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The Splash Database

The Splash booking system is made up of seven major modules in three separate files. Each
of these modules performs the specific functions required for successful operation of the
system. The key modules are all displayed on the home menu:

800 . " Splash
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Splash - /' 7
P — T Preferences
Home 14| om

Menu

Point of Sale

Find View

List View
) / Detail View

Sessions

L <
3
\ O

Bookings

111

¢ 3

Students

3

» Families

s
/ Documents gy

Diary
This is the principal module within Splash. It contains an overview of all sessions and
bookings with links to regularly used commands. Use this module to:

View Your Current Schedule

Make Student Bookings

Monitor Account Balances

Update Student Attendance

Enter Assessment/Achievement Information

Maintain your Waiting List

Point of Sale (POS)

Splash supports the processing of payments for both bookings and products. Each payment

you receive can be recorded in this module. Use the POS module to generate financial
reports, analyse sales, and monitor stock levels.

I

Sessions

This module contains a schedule of all sessions (your timetable). Class information such as
date, time, and instructor is stored. The maximum class size is used to automatically
calculate occupancy rates and ensure classes are not overbooked.

Bookings

This module contains a record of each student booking. Attached to each booking record is a
progress report which contains a list of goals each student is working towards. Use this
module to print booking documents and reports such as confirmation letters, instructor lists,
attendance summaries, assessment lists and student certificates. An automated rollover
function enables you to carry all current bookings forward to future blocks.

Students

Personal information about each student is maintained in this module. It includes a history of
all bookings and details the students’ progress toward class goals. This module can be used
to generate birthday lists and mail merge documents.

Families

One record exists in this module for each household enrolled with the swim school. It
includes a link to each of the swimmers from the same household. Use this module to
monitor family accounts and generate correspondence.

Documents
Splash provides the ability to generate custom letters, faxes, emails as well as record file
notes for each student or family. This module contains a history of all communication.
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Preferences

Located beneath the tools icon on the top right corner of your screen. This module contains
information about your swim school along with the default settings which govern the operation
of Splash.

This module is divided into the following sections:

7. Class Levels

8. Classes,

9. Instructors

10. Document Templates,
11. School Details

12. System Defaults

13. Users.

Information entered in this module is automatically displayed in relevant areas of Splash.

Define who has access to your Splash software and what they can access within the Users
section of this module.
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Logging On

Every time you launch Splash the login window will be displayed on your screen. To access
the system you must enter a User Name and Password. It is important that the same login is
not used on multiple workstations.

1. Enter your name in the Username field.
2. Enter your password in the Password field.
3. Click the OK button or press ENTER to begin.

l0.0.6 Welcome to Splash 1

Username

trial

Password

oooonl

| Cancel | [ ok |

4. When you have successfully logged on the diary will be displayed on your
screen.

NB: If you have not been assigned a username and/or password you must see
you system administrator to have one assigned.

Optional Login Parameters

Your user account determines optional login parameters. If these have been set in your user
account you will be asked to define the default term and year.

If entered, this information is passed to all search screens while you are logged in to the
current session.

0.0 6 Define Current Term

Please enter you current Term Name or Number

Term

Year
2014

[ ok

NB: Leave the term box empty if you only wish to push the year to all searches.
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Database Navigation and Data Entry

Database Navigation

Navigating in Splash is performed via menu commands, keyboard commands, and onscreen
button commands.

e 0 .O‘ . Splash
k5 students 6 June 2014
Splash o
m! Diary (©)

Point of Sale

e

- Sessions

Bookings

-0
vk Families

students  @® = (2

S
/ Documents
£2)

The Home Menu

The Home Menu (shown above) provides access to the most frequently used modules of
Splash. Access the Splash menu by clicking the Splash icon on the top left corner of your
screen

Title Bar Buttons

8 06 Splash

#h&i students 6 June 2014 y,
Splash )

| | List View Add Student Find Student Show Al Students  Delete Student eI Custom Reports
Eiltar B Qburtant Marmar tomen a

Title bar buttons provide access to most commonly used functions. The title bar (shown
above) appears on nearly all Splash Screens.

Show All Records — View Previous ﬂ /— View Next Record

Record

| List View Add Student Find Student Show All Students Delete Student <d 4> P Custom Reports

. Find Record/s
The Magnifier

O;

Click magpnifier icon to display more detail about the selected line e.g. clicking the
magnifier beside a student will display detailed student information.

NB: Holding down the SHIFT or CONTROL key while clicking the magnifier can
produce different results.

List View Buttons

As with other Splash screens the title bar buttons appear at the top of the list view. Directly
below the title bar buttons you will find the List View buttons. To the left of the column
headings is the Sort menu.

e 00 Splash

Find Student Named Show All

“a T students _ 6 June 2014 é
Splash :
Sort By First Name v Detail View Add Student Find Student Show All Students Delete Student Custom Reports

| ID LastName First Name Age Address Contact Discount Telephone Last Booking (Date / Class) |

Sorting a List

Sort By First Name M

Displayed on the top left of all list view screens, the Sort By field provides the ability to
perform either a custom sort, or a predefined sort of the current set of records. Click the Sort
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By button to perform a custom sort or select a predefined sort order from the drop-down
menu provided.

Function Buttons
Function buttons appear on most screens throughout Splash, they are designed to perform a
specific function such as creating a booking or printing a report.

< Add Booking < Add Catchup

Moving From One Field to the Next
1. Press the TAB key to move from one field to the next.

2. Hold down the SHIFT key while you press the TAB key to move in the reverse
direction.

Entering Information

Information in Splash can be entered in a variety of ways. Three basic methods are used.

1. Text
Type directly into the field; address, telephone, and comments fields are all text fields.

Comments

2. Menu

A menu will automatically be displayed when you tab into (or click in) a field. To choose from
the list, click on the menu choice you require. When a menu is displayed you can only select
from the list provided.

Gender M v

Male
NB: Hold down the SHIFT key while you select an item to deselect a menu item.

3. Drop-down List

Primarily used in a find dialog, a list will automatically be displayed when you tab into (or click
in to) a field. If the menu is not automatically displace; click the arrow on the right of the field.
If you begin typing the list will automatically be filtered to match the text you have entered.

Medical asthma ‘ v

| asthma | \/ I
ADD

ADHD

Allergies

Aspergers

Diabetes
Epilepsy
_ Glasses
1 Hearing Difficulties
Heart Condition
I_L.E)ther

NB: Access is not restricted on a drop-down menu. You can always override the
menu choices and type any text in the field.
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4. Radio Button

Click in the circle to the left of the option you require. Only one item in the group can be
selected. Change the current selection by choosing an alternative or remove all selections by
holding down the SHIFT key while you click the current selection.

Telephone
Home = 04 478 4616

Work
@ Cellular 0272222082

5. Calendar

When keying into a date field you may type the date manually or click the calendar icon to

select a date from the calendar menu provided.

Start Date| 11/6/2014

<] wne1s 1 [>]]

Sun Mon Tue Wed Thu Fri

Sat

1 2 3 4 5 6
f's o 10 11 12 13
(15 16 17 18 19 20
Y22 23 24 25 26 27
129 30 1 2 3 4

Today: 6/06/14

7
14
21
28

5

NB: Dates should be entered in the following format DD/MM/YYYY.
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Sorting a Group of Records

Records can be sorted within any detail or list view screen. The sort command is only ever
performed on the found set of records.

