : Booings ] Vatng it Aareramens Sesson Doals
Year 2014
v g &
3 8 2 Q SessionID 7514 ClassiD gl Instructor | BT | Brian Thomson
e cum mvier § & 3 e Name [ ooes i —
; r
g: 9:00AM _ TURTLES BS 1 5 ol Class Level | 4 e —— 4 Comments
QX 9:30AM  TURTLES w 0 8 0 Location | Main Pool M
QX 9:30AM  SEALS BT 4 0 0 StartDate | 9/72014 EndDate  28/9/2014
i oLe [ shitt | Morning 5 5 5 5 8 3 3 8 3 3 8 8
< 2 2 ¢ 8 8 2 § R 8 & E J
=3
Q Jack McArthur 111 A A [ - A
3 X
X 10:00AM _ TURTLES w 4 4 0 @ O 045e6TEN  Andrew Mokt " ®
X 10:30AM _TURTLES 8S 6 2 of¥
v X Katrina O'Donnell 1311 A A |C - 4
X 10:30AM _ SEALS 8S 13 of N NA ®
& O 044785239 Patricia O'Donnell
X 11:00AM  SEALS BS 4 0 0 a =P
Q. 100PM_ SEALS BT 4 0 o 4 SamSmitn 7-Aom AR Ten -
& O 0272222082 Barbara Smith
X 1:00PM__SHARKS BT 3 3 0 X
X Tracey C'Donnel 11_8m c A -l
X 1a0PM WHALES as 0 10 o ® 04 478 5239 Patricia O'Donnell

4. Update attendance by choosing the appropriate attendance code from the
drop-down menu displayed for the required date.

NB: See the Bookings User Guide for instructions on updating attendance in
bulk.

User Documentation — Splash V6.0 Page 9



Booking a Catchup Lesson

Catchup lessons can only be created from the diary. Bookings can only be made in a session
that has vacancies. If the class has future catchups scheduled (which makes the class full on
those dates) you may be unable to enter additional bookings.

1. Select the required Day, Block and Year at the top of the diary screen to

display the session you want to book the student in.

2. Use the panel on the left of your screen to select the session you would like to

book a catchup lesson for.

of your screen.

3. All bookings for the selected session will be displayed in the panel on the right

Splash

F " Swim School Diary 29 January 2015 P é

Splash b
Filter By: Class e
Weekday | Wednesday | All M Turties @ 10:00 AM on Wednesday with Lynda Wightman
Bok  [a 7] - Bookings I Waiting List Achievements ‘Session Detais
Year 2014 =

3 8 2 T Session ID 7520 Class ID tur Instructor LW Lynda Wightman

Time Class Instructor & & 8 Class Name | Turties Telephone: Lynda Wightman
T 900AM _TURTLES 8S 15 of[al el « = B Comments
X 000AM__DOLPHINS BS 3 o
: Locati v
X TURTLES w PE— ocation | Leamers Pool
e BT o 4 om0 Start Date | 9/7/2014 EndDate  28/9/2014
X BS 1 o % Shift | Morning 5 5 5 5 3 8 3 3 8 83 8 2
; 8 ; 5 5 5 5 8 8 8 8 8 8 g8 8
< D LE ) g @ 3 8 8 2 8§ R 8 2 £ §J
X DOLPHINS BS 2 2 0
'Q 10:00AM  TURTLES w a4 4 o X fohn smitn 7m 4 =
g » ® 0272222082 Daniel Smith
X 10:30AM _TURTLES BS 6 2 oW
T 5 Q' Robert Thomson 9.8m
R 10:30AM _ SEALS BS 13 o ®
- ¥ 0272222082 Anthony Thomson
R 11:00AM _SEALS BS 4 0 o @ S
‘X 1:00PM  SEALS BT 4 0 o Stuart Sinclair 7am R4
r ¥ 042364679 Linley Sinclair
X 1:00PM__SHARKS BT 3 [ X
®  1:30PM __ DOLPHINS DS 2 3 M Tnnylahsh 8_7m ~ x
‘X 1:30PM_ WHALES BS 0o 10 o L]
R’ 200M DOLPHING ; X Jonathan Pul 5.om ®

[ Pull Sandra
[v]
= 4 Add Booking 4 Add Catchup < Add Waitist

100 =[gp Browse

Page 10

dialog.

4. Click once on the Add Catchup button to display the Select a Student

[CXeXe] Select a Student
-~
Select a Student
Shloc the oty nama rom fh ok veiow 1" reCCrce &6 e
Smith Jacob 9_2m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington Seals L&
Smith Jason 15_0m 0272222082 89 Roberta Road, Tawa, Wellington 4008 Turtles
Smith Jennifer 4_8m 0272222082 89 Roberta Road, Tawa, Wellington 4008 Dolphins
Smith john 7_Tm 0272222082 89 Roberta Road, Tawa, Wellington 4008 Turtles
Smith Lucas 2_10m 478 4616 1243 Any Street, Wellington Dolphins
Smith Nicholas 8_2m 0272222082 6A Erlestoke Crescent, Churton Park, Wellington Dolphins
Smith Phillip 3_1m 0272222082 89 Roberta Road, Tawa, Wellingtc 008 Turtles
Smith Sam 8_2m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington Dolphins
Smith william 4_11m 1234 567 123 Any St, Wellington 7894 Sharks
v

5. Begin typing either the student first name or last name to display a list of all

students with a matching name. The list will be revised as you type.
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6. Click once on the line, which contains the student name, age, and address

you wish to book the catchup for.

7. The Enter New Catchup Details dialog will be displayed on your screen. The
student and session details will be completed for you.

.8 O O Create New Booking
| =
"1— | Enter New Catchup Details
T
¥
Name Jacob Smith
Telephone 0272222082
Address 6A Erlestoke Crescent, Churton Park, Wellington 4001
Age 8_10m Gender Male
Session Details
Session ID 7520 Class ID tyr Block 3
Class Name  1yrties Year 2014
Instructor | ynda Wightman
Location  Learners Pool A
Start Time  10:00:00
Start Date  24/9/2014 ‘ Weekday ~ Wednesday
Comments
# Cancel Done &

8. Update the Start Date to display the date the catchup lesson is being taken.

9. Click the Done button to save the booking and return to the diary screen.

NB: An “Active” catchup lesson will appear in green text. A catchup is regarded
as active if the date of the catchup is within 7 days of the current date. Students
entered for catchup lessons will automatically appear on printed listings while
they are active. The status of a catchup lesson will revert to “Exited” when
outside the active timeframe. A past catchup is displayed in red text, while a

future catchup is displayed in orange text.
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Updating Student Achievements

Student achievements can be updated from either the diary, the booking record or from the
iPad. Each row in the achievement portal contains four fields:

The Goal — displays a description of the goal a student is working towards.

Progress Status — contains a drop-down list of possible stages in respect to the swimmers
progress towards the selected goal. The menu may be changed within your preferences.

Comments —a free text field that enables you to enter any comments about the students’
progress towards the selected goal.

Date of Completion — the date of completion should be completed when a child has
successfully demonstrated the assigned task.

1. Select the required Day, Block and Year at the top of the diary screen.
2. Use the list on the left of your screen to select the session you wish to update.
3. Click the achievement tabcard.

—
800 Splash
K ** Swim School Diary 29 January 2015 P é
Splash D
Filter By: Class Login New User
Weokday | Wednesday || Al Dolphins @ 9:30 AM on Sunday with Barbara Smith
Bk [3  [7] Bookngs \ Waling Ut > Session Detals
3 8 & Current Bookings
Time Class nstuctor 8 & 8 Q' Lucas Smith 2.7m 4784616 Level : Level 4 [a]
‘R o:00AM TURTLES BS 15 ofs Q sarah Nightingale 12.0m 0272222082 Level:Level4
X 9:00AM__DOLPHINS BS 3 0
‘Q e — ! Q Nicholas Smith 7.6m 0272222082 Level:Leveld
X TURTLES w o 8 0
3 BT 4 0 o
@ o30aM Bs 1 o |
Q M BT 4 0 o0 ‘ -
h3 M DOLPHINS BS 2 2 o
R _10:00AM__TURTLES w 4. 40 Displaying Goals for. Sarah Nightingale (Lest Goa Achieved )
X 10:30AM_TURTLES BS 6 2 of¥
% oo _sous Camrarary - [ [ e —— F— <
‘X 11:00AM  SEALS BS 4 0 0 v
‘X 1:00PM_ SEALS BT 4 0 0
X 1:00PM B 3
‘Q OP_SHARKS . : o 2 Kick on Back 10 metres Date Achieved ®
X 1:30PM__DOLPHINS os 2 o .
‘X 1:30PM_ WHALES BS 0 10 0
X 2:30PM__DOLPHINS BS [
3 Breaststroke Kick 5 metres Date Achieved ®
4 Butterfly Arms 5 metres Date Achieved ®
5 Date Achieved ®
v
100 =[d Browse

4. Alist of all students in the selected session will be displayed on the top right
of your screen.

Click once on each student name to display their progress towards goals..