Sorting Records from List View

@06 Splash

Find Student Named Show All

VP S Students ] 6 June 2014 é
Splash N

SortBy | FirstName v Detail View Add Student Find Student Show All Students  Delete Student Custom Reports

| D LastName First Name Age Address Contact Discount Telephone Last Booking (Date / Class) |

1. Quick sort options have been predefined within each module. Access the
quick sort options for the selected screen by clicking once on the drop-down
menu to the right of the Sort By button.

Sorting Records from Entry Form View

If a quick sort does not accommodate your needs, you can elect to perform a custom sort. A

custom sort gives you the ability to sort the found set of records using any field in the current

table or within a related table. Initiate a custom sort using the Sort By button on the top left of
the required list view screen.

| | i
1. Click the Sort By button, > | FirstName

2. The Sort dialog box will be displayed on your screen.

| 006 Sort Records
| Current Table (‘ST_Students”) i Sort Order :
s + Last Name The fields
Family Alert | Clear All | ¢+ First Name H
Family ID displayed on the
irst Enrolment Date » » . .
Firt Enrolment Dat il right of the dialog
e box will govern the
ull Name Age
sort order

al (o) Ascending order

Sort |n _.I( ) Descending order ‘
R 1.l () Custom order based on value list | <unknown>
ascending or

descend |ng | Reorder based on summary field Specify...
order __| Override field's language for sort English
(M Keep records in sorted order | Unsort | Cancel | \ Sort

3. Double click an item in the list on the left to move the item to the Sort Order
box on the right.

006

| Current Table (“ST_Students”)

gerrey
Family Alert

Family ID

First Enrolment Date

Full Name
Full Name Age
gCurrent Layout

4. When the correct field names are displayed in the sort order box on the right
of the dialog, click the Sort button.

Using Search Portals

Search portals appear in most detail screens. The purpose of the search portal is to enable
you to locate records quickly without entering the find screen.
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Bookings Portal

Enter the Term, Year, and
Student Name to quickly
locate a booking.

Click once on the booking
record to display it on the
right of your screen.

The selected booking will be
highlighted within the search
portal when it is displayed on
the right of your screen.

Sessions Portal

Enter a Class Name,
Instructor, Term Weekday
and Year to quickly locate a
session

Click once on the session
record to display it on the
right of your screen.

The selected booking will be
highlighted within the search
portal when it is displayed on
the right of your screen.

Students Portal

Enter a Student First Name
or Last Name to quickly
locate a student.

Click once on the student
record to display it on the
right of your screen.

The selected booking will be
highlighted within the search
portal when it is displayed on
the right of your screen.

‘® 00O

‘@00

® O O

~ v - Bookings a * Students
Splash Splash
Filter By Student Name: FUETERE Filter By Student Name: Show All
‘ Everyone | | All \/ | | s| I
(2 [v] Class Name SortBy | First Name v]
T Year [ 1] Jacob Smith 8_7m |A|
Instructor [X] Monday .
Sort By | First Name = ‘ n ] Tuesday Jasorl Smlth. 14_5m
. o [X] Wednesday Jennifer Smith 4 1m
Amelia Harper TUR Wed |4 [X] Thursday Jessica Sinclair 10_3m
Anthony Apollo DOL Sun [x] Friday john Smith 6_11m
Billy Jones SEA Sun Year [ Saturday Lucas Smith 2 om
Bridgette TUR Wed [JSunday Nathan Soloman 1_4m
Bruce Taylor DOL Sun Nicholas Smith 7_7m
Caroline SEA Fri 9:00AM TURTLES Wed| 4 | Paula Schwass 8 2m
Celia Brown TUR Sun 2:00PM DOLPHINS Wed Phillip Smith 2.6m
Corey Morrison o 9:30AM DOLPHINS Wed :::‘yj::::mn 1:—2:
Craig King TUR  Sun 1:00PM SEALS Wed o St o
Craig King DOL Sun HOOPMSHARKS Wea Sam Williams 4.0m
Craig King DOL Sun 1:30PM WHALES Wed Sandra Patterson 2_;1 m
David King DOL Fri 130PM DOLPHINS Wed Sarah Nightingale 11_9m
denise taylor TUR Wed 9:30AM TURTLES Wed Sarah Williams 9_5m
Gareth Buchanan DOL Sun :gggix 1321t§§ az: sfmon J:ssop Z—zm
Gaviene poL Wed 9:30AM SEALS Wed :tr:s:a:nil;n:usghson 1 10m
Georgia Taylor DOL Sun -
Harry Williams SHA Sun 1030AM SEALS Wed start pejarso.n am
11:00AM SEALS Wed Stuart Sinclair 7_0m
Jack McArthur DOL  Wed 9:00AM PENGUINS Fri Susan Aplin 3_0m
Jack McArthur SEA  Sun 9:00AM TURTLES Fri Tania Schwass 7 4m
Jacob Smith SEATTUS 2:00PM DOLPHINS Fri william Smith 4_4m
Jacob Smith SEA  Sun 9:30AM DOLPHINS Fri
Jamie watkins DOL Sun | 1:00PM SEALS Fri
Jane White TUR Wed 1:00PM SHARKS Fri
Jennifer Smith TUR Wed 1:30PM WHALES Fri
Jenny Williams DOL Tue 1:30PM DOLPHINS Fri
Jessica TUR Wed 9:30AM TURTLES Fri
Jessica Sinclair DOL Sat 10:00AM TURTLES Fri
Jessica Sinclair DOL Sat 10:30AM TURTLES Fri
Joanne Jones SEA Sun 9:30AM SEALS Fri |
Lucas Smith DOL Sun |v| 10:30AM SEALS Fril'y i
100 = gp [ Browse 100 = [ Browse 100 = a1 Browse
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Defining Preference Settings

System preferences should be defined prior to using any of the Splash booking functions.
This area of the database enables you to customise Splash for use in your swim school. It
contains generic information about your swim school, your lessons, and how you would like
Splash to operate.

Preferences can be accessed by clicking the tools on the top right corner of your screen.

8060 Splash ]

“$% swim School Diary 6 June 2014
Splash

Preferences

Class Levels
Classes
Instructors
Document Templates
School Details
System Defaults

Users

Before you begin using Splash fully the following Preferences should be defined.

Class Levels

Class levels determine the goals (or progressions) which need to be achieved within each
class. These goals are carried through to the student booking when they first enter the class.
Each of the assigned goals can then be monitored prior to a student being promoted to the
next class.

Classes

The classes module contains a list of each class you conduct. It is widely recognised that
each swim school operates within its own unique descriptions for each e.g. Dolphins, Seals,
Breathers, Confidence, etc. Within the class file you should assign the class level it relates to.
This links the actual class with a set of goals for the student to achieve.

Instructors

The instructor module contains a list of each swim instructor in your school. It is important to
define which classes an instructor is qualified to take within this file. Failure to define
instructor class relationships will make assigning an instructor to a session difficult.

Document Templates

Customise your confirmation letters and account reminder letters within this area of Splash.
Unlimited templates can be created use as emails, letters, or SMS messages. Additional
templates can be defined for use with families or individual students.

School Details

This section of the database contains information about your swim school — name, address,
telephone, fax, account contact details, your school logo, etc. School information will be
automatically transferred to the appropriate reports and correspondence modules within
Splash as it is needed.

System Defaults

System Defaults is divided into six main areas; Documents, Bookings, Students, Lists, Shifts
and Custom Reports. Each of these areas allows you to customise the operation of Splash
for your swim school. Here you will define default paper sizes, auto print options, and the
contents of menu data entry menus.

Documents

Use this area of Splash to define your default paper size, whether confirmations are
automatically printed and whether your logo or address is displayed on printed
material.
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Bookings
Define whether catchups are allowed, what your attendance codes are, and the
default date for payment of bookings within this area of Splash.

Student

In addition to the generic student details, this area of the database enables you to
define custom fields for storing additional information. You have ten additional text
and four additional date fields available.

Lists
This area of Splash allows you to define the items that will appear in many of the data
entry menus.

Shifts
Forget searching for sessions or bookings based on the start time field. Simply
define shifts by start and end time.

Custom Reports

In addition to the programmed reports you have the ability to define an almost
unlimited number of additional reports. When defined as a custom report it will be
displayed in the drop-down menu of Custom Reports.

Users

The user module contains access information for all logins for Splash. A person (or role)
must be set up as a user before they can use Splash. A username and password, along with
appropriate access privileges must be entered which define the operations that are available
for each login. A cross displayed in a checkbox represents access to the selected task.
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Defining Class Levels

Class levels determine the goals that need to be achieved within each class. These goals are
copied to each student file when a booking is made. Each of the assigned goals should be
achieved and can be updated during the lesson and prior to a student being promoted to the
next class.

Displaying Class Levels
1. Click the Preference tools on the top right of your.
2. Select Class Levels.

3. The Class Level details will be displayed on your screen.

800 Splash
’** Class Levels 9 June 2014 &
Splash ;
T List View Add Level Find Level Show Al Levels Delete Level A b
-1 ASSESSMENT [4]
1 LEVEL1 Enter the goals each swimmer should achieve within classes of this level
2 LEVEL2 LevelD 4 ID__ Description Abbrev Code
3 LEVEL3 Level Name  Level 4 1 Bubble and breathe 10 metres BB10 A
4 LEVEL4
5 LEVELS 2 Kick on Back 10 metres K810
6 LEVEL 6
7 BEGINNER SQUAD
3 Breaststroke Kick 5 metres BKick

%

Related Classes
Butterfly Arms 5 metres FAms

IS

Dolphins

®

b3

Comments

100 =g 5 Browse

NB: Levels entered on this screen will be displayed in the level drop-down menu on the class
entry screen. Assign the appropriate level to each class to ensure the correct goals are
carried through to relevant bookings.

Displaying a List of Levels
1. Click the Preference tools on the top right of your screen.
2. Select Class Levels.

3. Click the List View button displayed in the blue stripe at the top of the screen.

0800 Splash
# ‘" Class Levels 9 June 2014 é
Splash )
W‘ List View Add Level Find Level Show Al Levels Delete Level S

4. Alist of class levels will be displayed on your screen.

800 Splash

B ' Class Levels v 9 June 2014 K
Splash o>
SortBy | LevellD v | Detail View Add Level Find Level Show All Levels Delete Level
[ D Level Description Related Classes |

@ 1 LEVEL1 Private, Turtles

Q 2 LEVEL2 Assessment, Penguins

o3 3 LEVEL3 Seals

Q 4 LEVEL4 Dolphins

@ 5 LEVELS Sharks

Q 6 LEVELG Whales, squid

Q 7 BEGINNER SQUAD Bronze Squad

NB: Return to the detail screen by clicking
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Entering a New Class Level
1. Click the Preference tools on the top right of your. &
2. Select Class Levels.

3. Click the Add Level button displayed in the blue stripe at the top of your

screen.
800 splash
J0d4 ** Class Levels 9 June 2014 &
Splash v S
Select Level to View List View Add Level Find Level Show All Levels Delete Level A D »
4. The Add New Level dialog will be displayed on your screen.
1.0 O Add New Level ]
|
| ';LP Enter New Level
| Level D 4
Name Level 4
|
Enter the goals each swimmer should achieve
within classes of this level.
ID  Description Abbrev Code
4 Bubble and breathe 10 metres BB10 4
2 Kick on Back 10 metres KB10
®
3 Breaststroke Kick 5 metres BKick
x
4 Butterfly Arms 5 metres FAms
’ x
x
v
‘ # cancel ‘ Done %

5. Enter a Level ID (it must be unique and it must be a number) and a Name for
the level.

6. Enter each of the goals which should be achieved within the selected level.
7. Click Done to Save the information you have entered.
NB: Decimal numbers may be entered as level IDs.
Deleting a Class Level
1. Click the Preference tools on the top right of your screen.

2. Using the portal on the left of the screen, click once on Class Level you wish
to delete.

3. The portal row will be highlighted to indicate it is the active record. The
information for the active record will be displayed on the right of your screen.

4. Click the Delete Level button displayed in the blue stripe at the top of the

screen.
800 __ Splash
4§ Class Levels 9 June 2014 é
Splash s >
,W‘ List View Add Level Find Level Show All Levels Delete Level s
5. A dialog will be displayed asking you to confirm the selected level is to be
deleted.
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006 Delete Level

Are you sure you want to remove the level record for Beginner
Squad?

I

ok [ Ganei )

6. Click the OK button to delete the selected level or Cancel to return to the
Class Level screen without making any change.
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Defining Document Templates

Document templates contain a list of regularly used documents. Within this module you can
customise your confirmation letters and account reminder notices as well as generate new
documents for regular use. You have the ability to create an unlimited number of documents

for email, print, or SMS. The templates you create will access family and student data for
personalisation.

8 0 6 Splash

. " Document Templates 9 June 2014 &
Splash >
Select a Template ST Custom Repors |

All Fields |a| Type | Booking
Booking Confirmation
Booking Sms Template Name | Booking Confirmation Fields
Confirmation Of Transfer Subject Line = Swim School Booking Confirmation Swim School Fields
Family Confirmation ‘School Name v
Family Reminder Notice [Thank you for booking <<BO::Student FirstName>> <<BO::Student LastName>> into Learn To Swim at A

lappy Birthday
Holiday Program Confirmation <<BO::Student FirstName>> is booked into the following class;

Family Fields
It Has Been A While Class: <<BO::Class Name>>
a Start Time: <<BO::Start Time Display>> Contact Name First v

Multiple Booking Confirmation Start Date: <<BO:.Start Date>>
Overdue Reminder Notice Instructor: <<BO::Instructor Name>>

<<--Insert Merge Field
Reminder Notice If this booking is incorrect please contact us on <<SC::Telephone>> so we can amend our records.

Reminder Sms

The balance of fees due for <<BO::Student Name>> is: <<BO::Balance Due>>. Cash, cheque and eftpos Student Fields
Transfer Sms payments are accepted and full payment is due by the second week of the term. B
We Are Updating Our Details Thank you for swimming with us.