Update assessment details for each goal as required.

Bookings ‘ Waiting List Achievements | Session Details
Current Bookings
X Lucas Smith 2.7m 4784616 Level : Level 4 =]
& sarah Nightingale 12_0m 0272222082 Level : Level 4 29/01/15
“‘Q  Nicholas Smith 7_8m 0272222082 Level : Level 4
[v]
Displaying Goals for: Sarah Nightingale (Last Goal Achieved 20/1/2015)
1 Bubble and breathe 10 metres Date Achieved =
Learning v
2 Kick on Back 10 metres Date Achieved 29/01/15 ®
Mastered v
3 Breaststroke Kick 5 metres Date Achieved ®
Learning v (
Needs to work on ....
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Transferring the Student to Another Session

Use the transfer command to move a student from one session to another, this command
should be used when you do not need to keep a record of the original booking. If you wish to
keep a record of the original booking, use the Exit process and rebook the child in a new
session.

1. Select the required Day, Block and Year at the top of the diary screen.
2. Use the list on the left of your screen to select the session you wish to update.

3. Locate the booking you wish to move.

800 Splash
F ¥ =~ Swim School Diary 29 January 2015 ¢
Splash ¥ .
Filter By: Class e
Weskday | Wednostay | v] Al o Dolphins @ 9:30 AM on Sunday with Barbara Smith
Block 3 [v] = Bookings I Waiting List ‘Session Detais
Year 2014 =
3 8 2 Q Session D 7527 ClassiD  poL Instructor  BS  Barbara Smith
Time Class Instructor § & 8 Class Name  Dolphins Telophone: Barbara Smith
X 9:.00AM  TURTLES BS 15 o [W[al Class Lovel | 4 r— 4 Comments
< Pt
Locati
QR 930AM_ TURTLES w 8 ooation | Main Pool A
= ey = 2 ® 0 Start Date  13/7/2014 EndDate  2/10/2014
X o + shift | M
M —— 5 5 55 8 g8 838 3883 3
i3 g ¢ g 88 8 3§ K 8 8 F §
e
X Lucas Smith 2.7m a
X 10:00AM _ TURTLES w 4 4 0 * - $ HXK
® 478 4816 Barbara Smith id
X 10:30AM  TURTLES 8BS 6 2 o
T R sarah Nightingale 12_0m
Q 10:30AM  SEALS 8BS 1 3 ol b v ¥
® 0272222082 Barbara Nightingale
& 11:00AM  SEALS BS 4 0 0 3
X 1oorm SEALs o + o0 o Nicholas Smith 7.8m - |a g,
" & O 0272222082 Barbara Smith ¢
QX 1:00PM__SHARKS BT 3 3 0
X P DOLPH
QX 1:30PM_ WHALES BS 0 10 0
Q
= 4 Add Booking < Add Catchup + Add Waitist
100 =& Browse

Click the % button to move the
student to another class

4. Click once on the transfer button displayed to the right of the booking record. —

5. You will be asked to confirm your request to move the selected student to
another class.

Laa (@) Transfer Student to Another Session

Are you sure you want to transfer Sarah Nightingale into
another session?

| Cancel [ OK ]

6. You will be prompted to select the session you would like to move the student
into.

006 Pick Another Session

Please choose the session you want to transfer Sarah
Nightingale in to.

7. Display the new session details on your screen by updating the Day, Bock
and Year settings at the top of the diary screen.

8. Click once on the session you wish to move the student in to.
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Processing a Payment

1. Ensure the Diary is displayed on your screen.

2. Click the $ button displayed on the top right of the window.

8006 Splash

* Swim School Diary 29 January 2015 $ P
Splash —_ -
Filter By: Class S
Weokday [ Wednesday 7] Al 2 Dolphins @ 9:30 AM on Sunday with Barbara Smith
Bok  [a 7] : Bookings I Walting List i Session Details
o .
38 2 Q Session ID 7527 ClassID  poL Instructor  BS _ Barbara Smith
Time Class nstructor & & 8 Class Name | Dolphins Telephone: Barbara Smith
X 9:00AM  TURTLES BS 15 o] @i I T 4 Comments
X 9:00AM _DOLPHINS BS 13 0 N
QX 9:30AM TURTLES w 0 8 0 Locaton | Main Pool =
T o G = 5 ® 0 Start Date | 13712014 EndDate  2/10/2014
@ 9:30AM _DOLPHINS BS 13 oW shit | Morning e e e e e e m e e e w
Q DOLPHINS BT 4 0 0 8§ 2 3 8 8 8 3 8~ 8 8 = %
: B : N
‘X 10:00AM _TURTLES W 4 4 0 Qa ;‘m sm:"n 16 :;:;m i $ $X
Q. 10:30AM _TURTLES BS 6 2 o a
R 1osmm  SEALS s s o Sarah Nightingale 12_0m $ %
T GHOT G =) 5 0 0 ® 0272222082 Barbara Nightingale s
o e 5 4 0 0 < Nicholas Smith 7.8m - A R
R 1osM  SamKS o L & @ 0272222082 BarbaraSmith
X 1:30PM__DOLPHINS DS 2 2 0
‘X 1:30PM_ WHALES BS 0o 10 o
X 2:30PM__ DOLPHINS BS 4 0 o0
v
=1 4 Add Booking 4 Add Catchup

100 =g (| Browse

8006 Splash POS

Common | Bathers | Accessorie | Canteen R ) Date 3/02/2015 [
s

Time 1:31:44

Shift: 2842
a Passes | Goggles Drinks With Balance

Zero Balance

Missile
Goggles
$30

Chupa Chups

100 =[¢» E5  Browse

3. The POS interface will be displayed on your screen.

4. Use the panel on the top left of the screen to select the category which contains
the button for the item being sold.
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Bathers Accessorie Canteen
s

. -“

Ice Creams

5. Click once on the product you wish to include in your sale.

Lightly
Sparkling

Missile
Goggles
$30

Chupa Chups

6. The item you have selected will move across to the Sale Item box

Invoice # 147177 Date 3/02/2015|
POS 1

Time 1:31:44 PM
Shift: 2842

1 Missile Goggles @  $30.00¢€a,
$30

$30.00

ER O]

Common | Bathers | Accessorle | Canteen Misc e 2 2 N oz Family ID

Shift: 2842

Passes | Goggles Drinks With Balance,

Zero Balance

Ice Creams
Sparkiing

100 =g 5 Browse
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7. If you are selling multiple items of the same product click the Clr button, then

select the actual quantity being sold.

8. Repeat steps 4 through 7 until all products have been define for the sale.

9. As you enter additional items they will move further down the scree within the sale

items area of the screen.

1 Winegums

]

1 Chocolate Fish

1 Single Swim

10.When all items have been defined, click the END button.

11.You will be asked to define the payment method for the selected

@ $1.00 ea.
$1.00 -

$3.00

sale. Choose EftPOS or Cash to complete the sale and return to
the POS screen. Click Cancel to export the dialog box without completing the

sale.
0.0 6

Payment Method

| Cancel J\

EftPOS | [ Cash |

Page 16
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Entering a Quick Sale for a Booking

1. Ensure the Diary is displayed on your screen.

2. Click the $ button displayed on the top right of the window. =

Splash POS

Invoice # 147177 Date 3/02/2015 [EUIIGL]
Time 1:31:44 PM
Shift: 2842

Wit Balance Zero Balance

100 =g 5 Browse

3. The POS interface will be displayed on your screen.

4. Click once within the Family ID field on the right of the screen.

Family ID | ‘

With Balance Zero Balance

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.
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‘@06 Select a Family

A ﬂ
. b Select a Family
—

Enter all or part of the family name to display fewer records.
Select the family name from the list below... “ Filter: | bro |

Brown Peter 234 any street, Wellington 4568 Mary A
Brown Sam 04 564 3212 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, paul

6. When you have identified the correct family simply click anywhere within the
required row.

7. You will be returned to the POS screen, all existing bookings for the selected
family will be displayed in the panel on the right of the screen.