<<-Insert Merge Field
Kind regards

II

Learn To Swim Coordinator Booking Fields
<<SC::School Name>> Discount Amt

<<-Insert Merge Field

II

100 = 5 Browse

Creating a New Document Template

1. Click the Preferences tools on the top right of your screen.
2. Select Document Templates.

3. Click once on the Add Template button to display a blank document template
screen.

800

Splash
: Document Templates 9 June 2014 é
Splash )
Selocta Template ST custom Reports |
All Fields A Type Family
Booking Confirmation
Booking Sms Template Name  Public Holiday Closure Fields
Confirmation Of Transfer SubjectLine  No Lessons On Queens Birthday Weekend Swim School Fields
Family Confirmation School Name v
Family Reminder Notice Just a reminder the <<SC::School Name>> will be closed on Monday 2 June 2014. |4
" <<-Insert Merge Field

Holiday Program Confirmation Family Fields
It Has Been A While

Multiple Booking Confirmation
Overdue Reminder Notice
 PublicHoiday Cosure
Reminder Notice
Reminder Sms
Transfer Sms
We Are Updating Our Details

100 = g [ Browse
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8.
9.

NB: Merge field placeholders will be updated to display actual student
information when the template is selected for use.

Enter a Template Name as well as the subject line and body text for your
template.

Use the Type menu to define how the document should be personalised.
Select Student if you wish to include personal information about the student,
or family if you wish to include personal information about the family.

The merge field buttons on the right will display fields relative to the type of
template you have selected.

Use the Merge Field buttons on the right of the screen to insert placeholders
for student and family details. Simply place your cursor in the position in your
document where you would like a placeholder to appear.

Select the required field so it is displayed on the right of your screen.

Click the <<-- Insert Merge Field button to insert the placeholder.

Fields

Swim School Fields

School Name v

<<--Insert Merge Field

Family Fields
Contact Name First v ‘ (
<<--Insert Merge Field ‘ e
Student Fields
First Name \/ ‘

‘ <<--Insert Merge Field

Booking Fields

Discount Amt v

<<--Insert Merge Field
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Editing a Document Template

1.
2.

Click the Preferences tools on the top right of your screen.

Select Document Templates.

Using the portal on the left of the screen, click once on document template
you wish to update.

The portal row will be highlighted to indicate the active record. The
information for the active template will be displayed on the right of your
screen.

Edit the document as required.

Your document will be saved as soon as you exit the current screen or
choose another template.

[XeXe]

Splash

4 * Document Templates
Splash
Select a Template List View
All Fields
Booking Confirmation
Booking Sms Template Name

Confirmation Of Transfer
Family Confirmation

Family Reminder Notice
Happy Birthday

Holiday Program Confirmation
It Has Been A While

Multiple Booking Confirmation
Overdue Reminder Notice
Public Holiday Closure
Reminder Notice

Reminder Sms

Transfer Sms

We Are Updating Our Details

Subject Line

100 = Browse

Add Template Find Template  Show All Templates  Delete Template

Booking Confirmation

Swim School Booking Confirmation

Thank you for booking <<BO::Student FirstName>> <<BO::Student LastName>> into Learn To Swim at
<<SC::School Name>>.

<<BO::Student FirstName>> is booked into the following class;

Class; <<BO:Class Name>>

Start Time: <<BO:Start Ti

Start Date: <<BO::Start Date>>
Instructor: <<BO: Instructor Name>>

If this booking is incorrect please contact us on <<SC::Telephone>> so we can amend our records.
The balance of fees due for <<BO::Student Name>> is: <<BO:Balance Due>>, Cash, cheque and efipos

payments are accepted and full payment is due by the second week of the term
Thank you for swimming with us.

Kind regards

Leam To Swim Coordinator
<<SCx:School Name>>

Type

9 June 2014

e

Booking

—

Fields

Swim School Fields

School Name v

<<—Insert Merge Field
Family Fields

Contact Name First v
<<--Insert Merge Field
Student Fields
First Name v
<<-Insert Merge Field

Booking Fields

Discount Amt v
<<-Insert Merge Field

. Custom Reports

Page 16
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Deleting a Document Template
1. Click the Preferences tools on the top right of your screen.
2. Select Document Templates.

3. Using the portal on the left of the screen, click once on Template you wish to
delete.

4. The portal row will be highlighted to indicate the active record. The

information for the active template will be displayed on the right of your
screen.

Splash

* Document Templates 9 June 2014
Splash

o

Select a Template List View Add Template. Find Template  Show All Templates  Delete Template  CustomReports
Al Fields 4 o I
Booking Confirmation

Booking Sms Template Name  Public Holiday Closure

Fields
Confirmation Of Transfer Subject Line  No Lessons On Queens Birthday Weekend Swim School Fields
Family Confirmation

School Name v
Family Reminder Notice
Happy Birthday
Holiday Program Confirmation
It Has Been A While
Multiple Booking Confirmation

Just a reminder the <<SC::School Name>> will be closed on Monday 2 June 2014
<<--Insert Merge Field
Normal lessons will resume the following week. e verge e

Family Fields

Family Name v
Overdue Reminder Notice <<--Insert Merge Field
Public Holiday Closure

Reminder Notice

Reminder Sms

Transfer Sms

We Are Updating Our Details

[«

100 = g Browse

5. Click once on the Delete Template button.

8006 splash .

** Document Templates 9 June 2014
Splash V

Select a Template List View Add Template Find Template ~ Show All Templates  Delete Template

ST custom Reports

6. You will be asked to confirm you wish to delete the selected template.

006 Delete Template

Are you sure you want to remove Public Holiday Closure?

ok | (G

7. Click the OK button to delete the selected template or Cancel to return to the
document template screen without making any changes.
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School Details

This area of Splash contains information about your swim school — name, address, telephone,
fax, contact person, school logo, etc. The school details your enter here are transferred to all
relevant reports and correspondence as they are generated.

Updating School Details

1.

2.
3.
4

Click the Preferences tools on the top right of your screen.
Select School Details.
Enter your School Name and Address information.

Click the Contacts, Shifts and Document Default tab cards to define additional
information.

Press the TAB key to moved from one field to the next.

Splash

"~ ** School Details 9 June 2014 é
Splash N
Displaying details for:
Contacts Shifts Document Defaults
School Name  Your School Name Here
§ Line1  StreetAddress Contact Details
LIMITED g Line 2 2nd Line of Street Address Full Name
<
< Suburb
g o Suburb Telephone
= City cITY
@ Fax
Country Code 64 Post Code | 1234
Mobile
Your School Name Here Email
Street Address, 8 Line1  StreetAddress
2nd Line of Street Address, g
) § Line2  2nd Line of Street Address
2
CITY 1234 3 suut | suoun
8 ciy cmy
Telephone: o
Fax: Country Code | 64 Post Code | 1234
o Accounts Contact
Email:
Website Full Name
Website:
Telephone
,‘ Fax
Le
ogo Click Arrow to Insert Logo {;ﬁ Vobie
Email
ABN | 123-456-789
LIMITED Accept Credit Card Payments (x| Visa
X| Mastercard
Diners
JAMEX
100 = & Browse

5.

Copy your Street Address details into the Postal Address field by clicking the
arrow displayed to the right of the Postal Address field.