®00 Splash POS

Invoice # 147177 Date 3/02/2015 [NEUIIGLIL
1 Time 1:31:44 PM

Common  Bathers | Accessorie
: Shift: 2842 Sam Brown BROWN (Sam Brown)

Posses [JICSR0IE Wit Balance ] e

Celia Brown $135.00
Turtles - 9:30 AM Tue (Term 1 2014)

O Amount @ Percent Disc  10%
Celia Brown $94.50
Turtles - 9:00 AM Sun (Term 2 2014)

Missile Goggles $30.00 ||

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2011)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2011)

e
$30
Chupa Chups.

O Amount @ Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)

OAmount @ Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)
Member
O Amount @ Percent Disc  10%
Sam Brown Celia Brown $90.00

Seals - 9:30 AM Mon (Term 1 2012)

OAmount @ Percent Disc 10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2012)

O Amount @ Percent Disc  10%
Celia Brown $90.00

Canln 090 AM Mnn [Tarm 5 20491

100 =g 1 Browse

8. Click once on the booking you wish to enter a payment for. The booking
details will be copied to the sale item area of the screen.

Splash POS
Invoice # 147177 Date 3/02/2015,
POS 1 Time 1:31:44 PM
Shift: 2842 Sam Brows
1 Celia Brown - Turtles - 9:30 AM Tue (Term 1 2014) @ $135.00¢a,

$135.00

[ Dol ] L]

9. Repeat step 9 until all bookings have been defined for the sale.

Splash POS
Invoice # 147177 Date 3/02/2015|
POS 1

Time 1:31:44 PM
Shift: 2842 Sam Brow

Lesson

1 Celia Brown - Turtles - 9:00 AM Sun (Term 2 2014)

1 Missile Goggles $30.00 |~

1 Celia Brown - Turtles - 9:30 AM Tue (Term 1 2014) $135.00 ‘

10.When all items have been selected, click the Sale button.

11.You will be asked to define the payment method for the selected
sale. Choose EftPOS or Cash to complete the sale and return to
the POS screen.
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Defining Alternative Payment Methods
1. Ensure the Diary is displayed on your screen. ¢
2. Click the $ button displayed on the top right of the window.

Splash POS

Invoice # 147177 Date 3/02/2015 [EUIIGL]
Time 1:31:44 PM

shift: 2842

Wit Balance Zero Balance

100 =g 5 Browse

3. The POS interface will be displayed on your screen.
4. Click once in the Family ID field on the right of the screen.

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

e O 0 Select a Family

-
. b Select a Family

Enter all or part of the family name to display fewer records.

Select the family name from the list below... “ Filter: | bro |
Brown Peter 234 any street, Wellington 4568 Mary A
Brown Sam 04 564 3212 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, paul

6. When you have identified the correct family simply click anywhere within the
required row.

7. You will be returned to the POS screen, all existing bookings for the selected
family will be displayed in the panel on the right of the screen. This area is
displayed in two cards ; with balance and zero balance.
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Splash POS
Invoice # 147177 Date 3/02/2015 [EEUNEIRTY
POS 1 Time 1:31:44 PM

Common | Bathers | Accessorie | Canteen Misc
s

shift: 2842 Sam Brown BROWN (Sam Brown)
Passes | Goggles Drinks With Balance [ Zero Balance
Celia Brown $135.00
HDEED Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
Missile Goggles. Colla Brown 0450

Turtles - 9:00 AM Sun (Term 2 2014)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2011)

O Amount @ Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2011)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)

O Amount @ Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)
Member
OAmount @ Percent Disc 10%
Sam Brown Celia Brown $90.00

Seals - 9:30 AM Mon (Term 1 2012)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2012)

O Amount @ Percent Disc  10%
Celia Brown $90.00

100 =gp | Browse

8. Click once on the booking you wish to process a payment for. The booking
details will be copied to the sale item area of the screen.

9. Repeat step 8 until all bookings have been defined for the sale.
10.When all bookings and products have been defined for the sale, -
click the Next button to define the method of payment.

11.The End Sale dialog will be displayed on your screen.

Splash POS
Invoice # 147177 Date 3/02/2015
POS 1 Time 1:31:44 PM
2842 Sam Brown

Missile Goggles. $30.00 | |
$30

Cella Brown - Turties - 9:30 AM Tue (Term 1 2014) 5135.00

Total
$259.50

Change

Celia Brown - Turtles - 9:00 AM Sun (Term 2 2014) $94.50

$0.00

CREDIT
CASH EFTPOS CARD

GIFT
VOUCHER CHEQUE AMEX

MANAGE-

INTERNET MENT

DIRECT SESSION

DEBIT PASS ECURNAY

Total : $259.50

9 [ Back]
6 [ eno |

12.Choose the payment method by clicking the appropriate payment buttons on
the left of your screen.
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CASH

(ciig)
VOUCHER

CHEQUE

MANAGE-

INTERNET MENT

PROMO

DIRECT SESSION

DEBIT PASS DL

13.Payments may be split across multiple payment types. Simply select the
required method of payment and update the amount being paid for each
selection.

DEL CreditCard 2842

DEL (Cash 2842

14.To complete the sale, click the End button.
15.Complete the sale by clicking the End or Next button.
Removing an Item from the Sale

An item may be deleted from the sale while it is displayed at the top of the sale item screen.
If the item you wish to remove is not displayed at the top of the list, simply click on it to return
it to the top. An item cannot be removed from the sale after the sale has been completed.

8006 Splash POS

Invoice # 147177 Date 3/02/2015 SN[
Common | Bathers | Accessorie | Canteen Misc e T k4 P
shift: 2842 Sam Brown BROWN (Sam Brown)

Passes || Goggies | Drinks [__barcode ] Wih Balance I Zom Baancs
1 Celia Brown - Turtles -9:30 AM Tue (Term 12014) @ $135.00¢ea.|
$135.00 Celia Brown $135.00
HEEED [oal | Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
1 wissile Goggles - —
1 Cello Brown - Turties - 9:00 AM Sun (Term 2 2014) Smea/s - 9:30 AM Mon (Term 1 2011)
OAmount ® Percent Disc  10%
Celia Brown $90.00

Seals - 9:30 AM Mon (Term 1 2011)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2011)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2012)

Member

OAmount ® Percent Disc 10%
ST Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2012)

O Amount @ Percent Disc  10%

Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2012)

O Amount @ Percent Disc  10%
Celia Brown $90.00

100 = Browse

1. Ensure the item you wish to remove is displayed in the sale item area at the
top of the screen.

If the items is not displayed at the top of the list, simply click the required item.
Click the Del button

Complete your sale by clicking the End or Next button.
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Applying a Discount to a Sale Item N
1. Ensure the Diary is displayed on your screen. ,
2. Click the $ button displayed on the top right of the screen. S
3. The POS interface will be displayed on your screen.

4. Select the product you wish to sell.

5

. A discount can be applied to an item while it is displayed at the top of the sale
item list.

6. Click the Discount box at the right of the sale item screen to display the Staff
Discount screen.

1 Missile Goggles @  $30.00€a,
$30

[ el | > O

Tuesday, 3 February 2015
Invoice Number: 147177

STAFF DISCOUNT POS 1

STAFF Item Name

DISCOUNT Missile Goggles

Quantity

1

Item Price/Payment Amount
$30.00

Admend Price

$25.50

Amount Applied (per item)
$4.50

7. Either click an existing discount button or enter the amended price on the
right of the screen.

8. Click Commit to return to your sale screen.

9. A cross will be displayed in the discount box when an item has been
discounted. ——

1 Missile Goggles @  $2550ea.
s0 $25.50

[ Dol ] > X

10.Complete your sale by clicking the End or Next button.

NB: A history of all discounts is recorded in the Discounts area of Splash POS.
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Applying a Part Payment to a Booking

Part payments are only available for bookings. Products must be paid in full at the time of

purchase.

User Documentation — Splash V6.0

Ensure the Diary is displayed on your screen.
Click the $ button displayed on the top right of the screen. =
The POS interface will be displayed on your screen.

Select the booking you wish to process a payment for.

ok~ w0 bd =

A part payment can only be defined while the booking appears in the sale
item area at the top of the list.

6. Click the unit price written in black.

—
1 Celia Brown - Turtles - 9:30 AM Tue (Term 1 2014) $135.00ea.
$135.00

7. The Part Payment of Booking dialog will be displayed on your screen.
8. Enter the amount of the payment you would like to apply and click OK.

O O 6 Part Payment of Booking

Please specify the amount of the part payment.

Payment Amount
50

| Cancel [ OK J

9. The booking will be displayed with a revised unit price..
—

:
1 Cella Brown - Turtles -9:30 AM Tue (Term 1 2014) $50.00 ea.
$50.00

R [

10.Repeat steps 4 through 9 until all relevant bookings have been selected.
11.Complete your sale by clicking the End or Next button.

NB: The above command does not reduce the price of the initial booking, it
simply applies a part payment to the outstanding balance.
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Managing the Waiting List
Adding a Student to a Waiting List

1. Select the required Day, Block and Year at the top of the diary screen.

2. Use the list on the left of your screen to select the session you wish to update.
3. Click the Waiting List tabcard. All students wait listed for the selected

session will be displayed on the lower right corner of your screen. —
- E— Splash - -
Swim School Diary 29 January 2015 « ¢
Splash i LA
Filter By: Class W
Weekday | Wednesday 2 Al v Turtles @ 9:00 AM on Wednesday with Barbara Smith
Bock [a |7 : Bookings [ Waiting List Session Details.
Year ——
< ¢ S “Q session ID Class D tur C il
Time lass instructor &8 & et X William Jessop 13_1m N [a]
g 8 A Class Name  Turtles ® 044783215 Tony Jessop 3 *ﬁ'x
i 9:00AM _ DOLPHINS 8BS 13 0 Class Level | 1 @ Robert Harper 7_1m
?{ 9:30AM  TURTLES. w 0 8 0 \ Programme  Preschool 4 04 236 4567 Edith Harper %x
rar———— ]
X 9:30AM _ DOLPHINS BT 4 0 0 Start Date  9/7/2014 EndDate | 28/9/2014
X 9:30AM__DOLPHINS B8 2. 2.0 Start Time  9:00 AM Weekday = Wednesday
K 10:00AM  TURTLES w 4 4 0 Block 3 e 2014
‘X 10:30AM  TURTLES BS 6 2 of¥
‘X 10:30AM  SEALS BS 13 oW poiciSeancs) 12
‘R 11:00AM _ SEALS BS 4 0 0 Frequency  Weekly |
‘R 1:00PM_ SEALS BT 4 0 0 Location  Learners Pool |+ v
®  1:00PM__ SHARKS BT 3 3 0
‘X 1:30PM__DOLPHINS DS 2 2 o Cost of Session
X 1:30PM  WHALES BS 0 10 o CostMethod | Cost Per Session
X 2:30PM  DOLPHINS BS 4 [} [ Default Cost $15.00 DD Cost $15.00
Default Total $180.00 DD Total $180.00
-
T 2810414 Sam Smith EX 30 1
Qo064 Jonathan Fairbrother X3 I
Q90614 Jack McArthur X3
. 1
I
§ [
100 = &g Br |
B srome I
4. Add a new student to the waiting list by clicking the Add Waitlist button. :
Instructor | BS | Barbara Smith ) 1
<-!
Q 28004114 Sam Smith *x N
Q 0614 Jonathan Fairbrother X3
Q 90614 Jack McArthur X3
100 = dp © Browse
5. The Select a Student dialog will be displayed on your screen. You cursor will
be flashing in the Filter field.
6. Begin typing either the first name or the surname of the swimmer you wish to
waitlist. The list will be revised as you type.
7. Click once on the line containing the name of the student you wish to add to
the waiting list.
‘6 0.0 Select a Student
-
Select a Student

Select the family name from the list below...

Patterson Ann 10_1m 027 2222082
Patterson debra 5_5m 027 2222082
Patterson Gaylene 14_3m 027 2222082
Patterson Sandra 3_7m 027 2222082

_

Enter all or part of the student name to display fewer records.

“ Filter: | patt |

76 Kent St, Newlands, Wellington 4008
76 Kent St, Newlands, Wellington 4008
76 Kent St, Newlands, Wellington 4008
76 Kent St, Newlands, Wellington 4008

Turtles A
Turtles

Dolphins

Sharks

8. The Enter New Wait List dialog will be displayed on your screen.
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Create New Wait List

~—

A | Enter New Waitlist

Name  Gaylene Patterson
Telephone = 027 2222082
Address 76 Kent St, Newlands, Wellington 4008
Age 14_3m Gender  Female
ClassID  tur SessionID 7512
Class Name  Tyrties
Instructor  Barbara Smith
Start Time  09:00:00 Block 3
Weekday = Wednesday Year 2014
Notes | Has also waitlisted for Thursday at 9am |4 ]
v |
Current A
Booking
v

9. Enter any additional comments and click the Done button to return to the

diary.

Transferring a Student from the Waiting List to the Session

1. Select the required Day, Block and Year at the top of the diary screen.

2. Select the session containing the waitlist by clicking on the waiting list icon in
the left panel on your screen.

Filter By: Class
y y "| All \
v
Year .
2 8 2
Time Class Instructor § 3 _5
A
‘Q‘ 9:00AM  DOLPHINS BS 1 3 1
‘X 9:30AM  TURTLES LW 0 8 0
QA 9:30AM  SEALS BT 4 0 o0
Q 9:30AM  DOLPHINS BS 1 3 0 P
‘R 9:30AM  DOLPHINS BT 4 0 o0
R 9:30AM  DOLPHINS BS 2 2 0
‘X 10:00AM  TURTLES LW 4 4 0
‘X 10:30AM  TURTLES BS 6 2 o4
QA 10:30AM  SEALS BS 1 3 oW
‘X 11:00AM  SEALS BS 4 0 0
‘X 1:00PM SEALS BT 4 0 o0
Q‘ 1:00PM  SHARKS BT 3 3 0
R 1:30PM_ DOLPHINS DS 2 2 0
‘X 1:30PM  WHALES BS 0 10 0
Q‘ 2:30PM  DOLPHINS BS 4 0 0

3. You will be taken to the waitlist screen. All students wait listed for the

selected session will be displayed on the lower right corner of your screen.

4. Click the four directional arrow to the right of the student name in the wait list.
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©®00

Splash

* Swim School Diary

29 January 2015 $ X

Splash 4
e By: e I Login Newser
Weekday| || Wednesday | Al M Turtles @ 9:00 AM on Wednesday with Barbara Smith
v
Bock [a |7 = Bookings [ Waiting List I Session Details.
Year
v g &
s i3 Q SessionlD 7512 CiassID tor Q Willam Jessop 5 1m x
Time Class Instructor 3 3 - $ $ R
= ClassName  Turties % 044783215 Tony Jessop
X 9:00AM__DOLPHINS 8s 13 0 Class Lovel | 1 “Q Robert Harper 7_1m PR
‘X 9:30AM _TURTLES w o 8 o | Programme  Preschool < 042354567 Edith Harper
QA o30AM  SEALS BT 4 0 o 4
X 9:30AM__ DOLPHINS BS 13 oW Sessions Datalls
X 9:30AM _ DOLPHINS BT 4 0 0 StartDate  9/7/2014 EndDate = 28/9/2014
X 9:30AM __DOLPHINS BS 2 2 0 StartTime  9:00 AM Weekday | Wednesday
‘X 10:00AM _TURTLES w 4 4 0
Block 3 Year | 2014
X 10:30AM _TURTLES BS 6 2 of¥
‘X 10:30AM  SEALS BS 13 oW poldisssies] 12
‘R 11:00AM  SEALS BS 4 0 0 Frequency  weekly |v
‘X 1:00PM_ SEALS BT 4 0 0 Location  Leamers Pool |v k7
X 1:00PM__SHARKS BT 3 3 o0
X 1:30PM__DOLPHINS bs 2 2 o Cost of Session
X 130PM  WHALES 55 o 10 o CostMethod | Cost Per Session
X 2:30PM__DOLPHINS BS 4 0 o Default Cost $15.00 DD Cost $15.00
Default Total $180.00 DD Total $180.00
Instructor Details
Instructor | BS  Barbara Smith

Comments

Kl

Telephone: Barbara Smith

T 28/0414 Sam Smith EX 30
Q 90614 Jonathan Fairbrother X3
q o614 Jack McArthur yAZ 3
<@ 200115 Gaylene Patterson / BRI

/

100 =g 1 Browse

Click to transfer the student

/

5. A message will be displayed asking if you wish to transfer the student from
the waiting list into the selected session.