If you are not using pre-printed stationery navigate to the Document Defaults
tab card. Place a cross in the box Print Address Details on
Correspondence to display address details as a letterhead on all
correspondence.

NB: Define the credit cards your swim school accepts by checking the appropriate credit card
boxes at the base of the screen. This information will be copied to the remittance advice
within the booking confirmation letter.

Page 18

User Documentation — Splash V6.0




Importing Your School Logo

FileMaker Pro supports most standard image types. Images may be stored in the system
using either copy and paste or they can be imported into the system using the Import Picture

command.
1. Click the Preferences tools on the top right of your screen.
2. Select School Details. W‘
Click the Insert Logo button displayed above the logo field.
0006 Insert Picture
[«|» ]38 Iml || == v || (& Searching “This Mac” | (Q computeriz
FAVORITES Search: (Q1LC) “barbarasmith” Save |+
[C] Dropbox Name
£ All My Files
[&) Desktop
[ Archive 2.zip
[ nick mths stats
2} barbarasmith « fmp12_tutorial.pdf
w f ial.pdf
'/_\; i « fmpll_tutorial.p
@ Documents =
[C] Deleted Users
DEVICES 4N » (5] » (] Financials BU 23Jun201 » & computerize-logo.gif
Show: | All Available il
[ ] Store only a reference to the file
[ Cancel |
4. The Insert Picture dialog box will be displayed on your screen. Locate the
file containing you logo and click the Insert button.
800 Splash
%% school Details 9 June 2014 3
Splash Y
Displaying details for:
Contacts Shifts Document Defaults
School Name  Your School Name Here
§ Line 1 Street Address
LIMITED $ Lne2 | 2ndLine of Street Address
;Subulb Suburb Display Address on Correspondence Header ~ ® Yes (O N
% City | ciry Display Logo on Correspondence Header O Yes
Country Code | 64 Post Code 1234 Display Logo on Report Header () Yes ® No
‘Your School Name Here
ond ine of St Addross § Lnot swetnuess
Suburb, ' § Line 2 2nd Line of Street Address
CITY 1234 3 Suburb  suburb
R ,'g‘ City  cITY
o Country Code 64 Post Code 1234
Email:
T Website
Logo Click Arrow to Insert Logo @
LIMITED
100 = gp Browse
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Displaying Your School Details on Correspondence or Reports

If you are not using pre-printed stationery you may elect to display your school address and/or
logo on all correspondence generated within the Splash system.

1. Click the Preferences tools on the top right of your screen.
2. Select School Details.

3. Click once on the Document Defaults tab card.

4

Select Yes to the right of Print Address Details on Correspondence
Header to display address details as a letterhead on all correspondence.

5. Select Yes to the right of Display Logo on Correspondence Header to
display your logo on the letterhead of all correspondence.

6. Select Yes to the right of Display Logo on Report Header to display your
logo on the header of all reports.

@800 Splash

a ** School Details 9 June 2014 é
Splash )
Displaying details for:
Contacts. Shifts Document Defaults
School Name  Your School Name Here
§ une1  svostAdiress
LIMITED 3§ Line2 | 2ndLine of Street Address
; Suburb  Suburb Display Address on Correspondence Header @ Yes (O No
2
7 Cbv omy Display Logo on Correspondence Header Yes ® No
carmiieis g Post Code 1234 Display Logo on Report Header Yes @ No
Your School Name Here
Street Address, # Line1 Street Address
Street Address, =
gﬁib‘ge GRS B Line2 2ndLine of Street Address
CITY 1234 35 Subub  Subu
g city cry
Telephone: &
Fax: Country Code 64 Post Code 1234
Email:
Website
Website:
Logo Click Arow o Insert Logo. { el
100/ =/ & Browse
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Defining System Defaults

System Defaults is divided into six main areas; Documents, Bookings, Students, Lists, Shifts
and Custom Reports. Each of these areas allows you to customise the operation of Splash
for your swim school. Here you will define default paper sizes, auto print options, and the
contents of menu data entry menus.

e 00 Splash
a " System Defaults 9 June 2014 é
Splash >
Swim School Default Settings
Documents Bookings Student Lists Shifts Custom Reports
Default City For All New Records
Default Paper Size Default Paper Size @ A4 O US Letter
®A4 O US Letter
Confirmation and Reminders ~ OA4 @ US Letter
Allow Catchup Bookings Recsipts A5 @ Custom
® Yes No
Sat Automatic Rollover of Bookings Display Address on Correspondence Header ~ @ Yes (O No. LIMITED
@Yes ONo ITE
Display Logo on Correspondence Header )Yes @ No
Display Logo on Report Header )Yes @ No Helpdesk Support
Automatically Print Receipts Automatically Print Receipt  Aways v Shauld you have questions or comments please
Always w4 Automatically Print Confirmation @ Yes O No
For service or helpdesk enquiries please contact
Automatically Email Confirmation Yes ® No
. Computerize Limited
EnailMetiod Automatically Email Reminder Notice ~ ® Yes O No barbara@computerize.co.nz
© Default Email Application
SMTP Server
Telephone: +64 - 6 372 4713
Email Method  ® Default Email Application O SMTP Server ol 54 2, 222 2082
Enable SMS via SMS Global
@Yes ONo SKYPE: computerize
Enable Connections via FileMaker Pro ‘www.computerize.co.nzicontact
# Allowed Connections
1
Enable SMS via SMS Global ~ @ Yes ONo
100 = & Browse

Documents

Use this area of Splash to define your default paper size, whether confirmations are
automatically printed and whether your logo or address is displayed on printed
material.

Bookings
Define whether catchups are allowed, what your attendance codes are, and the
default date for payment of bookings within this area of Splash.

Student

In addition to the generic student details, this area of the database enables you to
define custom fields for storing additional information. You have ten additional text
and four additional date fields available.

Lists
This area of Splash allows you to define the items that will appear in many of the data
entry menus.

Shifts
Forget searching for sessions or bookings based on the start time field. Simply
define shifts by start and end time.

Custom Reports

In addition to the programmed reports you have the ability to define an array of
additional reports. When defined as a custom report; the report will be displayed in
the drop-down menu of Custom Reports within each module.
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Updating Document Defaults

The default page size for all documentation in Splash is A4, the orientation of all
correspondence will default to portrait. All printed correspondence is defined to fit a standard
window envelope. You may elect to print receipts on either A5 or a custom size paper. All
other documents may be printed on A4 or US Letter paper size.