Are you sure you want to transfe
the Turtles class at 9:00AM?

1sfer Student to

r Jonathan Fairbrother into

(

T

Cancel

6. Click OK to continue.

7. The Enter New Booking dialog box will be displayed on your screen.

8 00 Create New Bookin
"j — | Enter New Booking Details
Name Jonathan Fairbrother
Telephone 04 789 4568
Address 56 Watt St, Tatahi Bay, Wellington 4012
Age| 9 5m Gender  Male # Bookings This Block | 1
Session Details
SessionID 7512 Class ID tyr Block 3
Class Name  Tyres Year 2014
Instructor - Barbara Smith
Payment Required By 9/7/2014
Location Learners Pool \
Start Time  09:00:00 No. of Sessions 12
Start Date  9/7/2014 ‘ End Date 28/9/2014 Weekday = Wednesday
Cost of Lessons Direct Debit I C
CostMethod  Cost Per Session @ $15.00  Initial Cost $180.00
Discount Rate 10% Discount Type Percent v Discount Applied $18.00
Credit Due Credit Taken Credit Applied
Value of Free Lessons $0.00
Payment by Direct Debit Yes v
Balance Due $162.00
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8. Update the booking details to include the correct start date, number of
sessions and cost.

9. Click Done to continue and return to the diary.
Removing a Student from the Waiting List
1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.

3. Use the list on the left of your screen to select the session you wish to update.

Filter By: Class
Weekday | Wednesday % All M
Block 3 v -
v
_
g & =
Time Class Instructor é :';‘ g
Q  9:00AM  TURTLES BS 2 4 o0 P ik
Q 0AM  DOLPHINS BS
X 9:30AM  TURTLES LW
Q' 9:30AM  SEALS BT 4 0 0
X DOLPHINS )
o3
Q 0AM  DOLPHINS BS 2 2 0
Q' 10:00AM TURTLES LW 4 4 0
X 10:30AM  TURTLES BS 6 2 0 I
X 10:30AM  SEALS BS 1 3 0 i
' 11:00AM SEALS BS 4 0 0
Q' 1:.00PM SEALS BT 4 0 0
Q 1:00PM  SHARKS BT 3 3 0
Q OPM__ DOLPHI
Q' 1:30PM  WHALES BS 0 10 0
&3

4. Click the Waiting List tabcard or the red flag in the left panel for the required
session. All students wait listed for the selected session will be displayed on
the lower right corner of your screen.

5. Click the Delete button to the right of the student name in the waiting list.

‘ Q¢ 28/04/114 Sam Smith &% ¢ “
@ 9/06/14 Jack McArthur R4
¢ 29/01/15 Gaylene Patterson ﬁ%& x

v

6. A message will be displayed asking if you wish to remove the student form
the waiting list. Click OK to delete the waitlist entry or Cancel to close the
dialog without making a change.

O 0O 6 Delete Waitlist Record

Are you sure you want to remove the waitlist record for Sam
Smith?

OK J Cancel

User Documentation — Splash V6.0 Page 27



Printing the Waiting List
1. Ensure the Swim School Diary is displayed on your screen.

2. Select Waiting List from the Print menu.

& FileMaker Pro Advanced File Edit View Diary Scripts [l Tools Help QUMD O 3 S s%E Mon7:23pm Q =

©00 | Listof » splash
Y Summary of
. ** Swim School Diary Chart Showing 2 February 2015 P é
5plash Class Grid D
2 Login New User
Fiter By: Glass) Weekly Booking Statistics
Woekday [ Wednesday [v] Al M Seals @ 11:uUAMONVeanesaaywinsarbara Smith
v
i I : Bookigs I Waing it Seme
Year 2014 A
3 8 g Q Session D | 7524 ClassID  sea Instructor | BS Barbara Smith
Time Class nstucor § & 8 Class Name | Seals Telephone: Bartara Smith
X 000AM_TURTLES B 2 4 ofjs Class Level | 3 Max Size 4 Commert
‘X 9:00AM__DOLPHINS BS 13 0
‘X 9:30AM  TURTLES w 0o 8 o0 Location | Mein Pool M
‘R 9:30AM  SEALS BT 4 0 0 Start Date | 9/7/2014 EndDate  28/9/2014
< PHINS BS o oM Shift | Morning 5 5 5 5 8 3 83 3 2 2 3 g
A BN a0 0 2 2 8§ 8 8 2 8§ R 8 & E J
K3 PHINS Bs 2 0 - .
T 10:00AM  TURTLES W 4 4 0 R celiaprown 13.5m PP e@o 8
- - 045643212 Sam Brown ®
X 10:30AM _TURTLES BS 6 2 of¥
‘X 10:30AM  SEALS BS 1 3 ol R Mary Brown aem " $ R
- ® O Peter Brown »
'R 11:00AM  SEALS BS 4 0 0 X
T e = « 0 o Nathan Soloman 17m PR
. [ 045667865 Matthew Soloman
X 1:00PM__SHARKS BT 3 3 o0 =
X 1:30PM__DOLPHINS oS 2 0 . ":"""““’“’ 18im R
R 130PM WHALES s o 0 o « 044783215 Tony Jessop
"X 2:30PM__ DOLPHINS 8BS 4
v
= 4 Add Booking 4 Add Catchup 4 Add Waitist
100 =[ Browse

3. The Locate Waiting List Records dialog will be displayed on your screen.
Enter the Block and Year for the waitlist records you wish to display and click
OK.

0.0 6 Locate Waiting List Records

Please specify the term and year.

Block

Year
2014 I

€

[ cancel oK )

. The second Locate Waiting List Records dialog will be displayed on your
screen. Enter the Classname and/or student name if you wish to print a
specific list, otherwise leave blank for all waitlist records in the selected
Block and Year and click OK.

0 0 6 Locate Waiting List Records ]

Please specify the class and/or student.

Classname
I

Student Name
T

| Cancel [ oK ]

The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

Splash

B

CX¢)
< 7’% > 1
5 S Tol!
Pages Save as Excel Save as PDF

& [

Print  Page Setup

e e o vewss | = [ = | Scrpts Paused
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List of Waitlisted Students

Student ID / Name Class Name Block / Year

Dolphins Sunday 9:30 AM Barbara Smith

Nicholas Smith 0272222082 10/6/14

Dolphins Sunday 9:00 AM Barbara Smith

Nicholas Larsen 04 479 5648 28/1/14 Currently booked in Monday at 9am
Dolphins Sunday 1:30 PM Brian Thomson

Jonathan Fairbrother 04 789 4568 111114 notes re waitlist here

Seals Saturday 10:30 AM Barbara Smith

john medougal 04 478 3156 41114 1L ik 11 Tk 005 1 1 ik gt

john mcdougal 04 478 3156 111114

Nicholas Smith 0272222082 151714

Sharks Friday 1:00 PM Brian Thomson

Nicholas Larsen 04 479 5648 17/3/14

Dolphins Tuesday 9:30 AM Barbara Smith

Sam Williams 04 477 8952 12/114

Harry Williams 04 477 8952 12/1/14

James Jones 12/114

2/2/2015 : 07:24:25 PM Page 1

7. The Message dialog will be displayed on your screen.

006 Print Report

Would you like to print the waiting list report?

Cancel | [ OK ]

8. Click OK to print the report or Cancel to return to your original screen without
printing.
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Transferring the Waiting List to the Next Block

At the end of each term you will create your schedule for the coming block. Splash provides
the ability to automatically rollover both the sessions and the bookings to assist you with
recreating the bookings. In addition to the rollover of bookings and you can also transfer your
waiting list entries from one block to the next. This command is only successful after you
have rolled over the session details.