Use this area of Splash to define whether or not you want to display your swim school
address details and logo on correspondence and reports.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.
3. Ensure Documents is selected within the set of tab cards across the top of
your screen.
4. Select the required Paper Size for all documents and receipts.
Define whether your address and logo should be displayed on the header of
each document.
6. Define whether receipts or confirmation letters should be automatically
generated or emailed.
Splash
'* System Defaults 9 June 2014 y
Splash £
Default City For All New Records Documents Bookings Student Lists Shifts Custom Reports
Default Paper Size Default Paper Size ~ © A4 O US Latter
or uSteter Confirmation and Reminders A4 @ US Letter
Allow Catchup Bookings Reosipts A5 @cusom <
® Yes No
SetAulomaticRoliovariorBookings Display Address on Correspondence Header @ Yes O No LIMITED
®Yes ONo Display Logo on Correspondence Header Yes ®No <

Automatically Print Recelpts
Only When Family Entered v

Email Method

® Default Email Application
SMTP Server

Enable SMS via SMS Global
®Yes ONo

Enable Connections via FileMaker Pro
# Allowed Connections

1

Display Logo on Report Header Yes @ No

Helpdesk Support

Should you have questions or comments please

Automatically Print Receipt  Only When Family Entered

X

Automatically Print Confirmation @ Yes O No

For service or helpdesk enquiries please contact:
© Yes

Automatically Email Confirmation No
Computerize Limited
Automatically Email Reminder Notice ~ ® Yes O No barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
STE MotT\Ie 16427 222 2082

Email Method @ Default Email Application

A

SKYPE: computerize

www.computerize.co.nzlcontact

A

Enable SMS via SMS Global ~ ® Yes O No

100 = b Browse

8.

Define your default email method. Set to Default Email Application if you
are using Windows Mail, Outlook, or another email application stored on your
computer. Select SMTP Server if you are accessing your mail via a browser.
Additional information is required if you select SMTP Server.

®) SMTP Server

Email Method Default Email Application

SMTP Settings
Outgoing SMTP Server

Port

Set Enable SMS via SMS Global to yes if you have created an account with

SMS global for sending SMS messages.

NB: See additional documentation for configuring your SMS global account.

Page 22
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Updating Booking Defaults

Use this area of the Splash to define the default payment date for a booking and whether
confirmation letters should be automatically generated when a booking is created.

Updating the Payment Required by Field

Confirmation of each booking may include a deadline for payment. Using the Splash system
you may elect to define a specific Payment Required date or you may elect to define a
payment deadline as a number of days before the first lesson date.

If payment is required by the first session date, simply place a “0” in the days before start

field.
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.
Ensure Bookings is selected within the set of tab cards across the top of
your screen.
4. Define the date for payment of each booking by updating either the Payment
Required by Date or Days Before Booking Start Date.
NB: The payment required by date may be further customised for each booking
at the time the booking is made.
8 06 Splash
i * System Defaults 9 June 2014 y,
Splash N
Swim School Default Settings
e e Documents Bookings Student Lists Shifts Custom Reports
Default Paper Size Allow Catchup Bookings @ Yes O No
® A4 US Letter
Allow Catchup Bookings OR  Payment Required by Date
®Yes ONo Days Before Booking Starts 0
Set Automatic Rollover of Bookings Set Automatic Rollover of Bookings ®Yes ONo LI M ITED
O @ Include Booking Comments with Rollover O Yes @ No
Helpdesk Support
Automatically Print Receipts. Automatlcally Emall Confimation e @D Should you have questions or comments please
Only When Family Entered = ‘Automatically Email Reminder Notice ® Yes No contact the author of this database.
Record Attendance With - . /, For service or Tm\‘pﬂask enquiries please contact:
Email M“hw, o Define Shifts for Reporting S::{,‘g,“a‘gzj;;;u“;:fm co.nz
©® Default Email Application Shift Name Start Time End Time
SMTP Server
Mormning 3.00 AM 1:59 PM b = ot Mt bl
Enable SMS via SMS Global Afternoon 2:00 PM 10:59 PM x Fax: 164-63724714
® Yes No - SKYPE: computerize
Enable Connections via FileMaker Pro ‘www.computerize.co.nz/contact
# Allowed Connections
1
'Amended shift settings will be applied to all future bookings -
100 = ¢p Browse.

Setting Automatic Rollover as a Student Default

Confirmation letters and reminder notices may be printed or emailed to your students. This
area of the database enables you to define whether the confirmation letters are automatically
printed or emailed to your clients.

1.
2.

Click the Preferences tools on the top right of your screen.
Select System Defaults.

Select Yes in the Set Automatic Rollover of Booking field to default the
student rollover field to “Yes” when a new student record is created.
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Setting Defaults for Confirmation and Reminder Letters

Confirmation letters and reminder notices may be printed or emailed to your students. This
area of the database enables you to define whether the confirmation letters are automatically
printed or emailed to your clients.

Understanding Automatic Settings

Automatically Print Confirmation — automatically generate a confirmation letter when a
booking is made.

Automatically Email Confirmation — automatically email the confirmation letter if there is an
email address on file. This script is only triggered when the confirmation letter is generated.
If you do not choose to automatically print a confirmation then this script will run whenever
you manually generate a confirmation letter.

Automatically Email Reminder Notice — automatically email the reminder notice if there is
an email address on file. This script is only triggered when you manually choose to generate
a reminder notice.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Bookings is selected within the set of tab cards across the top of
your screen.

4. Define your Auto Print options for Confirmation Letters and Reminders by
selecting the appropriate boxes.

Updating the Attendance Menu

The attendance menu is displayed in both the diary and the bookings for each student
booking. Marking attendance gives you the ability to monitor sickness, makeups, public
holidays as well as attendance. Booking can be generated which .summarize the number of
times each of the attendance codes has been used.

1. Click the Preferences tab card to display the Preferences screen.
2. Click once on the System Defaults button.

3. Click the Pencil button to the right of the Record Attendance field.
4. A popover window will display the current attendance options.

5

. Simply edit an existing code, or click in the next available line to add a new
code.

6. Click away from the popover window to save your changes.
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800

) 1L I———

Default City For All New Records

Default Paper Size
@A4 OUS Letter

Allow Catchup Bookings
@Yes ONo

Set Automatic Rollover of Bookings
@®Yes ONo

Automatically Print Receipts
Only When Family Entered v

Email Method

@® Default Email Application
O SMTP Server

Enable SMS via SMS Global
@Yes ONo
Enable Connections via FileMaker Pro
# Allowed Connections

1

9 June 2014 5

100 = g 5 Browse

Documents [ Bookings Student [ Lists Shifts [ Custom Reports
Allow Catchup Bookings ®@Yes ONo
OR  Payment Required by Date
Days Before Booking Starts 0
Set Automatic Rollover of Bookings Yes ONo 0 LIMITED
9 OYes O Update Attendance List
Include Booking Comments with Rollover ~ OYes @No [
a
Include Payment Information with Rollover (O Yes ® No d Present 1 Rl
N Helpdesk Support
Automatically Print Confirmation @ Yes O No NA  Notified Absence 2 &
i i A Absence 3 &
Automatically Emall Confimation @ Yes ONo Should you have questions or comments please
Automatically Email Reminder Notice ~ ® Yes O No C  Cancelled 4 R contact the author of this database.
PH__ Public Holiday 5 R For service or helpdesk enquiries please contact:
Record Attendance With P ™ X
Computerize Limited
Define Shifts for Reporting barbara@computerize.co.nz
Shift Name
. Telephone: +64 - 6 372 4713
Moring Mobile: +64 - 27 222 2082
- Fax: +64-6 3724714
Aftemoon v

Type in the next available row to add
another attendance code

‘Amended shift settings will be applied to all future bookings

SKYPE: computerize

www.computerize.co.nzlcontact

NB: Delete an existing attendance code by clicking the red cross to the right of
the relevant attendance code. When deleting a record you will always be asked
to confirm the record needs to be deleted.
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Defining Custom Student & Family Fields

Although Splash captures a lot of generic information, there may be instances where you
need to capture something not allowed for in the programme. Custom fields give you the
ability to define additional student and family fields. You have the ability to add five text fields
and date fields for each of the family and student files. These fields are searchable, however
are not included in reporting. Use this module to determine the field labels that you would like
to appear to the left of the custom field when it is displayed in the student/family file.