1. Ensure the diary is displayed on your screen.

& FileMaker Pro Advanced File Edit View Diary IS Print Tools Help OB®O o 3 T 0E Tuelzaspm Q =
806 | Set My POS Location Splash
S Turn Sharing On or Off

K ** Swim School Diary View Waiting List 3 February 2015

Splash Rollover Waiting List
Filter By: Class e——— Login New User
Weekday | Wednesday | ¥ Al - Seals @ 11:00 AM on Wednesday with Barbara Smith
Block ‘ 3 "‘ = Bookings. I Waiting List Session Details
38 2 Q SessionID | 7504 Class 1D [_sed | Instructor  BS  Barbara Smith
Time Class instructor & & 8 Class Name | Seals Telephone: Barbara Smith
X 900AM_TURTLES BS 2 a4 ofW[a] C— — A Comments
X 9:00AM _DOLPHINS 13 0
Location  Main Pool v
QU 9:30AM TURTLES w 0o 8 o0
= cruy GG 5 g 0 Start Date | 9/7/2014 EndDate  28/9/2014
.- : B St | Maming 5 5 5 5 38 8 88 8 g8 8 8
X g & § 8 &8 8 § 5§ 8 & & =%
g 2 ¥ 8 8 2 8§ R 8 2 & §
X oa0AM  DOLPH BS 2> 2 S
X 1000mw TURTLES w T e o R celia Brown 13_5m P P - %. ®
101 p
g = ® 04 564 3212 ‘Sam Brown ¥
X 1030aM_ TURTLES 8s 6 2 uEl X wave i .
; = ary Brown m -
X 10:30AM  SEALS BS 1.3 0
B ® 0 Peter Brown $ %
‘G 11:00AM  SEALS BS 4 0 o
Q Nathan Soloman 1_7m - .
Q& 1:00PM_ SEALS BT 4 0 o 3 R
¥ 045667865 Matihew Soloman b
X 1:00PM__SHARKS BT 3 3 0 =
T ——— e P X Wilam Jossop 13_1m - R
¥ 044783215 Tony Jessop
X 1:30PM_ WHALES BS 0 10 o
X230 _DOLPHINS 8 0
v
U | G el
100 =[ Browse

2. Select Rollover Waiting List from the Scripts menu.

3. The Locate Waiting List Records dialog will be displayed on your screen.
Enter the name of the Block and Year for the records you wish to rollover.

O O 6 Locate Waiting List Records ]

Please specify the term and year to be rolled over.

Block

Year

| Cancel | | OK }

4. The rollover will be performed, any flags displayed in the original block will
now be displayed on the next block.
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Printing Reports
Printing a List of Students for the Supervisor
1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.

3. Select List of ... Students for the Supervisor from the Print menu.

@ FileMaker Pro Advanced File Edit View Diary Scripts [i{{l{3] Tools Help QU@ O 0 3 T a%E Mon643pm Q FE
800 List of > Students for the Supervisor
Summary of >
F * Swim School Diary Chart Showing > 2 February 2015 P é
Splash Cla.s§ Gnq A
Waiting List
—— la Login New User
G=Azp Closs) M \yeekly Booking Statistics
Weekday | Wednesday | ¥ Al - Seals @ TTUUANTONVVETNesuay witTsarbara Smith
sok [ 7] = Bookings I Waiting List i ‘Session Detais
Year [ 2014 =
3 8 2 T Session ID 7524 Class ID sea Instructor  BS. Barbara Smith
Time. Class Instructor 8 & 8 ClassName  Seals Telephone: Barbara Smith
‘X 9:00AM TURTLES 8S 2 4 o] i r— 4 Comments
X 9:00AM _DOLPHINS BS 1.3 0 .
: i v
x o PRRPR ocation | Main Pool
< BT 4 0 0 Start Date | /72014 EndDate  28/9/2014
El 8S 13 o0 shit | m
a M — 5 5 5 5 8 8 88 8 8 8 8
BT o0 g2 @ 8 8 8 2 8§ R 8 2 E §
X o 8BS 2 2 0
— ‘X cella Brown 13_5m P P - |l
2 w4 4o % os1m2  Samsown $ %
a B o 2 oM ‘R Mary By 48 P
x ss s o ary Brown _8m -
B ® O Peter Brown $ X
kX £ 290 0 Q. Nathan Sol 171
Q p + o0 o athan Soloman _7m - %
G ¥ 04 566 7865 Matthew Soloman
QA rooPm_sHARKS T 3 35 o “
T 1:30PM__ DOLPHINS DS 2 2 o William Jessop 13_1m - %
T L4 04 478 3215 Tony Jessop
QR 1:30PM_ WHALES BS 0o 10 0
QX 2:30PM__DOLPHINS BS 4 0 o
= 4 Add Booking < Add Catchup < Add Waitlist
100/ = % Browse

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

Splash
[ o] S [
Save as Excel Save as PDF Print  Page Setup
@(L st Viewns: | = [ = | | b

Attendance List
Supervisor Listing for Wednesday

9:00 AM - Turtles (Learners Pool) Barbara Smith (2 Students) g

(]

. =

. Barbara Smith 55 8333883383 <
$ & Jonathan 9_5m Mark Fairbroth -] 2
$ #®  William Jessop 13_1m Tony Jessop l
9:30 AM - Dolphins (Main Pool) Brian Thomson (4 Students) g

[)

. =

: Brian Thomson 5 ‘% E % g § % g 2 % f't_’ % g
1$470 Jack McArthur 11_11m  Andrew McArthu |A | A -] 5
:$470 KatrinaODonnell ~ 13_11m  PatriciaODon A | A -1
§$Q.7 O Sam Smith 7_10m  Barbara Smith AlA - 2
$ ® Tracey O'Donnell 11_8m Patricia O'Don ClA -1
© 9:30 AM - Seals (Main Pool) Brian Thomson (4 Students) g
[]

. =

. Brian Thomson 5 % E % S % % g 2 % :,':_’ % :
:$ % O Billy Jones 2_4m David Jones PP ot el Bl el el el el S O
i$47  John Thomson 8_9m Anthony Thomso | A -1 1

5. The Message dialog will be displayed on your screen.
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Message

Do you want to print the Supervisor list?

6. Click Yes to print the report or No to return to your original screen without
printing or emailing.

Printing the Class Grid

1. Ensure the Swim School Diary is displayed on your screen.

2. Select the required Day, Block and Year at the top of the diary screen.

3. Select Class Grid from the Print menu.

@ FileMaker Pro Advanced File Edit View Diary Scripts [ Tools Help

S U®WO o 3 T %&E Mon7:03pm Q =

| Listof » splash
Summary of >
~ ** Swim School Diary Chart Showing d 2 February 2015 ¢ &
Splash Cls Grl »
Waiting List

. | Login New User
GETER Cizss " Weekly Booking Statistics
Weslalay || Wednesday [ Al M Seals @ 1T:UUAMONVVeanesaay wimsarbara Smith

v
Bock [a |7 = Bookings I Waiting List I ‘Session Details
Year 2014 A
3 8 g Q Session D | 7524 ClassID  sea Instructor | BS Barbara Smith
Tme  Cass nstucor & & 8 i Telephons: Barbara Smith

: y R
Q  9:00AM  TURTLES BS 2 4 ofla] Cless lovelll 3 —— A e,
X 9:00AM__DOLPHINS BS 1.3 0
‘X 9:30AM  TURTLES w 0 8 0 Location | Main Pool M
e o 4 ® 0 Start Date | 9/7/2014 EndDate  28/0/2014
X 9:30AM__DOLPHINS s 1 s oM Shift | Moming N N 8 2 AaAa a8 AaaAaana
QX 9:30AM__ DOLPHINS BT 4 0 o g @ 3 8§ &8 ® 8§ & 8 & & 3
X 9:30AM__ DOLPHINS B¢ 2 2 0
X 10.00AM TURTLES w 4 4 o Q. celiarown 13.5m L L IR ™

» ® 04 564 3212 Sam Brown »
X 10:30AM _TURTLES BS 6 2 oW :
X 10:30AM  SEALS BS 13 o & Mary Brown a8m " ®

; ® O Peter Brown $ &
‘& 11:00AM  SEALS BS 4 0 0 T
‘X 1:00PM_ SEALS BT 4 0 0 Nathan Soloman 1m R
. 045667865 Matthew Soloman
X 1:00PM__SHARKS BT 3 3 0 =
Q10 _poLpHins s 2 2 o 3 e dsiop faim R
X 1:30PM  WHALES BS 0 10 o ¥ 044783215 Tony Jessop
"R 2:30PM__DOLPHINS BS 4 0 o

v
4 Add Booking 4 Add Catchup 4 Add Watist
00 =g Browss

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

CXe)
e [mm—r) Cled
e
Pages Save as Excel Save as PDF Print  Page Setup

| & [

Splash

T TE— T ]

scipsFaused
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Wednesday Morning - Block 3 - 2014
9:00am 2 4:9:00am 1 3:9:30am 0  8:9:30am 1 3:9:30am 4 0:9:30am 4 0:9:30am 2 2
Turtles Dolphins Turtles Dolphins Dolphins Seals Dolphins
William Jessop (12_9m) : Lucas Smith (2_3m) No Bookings Joanne Jones (4_1m) Sam Smith (7_6m) Peter Williamson (0_4m) | Lucas Smith (2_3m)
Jonathan Fairbrother Katrina O'Donnell Billy Jones (2_0m) Sarah Nightingale
(9_5m) (13_7m) John Thomson (8_6m) (12_0m)
Jack McArthur (11_8m) william Smith (4_3m)
Tracey O'Donnell (11_4m)

BS Learners Pook BS Main Pool; LW Learners Pool; BS Main Pool; BT Main Pool: BT Main Pool; BS Main Pool
10:00am 4  4:10:30am 6 2 10:30am 1 3: 11:00am 4  0:1:00pm 4  0:1:00pm 3 3 1:30pm 0 10
Turtles Turtles Seals Seals Seals Sharks Whales
Tony Zelish (8_7m) Jamie watkins (6_1m) Georgia Taylor (8_10m) Celia Brown (13_1m) Corey Morrison (12_2m) : william Smith (4_3m) No Bookings
Robert Thomson (9_8m) : Jack McArthur (11_8m) Mary Brown (4_4m) Nicholas Smith (7_7m)  : Gareth Buchanan
Stuart Sinclair (7_3m) Janet Kimble (3_8m) Nathan Soloman (1_3m) | Paula Schwass (8_2m) (10_2m)
john Smith (7_3m) Sam Williams (3_11m) William Jessop (12_9m) Sam Smith (7_6m) Jack McArthur (11_8m)

Susan Aplin (2_11m)

Bridgette Robinson

(13_8m)
w Learners PooE BS Learners Pool: BS Main Pool; BS Main Pool; BT Main Pool: BT Main Pool; BS Main Pool
1:30pm 2 2
Dolphins
Jack McArthur (11_8m)
Anthony Apollo (6_3m)
DS Main Pool

Printed 2/2/15 at 7:03 PM

5. The Print Report dialog will be displayed on your screen.

006

Print Report

—_—

Would you like to print the selected report?

Cal

ncel

6. Click OK to print the report or Cancel to return to your original screen without

printing.
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Printing Weekly Booking Statistics

Weekly booking statistics are a series of six pre written reports. Simply enter a start and an
end date and Splash will locate the relevant records and produce the following six reports.

1. Ensure the Swim School Diary is displayed on your screen.

2. Select Weekly Booking Statistics from the Print menu.

B FileMaker Pro Advance ile it View Diary Scripts [[Zii8] Tools Help 3 S 2= 100% &} Mon 8:07 pm =
@&  FileMaker Pro Ad d  File Edit Vi D s P Tools Hel @O 3T &I Mon 8:07 Q

8.0.6 | Listof » Splash

= Summary of
P ~ Swim School Diary Chart Showing 2 February 2015 P ¢
splash Cla.s§ Grlc? o
Waiting List
. . B Login New User
Fitter By: € Weekly Booking Statistics
Weekday | Wednesday | ¥ All h Seals @ TTUUAMON VWeanesuay Wit sarbara Smith
Block 3 M = Bookings I Waiting List Achievements ‘Session Detais.
Year [ 2014 | =
3 8 2 Q SessionID | 7524 ClassID  sea Instructor  BS  Barbara Smith
Time Class Instructor & & 8 ClassName | Seals Telephone: Barbara Smith
‘X 9:00AM _TURTLES BS 2 4 of[a] e I — A Comments
K 500 DOLPHINS BS 1 3 0
: Locati v
X 9:30AM_ TURTLES w o 8 0 ocation | Makn Pool
‘X 9:30AM  SEALS BT 4 0 o Start Date | 9/7/2014 EndDate  28/9/2014
X 0AM__DOLPHINS BS 1 3 0 shift | M
: ; B —_— 5 5 5 5 8 8 88 8 8 8 8
i i g ¢ R 8 8 8 38 8 8 8 & §
X o:30m 2 )
— — =~ - X celia Brown 13_5m P P - A
‘X 10:00AM  TURTLES w 4 4 0 N - $ $X
: . R o4sea%212  samBrown J
X 10:30AM _TURTLES BS 6 2 oW
‘X 1030AM  SEALS BS 1 3 oW R Mary Brown 4tm " - %
; ® O Peter Brown »
X 11:00AM  SEALS BS 4 0 0 R Nathan Sor T
‘X 1:00PM  SEALS BT 4 0 0 fathan Soloman -rm - e
r . L 04 566 7865 Matthew Soloman i
X 1:00PM__SHARKS BT 3 0 =
& 130Pm DOLPHINS ; X William Jessop 13_1m - %
QX 130PM  WHALES BS 0 10 o L4 044783215 Tony Jessop
X 2:30PM__DOLPHINS
= 4 Add Booking 4 Add Catchup 4 Add Waitist
100 =g Browse

3. The Specify Start and End Dates for Reporting dialog will be displayed on
your screen.

4. Enter the date range for reporting. Dates should be entered as dd/mm/yy.
Splash will use this date range (including the two specified) to locate data for
each report. Click OK.

O O O  Specify Start and End Dates for Reporting ]

Please enter the start date and the end date for the week you
wish to report.

Week Start
1/5/2014

Week End
17/5/2014

OK

5. The Specify Term and Year dialog will be displayed on your screen.

6. Enter the Term/Block and Year to be included in your reporting and click OK.

O O 6 Specify Term and Year

Please enter the Term and Year for reporting

Term

Year
12014

ook
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7. Splash will now locate the relevant records for reporting. The following six

reports will be displayed on your screen.

Report 1— Summary of Attendance

This report displays the total number of swimmers with a specified attendance code who were
active at the time specified for your report.

9. The Specify Attendance Code dialog will be displayed on your screen.

10.Enter the attendance code you wish to have counted.

L0.0.8

Specify Attendance Code

on.

Attendance Code P

Please specify the attendance code you would like to report

P

Cancel

\ oK

10.In the example below P has been used to define a student as present for a
lesson. The summary report shows a count of how many P’s were entered

for each date.

11.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the

report click the Continue button on the status panel (or press ENTER)

|

Splash
L] S| & L)
Save as Excel Save as PDF Print  Page Setup
oo (arris oM viewas:| = [ ) | [ peen ] seript s Paused | Continue |
Summary of Attendance
Attendance Code : P
Block 2 - 2014
8 6/05 13/05 20/05 27/05 3/06 10/06 17/06 24/06 1/07
Tuesday 5 3 5 5 1 0 0 0 0 0 0 0 0
Dolphins 3 2 3 3 1 0 0 0 0 0 ] 0 0
Seals 1 0 1 1 0 0 0 0 0 0 0 0 0
Sharks 1 1 1 1 0 0 0 0 0 0 0 0 0
Turtles 0 0 0 ] 0 0 0 ] 0 0 0 0 0
3 7/05 14/05 21/05 28/05 4/06 11/06 18/06 25/06 2/07
Wednesday 2 1 2 2 2 0 0 0 0 0 0 0 0
Dolphins 1 0 1 1 1 0 0 0 0 0 0 0 0
Seals 1 1 1 1 1 0 0 ] 0 0 0 0 0
9 9/05 16/05 23/05 30/05 6/06 13/06 20/06 27/06 4/07
Friday 3 3 3 3 2 0 0 0 0 0 0 0 0
Dolphins 1 1 1 1 1 0 0 (] 0 0 0 0 0
Seals 2 2 2 2 1 0 0 ] 0 0 0 0 0
4 10/05 17/05 24/05 31/05 7/06 14/06 21/06 28/06 5/07
Saturday 2 0 2 2 0 0 0 0 0 0 0 0 0
Dolphins 2 0 2 2 0 0 0 (] 0 0 0 0 0
Seals 0 0 0 0 0 0 0 0 0 0 0 0 0
23 4/05 11/05 18/05 25/05 1/06 8/06 15/06 22/06 29/06
Sunday 20 14 20 20 16 0 0 0 0 0 0 0 0
Dolphins 9 8 9 9 7 0 0 0 0 0 0 0 0
Seals 6 1 6 6 5 0 0 0 0 0 0 0 0
2/2/2015 : 08:08:20 PM Page 1

12.The Print Report dialog will be displayed on your screen.

User Documentation — Splash V6.0

Page 35



L0606 VMess:;lge .