4. Click the Preferences tools on the top right of your screen.
5. Select System Defaults.

6. Ensure Student is selected within the set of tab cards across the top of your
screen.

7. Overtype the Custom Text field contents with the label you would like to
appear within the student screen.

8. Overtype the Custom Text field contents with the label you would like to
appear within the family screen.

8 0 0 Splash

"§a&i " system Defaults 9 June 2014 '4
Splash 7

Swim School Default Settings

§ Documents Bookings Student Lists Shifts Custom Reporls
Default City For All New Records

Custom Fields for Students
Detaut Paper S1. Text Fields
efault Paper Size Custom Text 1
Custom Text 1
®A4 O US Letter zotom Tex
Custom Text 2 Custom Text 2
Allow Catchup Bookings Custom Text 3 Custom Text 3
O @ CustomText4  Custom Text4
Set Automatic Rollover of Bookings CustomText5 | Gustom Text5 LIMITED
®Yes ONo
Date Fields
Custom Date 1| Gustom Date 1 Helpdesk Support
CustomDate2 | Gustom Date 2
Automatically Print Receipts Should you have questions or comments please
Y s contact the author of this database.
Aways 2
Custom Flelds for Families For service or helpdesk enquiries please contact:
LextFiolds Computerize Limited
Email Method CustomText1  Gustom Text 1 Berpra@oomputenze.co.nz
® Default Email Application GCustomText2  Gustom Text 2
) SMTP Server Custom Text 3 Custom Text 3 Telephone: +64 - 6 3724713
Mobile: +64 - 27 222 2082
Custom Text 4 Fax: +64- 63724714
Enable SMS via SMS Global Custom Text 4
® Yes ONo Custom Text Custom Text 5 SKYPE: computerize
Enable Connections via FileMaker Pro e Date Flelds www.computerize.co.nz/contact
# Allowed Connections Custom Date 1
1 Custom Date 2 Custom Date 2

100 = & Browse
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Defining List Values

This section of the database allows you to define the list items for several of the drop-down
menus in the Splash system, it is divided into five sections: Relationship, Medical, Exit,
Referral and Goal Status. The related fields in Splash will refer here to determine what items
should be offered in the respective menus.

Defining List Items for Relationships

Items listed in this list will be displayed on the Bank drop-down menu when payments are
entered.

1. Click the Preferences tools on the top right of your screen.
Select System Defaults.

Ensure Lists is selected within the set of tab cards across the top of your
screen.

®006 Splash

%5 System Defaults 9 June 2014
Splash

Swim School Default Settings

Documents Bookings Student Lists | Shifts. Custom Reports

Default City For All New Records

Relationship I Medical I Exit Referral Goal Status

4. Select the Relationship tab card.

5. Simply edit an existing code, or click in the next available line to add a new

8060 Splash
** System Defaults 9 June 2014 é
Splash :
Swim School Default Settings
» Documents Bookings Student Lists | Shifts. Custom Reports
Default City For All New Records
Relationship Medical Exit Referral Goal Status

Default Paper Size
©A4 OUS Letier Define List Items for Family/Student Relationship

Enter additonal menu items in the next available row

Ifllow Caru:nup Bookings Aunt ® [
®Yes ONo
Set Automatic Rollover of Bookings Father bl LIMITED
©Yes ONo Foster Parent ®
Grandfather ® Helpdesk Support
Grandmother ®
e N " Should you have questions or comments please
Automatically Print Receipts Guardian (Not Specified) R contact the author of this database.
Aways v
Mother ® For service or helpdesk enquiries please contact:
§ Computerize Limited
Email Method Sibling ® barbara@computerize.co.nz
@ Default Email Application
O SMTP Server Step Parent R < Telephone: +64 - 6 3724713
Mobile: +64 - 27 222 2082
Uncle ® Fax: +64-63724714
Enable SMS via SMS Global
®Yes ONo ® SKYPE: computerize
Enable Connections via FileMaker Pro ‘www.computerize co.nz/contact

# Allowed Connections

1

100 = b Browse

NB: Delete an existing relationship code by clicking the red cross to the right of
the relevant code. When deleting a record you will always be asked to confirm
the record needs to be deleted.
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Defining List Items for Medical Conditions

This tab card contains a single list with two fields. A generic list of medical conditions will
exist on the medical condition drop-down menu when you first start using Splash. This
module provides the ability for you to further customise the list. Items displayed in this list will
appear in the drop-down menu for medical conditions within the student record.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

Ensure Lists is selected within the set of tab cards across the top of your
screen.

8 0 6 Splash

> System Defaults 9 June 2014 é
Splash )

Swim School Default Settings

Documents Bookings Student Lists Shifts [ Custom Reports

Default City For All New Records

Relationship [ Medical Exit Referral ] Goal Status

4. Select the Medical tab card.

5. Simply edit an existing code, or click in the next available line to add a new
code. You may enter a description and an abbreviation — at this stage the
abbreviation is not used elsewhere in the system.

®0o0 Splash

di " system Defaults 9 June 2014 p
Splash )

Swim School Default Settings

. Documents Bookings Student Lists Shifts Custom Report
Default City For All New Records
Relationship Medical Exit Referral Goal Status

Default Paper Size

© A4 OUS Letter Define List Items for Student Medical Conditions.

Enter additonal menu items in the next available row

Allow Catchup Bookir Q
low Catchup Bookings s o % a
@Yes ONo
Set Automatic Rollover of Bookings ADHD AD ®
®©Yes ONo Allergies AL ®
Aspergers AS ®
Asthma A ®
Automatically Print Receipts 4—
Diabetes D ®
Aways v
Epilepsy E ®
Email Method Classes oL ®
(@ Default Email Application
O SMTP Server Hearing Difficulties HD R
Heart Condition HC ®
Enable SMS via SMS Global
@®Yes ONo Other o ®
Enable Connections via FileMaker Pro ®
# Allowed Connections
1
v

100 = g Browse

NB: Delete an existing medical code by clicking the red cross to the right of the
relevant code. When deleting a record you will always be asked to confirm the
record needs to be deleted.
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Defining List Items for the Exit Reason

This tab card contains two lists; the booking exit reason and the family exit reason. Items
displayed in this list will appear in the drop-down menu for exit reasons within either the
booking or the family record.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Lists is selected within the set of tab cards across the top of your
screen.