Would you like to print the Attendance Summary?

| Cancel | | PDF

13.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 2 — Summary of Bookings
This report displays a count of the number of bookings, exits and catchups which

14.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).\L

Splash

e ™ =
Summary of Bookings
Summary by Weekday Number Number Number
of Bookings of Exits of Catchups
Term: 2 2014 48 1 0
Friday 9 0 0
Dolphins 5 0 0
Seals 4 0 0
Saturday 4 0 0
Dolphins 3 0 0
Seals 1 0 0
Sunday 23 0 0
Dolphins 1 0 0
Seals 6 0 0
Sharks 1 0 0
Turtles 5 0 0
Tuesday 8 0 0
Dolphins 5 0 0
Seals 1 0 0
Sharks 1 0 0
Turtles 1 0 0
Wednesday 4 1 0
Dolphins 2 0 0
Seals 2 1 0

15.The Message dialog will be displayed on your screen.

O O 6

Message

Do you want to print the selected report?

Cancel [ PDF

Print

Page 36
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16.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 3 — Chart Showing Summary of Bookings

This report shows the same information as displayed in report 2, however it is represented as
a chart.

16.The Produce Summary Report dialog will be displayed on your screen.

17.You may elect to leave this dialog exactly as displayed and simply click the
OK button. OR you may change the format of the report by amending the
selections at Step 1 and Step 2.

r-(;) O 6 Produce Summary Report

Specify Report Format

Step 1 : choose Existing Report Format

Report Name Summary of Bookings v

Step 2: Choose/Update Report Summary Groups
Group1  Summarize by Class Name v

Step 3: Enter Report Title
Report Title Summary of Bookings

Step 4: Produce Report ok

18.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER). |

Splash ¢

Save as Excel Save as PDF Print  Page Setup.

Pages
S 2 e = Scrp 1 Paused [ Gomtue |
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Summary of Bookings

M Bookings @ Catchups B Exits

30 30

25

20

15

10

___ B

I 0

Dolphins Seals Sharks Turtles
Summarize by Class Name

25

No of Students
o S

-
o

19.The Print Report dialog will be displayed on your screen.

006 Print Report

Would you like to print the Summary of Exits?

PF | [ ok |

Cancel |

20.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 4 — List of Outstanding Balances
This report displays a list of all outstanding accounts for the selected block and year.

21.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).l'

Splash

P R o e

Save as Excel Save as PDF Print  Page Setup

sctpspaused
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Bookings - Current Balance of Booking
Balance as at 2/2/2015

Balance

Anderson (David Anderson) 09 897 9845 $94.50
Sally Anderson Turtles Sun  BS Block:2 2014 $94.50
Apollo (Martha Apollo) 756 7898 $63.00
Anthony Apollo Dolphins Sun BT Block: 2 2014 $63.00
Brown (Sam Brown) 04 564 3212 $94.50
Celia Brown Turtles Sun  BS Block:2 2014 $94.50
Buchanan (Debbie Buchanan) 0272222082 $53.00
Frederick Buchanan Dolphins Sun  BS Block:2 2014 $53.00
Jessop (Tony Jessop) 04 478 3215 $54.00
William Jessop Seals Sun BS Block:2 2014 $54.00
Jones (David Jones) 1234 567 $127.50
Billy Jones Seals Sun  BS Block:2 2014 $63.00
william Smith Dolphins Sun BT Block:2 2014 $64.50
King (Nathan King) 05 678 4564 $157.50
Craig King Turtles Sun BS Block: 2 2014 $94.50
David King Dolphins Fri BT Block:2 2014 $63.00
Morrison (Celia Morrison) 04 237 8536 $63.00
Corey Morrison Seals Sun BT Block:2 2014 $63.00
Patterson (Mary Patterson) 027 2222082 $63.00
Sandra Patterson Sharks Tue BT Block:2 2014 $63.00
Schwass (Robyn Schwass) 478 4616 $63.00
Paula Schwass Dolphins Tue BT Block:2 2014 $63.00
Sinclair (Linley Sinclair) 04 236 4679 $81.00
Jessica Sinclair Dolphins Sat BT Block: 2 2014 $81.00

22.The Print Report dialog will be displayed on your screen.

(GNGNG) Print Report

Do you want to print the selected report?

| Cancel | PDF | Print

23.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving..

Report 5 — Summary of New Bookings

This report shows a summary of new bookings that have been received in the date range
specified.

24.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER)

o] S

Save as Excel Save as PDF Print  Page Setup

Layour: [ FAPRT List I viewas: (= [=] 58 ) | (Exicpreview Script Is Paused | Continue
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Summary of Bookings
Summary of New Bookings ofNBtg:It(’ggs 21“‘ g?lfsr of%l;n%zrps

Term: 1A 2014 1 0 0
Monday 1 0 0

Seals 1 0 0

Term: 2 2014 8 0 0
Friday 4 0 0
Dolphins 3 0 0

Seals 1 0 0

Sunday 1 0 0

Turtles 1 0 0

Tuesday 1 0 0
Dolphins 1 0 0

Wednesday 2 0 0
Dolphins 1 0 0

Seals 1 0 0

Term: 3 2014 12 0 0
Saturday 1 0 0

Turtles 1 0 0

Sunday 4 0 0

25.The Print Report dialog will be displayed on your screen.

OO0 6 Message

Do you want to print the selected report?

Cancel | | PDF Print

26.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 6- Summary of Exits

This report shows a summary of any bookings that have been terminated within the specified
timeframe.

27.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

Splash

B o] & [

Save as Excel Save as PDF Print Page Setup

T T o I Paused [ Contae |
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Summary of Bookings

Summary of Exits Number Number Number
of Bookings of Exits of Catchups
Financial 1 1 0
Loss of Interest 1 1 0
Other 1 1 0
Other Commitments 1 1 0

28.The Print Report dialog will be displayed on your screen.

0.0 6 Print Report

Would you like to print the Summary of Exits?

| Cancel | | PDF E OK }

29.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.
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Logging in as a New User

Each user account contains a personalised set of access privileges. At times you may not
have the level of access needed to perform a selected function. If this occurs you can get
another user to login using an alternative account. You do NOT need to exit the Splash

program in order to switch user accounts.

1.
2.

stripe.

Enter the required details and click OK

Ensure the Swim School Diary is displayed on your screen.

3. You will be asked to enter your username and password.

Click once on the Login New User button displayed on the right of the blue

600 Splash
| ** Swim School Diary 29 January 2015 & &
Splash >
Weekday | Wednesday |¥ Al M Dolphins @ 9:30 AM on Sunday with Barbara Smith
v
wook (s [v] : odings \ Waiing Lt Sesson Dotals
.
38 2 Q SessionID | 7527 ClassiD  poL Instructor | BS | Barbara Smith
Time Class nsructor § & 8 ClassName | Dolphins Telephone: Barbara Srmith
‘X 9:00AM TURTLES 8BS 15 ofW[a ClassLovel | 4 — A Comments
X 9:00AM _DOLPHINS 8S 1.3 0
QX 930AM  TURTLES w T s o Location | Main Pool v
‘Q  9:30AM  SEALS BT 4 0 o Start Date | 13/7/2014 EndDate  2/10/2014
X 9:30AN B: 3 [l
T 9:30AM  DOLPHINS 8BS i3 ol Shift | Morning 5 5 5 5 8 8 8 8 8 8 3 3
gsznw DOLPHINS BT 4 0 0 3 2 3 3 8 © 8 8 8 & = %
9:30AM__ DOLPHINS 8BS 2 2 o
X 10:00AM  TURTLES w 4 4 o G Luces smith 2.7m @vxi
. *
® 478 4616 Barbara Smith $
‘X 10:30AM _TURTLES BS 6 2 of¥
‘@ sarah Nightingale 12_0m
‘X 10:30AM  SEALS BS 13 ol $ HR
® 0272222082 Barbara Nightingale
‘X 11:00AM  SEALS BS 4 0 0 x
Nicholas Smith 7 A
‘X 1:00PM  SEALS BT 4 0 o holas Sm o R
@ O o202 Barvarasmin
X 1:00PM__SHARKS BT 3 3 o0
X 1:30PM__DOLPHINS DS 2 2 o0
‘X 1:30PM_ WHALES BS 0 10 0
‘X 230PM__DOLPHINS BS 4 0 o
2
L ) (sl
100 = Browse
Eaa Splash
— T m——— —
e -
__._/“
006 Welcome to Splash )’ ——

Username

I

Password

Page 42

User Documentation — Splash V6.0