8 00 Splash

> System Defaults 9 June 2014
Splash

Swim School Default Settings

. Documents [
Default City For All New Records

Relationship [ Medical Exit Referral Goal Status ‘

4. Select the Exit tab card.

Bookings Student Lists Shifts Custom Reports |

5. Simply edit an existing code, or click in the next available line to add a new

e 00 Splash
p " System Defaults 9 June 2p14 é
Splash S
Swim School Default Settings
Documents I Bookings Student Lists Shifts [ Custom Reports
Default City For All New Records
Relationship [ Medical Exit Referral I Goal Status
Default Paper Size
@A4 O US Letter Define List Items for Booking Exit Reasons Define List Items for Family Exit Reasons
) Enter additonal menu items in the next available row Enter additonal menu items in the next available row
Allow Catchup Bookings a a
Financial — Financial —
®Yes ONo ® bd
Set Automatic Rollover of Bookings Goals Met X Goals Met bl
@Yes ONo liness X Otner ®
Injury ® Other Commitments b4
Loss of Interest ® Poor Service ®
Automatically Print Receipts
g B Other ® Relocation ®
Always v
Other Commitments ® Time Constraints & 2
Email Method Poor Senice ® ®
@® Default Email Application
O SMTP Server Progression to Squad ®
Relocation ®
Enable SMS via SMS Global
@Yes ONo Starting School ®
Enable Connections via FileMaker Pro
# Allowed Connections
1
[v] [v]

100 = b Browse

NB: Delete an existing exit code by clicking the red cross to the right of the
relevant code. When deleting a record you will always be asked to confirm the
record needs to be deleted.
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Defining List Items for the Source of Referral

Items displayed in this list will be displayed in the drop-down menu for source of referral within
the family record.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Lists is selected within the set of tab cards across the top of your
screen.

[XeXe] Splash

5% " System Defaults 9 June 2014 3
Splash i

Swim School Default Settings

Documents. | Bookings Student [ Lists Shifts | Custom Reports ]

Default City For All New Records !
| Relationship [ Medical Exit Referral [ Goal Status |
!

4. Select the Referral tab card.

5. Simply edit an existing code, or click in the next available line to add a new

Splash
** System Defaults 9 June 2014 p
Splash -
Swim School Default Settings
§ Documents Bookings Student Lists Shifts [ Custom Reports
Default City For All New Records
Relationship Medical Exit Referral I Goal Status.
Default Paper Size
®A4 O US Letter Define List Items for Referral Sources
Enter additonal menu items in the next available row
Allow Catchup Bookings
N =0 o Existing Client b =
®Yes ONo
Set Automatic Rollover of Bookings Family ®
©¥esRONo Local Newspaper ®
Preschool ®
Radio ®
Automatically Print Receipts
School ®
Aways v
Signage b
Email Method Television ®
© Default Email Appiication
O SMTP Server Yellow Pages ® :

Enable SMS via SMS Global
@Yes ONo

Enable Connections via FileMaker Pro
# Allowed Connections

1

100 = Browse

NB: Delete an existing referral code by clicking the red cross to the right of the
relevant code. When deleting a record you will always be asked to confirm the
record needs to be deleted.
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Defining List Items for Assessment Status

Items displayed in this list will be displayed in the drop-down menu for source of referral within
the family record.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Lists is selected within the set of tab cards across the top of your
screen.

800 Splash

& system Defaults 9 June 2014 .
Splash )

Swim School Default Settings

Documents [ Bookings Student Lists Shifts Custom Reports
Default City For All New Records

Relationship [ Medical Exit Referral Goal Status

4. Select the Referral tab card.

5. Simply edit an existing code, or click in the next available line to add a new

® 0o Splash
3 ’** System Defaults 9 June 2014 é
Splash l
Swim School Default Settings
Documents I Bookings Student Lists Shifts [ Custom Reports
Default City For All New Records
Relationship [ Medical Exit Referral | Goal Status
Default Paper Size .
o el Define List Items for Goal Status
Enter additonal menu items in the next available row
Allow Catchup Bookings Vastored w K A
®Yes ONo
Set Automatic Rollover of Bookings Leaming PR
©Yes ONo Introduced | &
x -
Automatically Print Receipts
Always v
Email Method

® Default Email Application
O SMTP Server

Enable SMS via SMS Global
@®Yes ONo

Enable Connections via FileMaker Pro
# Allowed Connections

1

7]

100 = b Browse

NB: Delete an existing goal status code by clicking the red cross to the right of
the relevant code. When deleting a record you will always be asked to confirm
the record needs to be deleted.
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Defining Shift Times

Forget searching for sessions or bookings based on the start time. Simply define shifts by
start and end time and the shift name will be displayed in both the session and the bookings
file. Shift information is updated at the time a session created. If you change the times or
names for a shift, the change will not take affect until new sessions are made.

Creating a New Shift

1. Click the Preferences tools on the top right of your screen.

Select System Defaults.

3. Ensure Shifts is selected within the set of tab cards across the top of your

screen.

@Yes ONo

Automatically Print Recelpts

Only When Family Entered v

Email Method

® Default Email Application

O SMTP Server

Enable SMS via SMS Global
@®Yes ONo

Enable Connections via FileMaker Pro
# Allowed Connections

4

Splash
d /" System Defaults 9 June 2014 é
Splash N
Swim School Default Settings
§ Documents I Bookings Student Lists Shifts Custom Reports
Default City For All New Records
Define Shifts for Reporting Add Shift d}
Default Paper Size Shift Name] StartTime __End Time
© A4 OUS Letter Morming 3:00 AM FEZTIVIS - G
Allow Catchup Bookings Aftemoon 200PM  1059PM  $§
®Yes ONo
Set Automatic Rollover of Bookings LIMITED

Helpdesk Support

Should you have questions or comments please
contact the author of this database.

For service or helpdesk enquiries please contact:
Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +64 - 27 222 2082
Fax: +64-63724714

SKYPE: computerize

www.computerize.co.nzicontact

4. Click once on the Add Shift button to display the Create New Shift dialog.
Enter a Shift Name as well as the Start and End Time for the shift you are
creating.

6. Click Done to save the shift details and close the dialog.

O O O Create New Shift
#P Create New Shift
Shift Name
Evening
Enter Start and End Times
Start Time 6:00 PM
End Time
,
D

NB: Itis important not to overlap shift times when creating new shifts. If a shift

begins at 3pm, the previous shift probably ends at 2:59pm.
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Editing an Existing Shift
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Shifts is selected within the set of tab cards across the top of your

screen.
4. Simply overtype the Shift Name or Time to amend the details of an existing
shift.
@006 Splash
& system Defaults 9 June 2014 p
Splash N
Swim School Default Settings
Default City For All New Records Documents Bookings Student Lists Shifts Custom Reports
Define Shifts for 1 Addshit =
Default Paper Size P S REm) StartiTtime M EhdiTime|
@A4 O US Letter Morning 3:00 AM 1:59 PM ®
Allow Catchup Bookings Alfterm 200PM__ 1059 P —3E |
®Yes ONo
Sret AI"DI’\H“I: Rollover of Bookings LI M ITED

Deleting an Existing Shift
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Shifts is selected within the set of tab cards across the top of your
screen.

4. Simply click the red cross to the right of an existing shift.

Splash

$ ** System Defaults 9 June 2014 é
Splash :
Swim School Default Settings
§ Documents [ Bookings Student Lists Shifts Custom Reports
Default City For All New Records
Define Shifts for il Add Shift d}
Default Paper 8izo ame StartTime _End Time
@A4 OUS Letter Moming 3:00 AM 1:59 PM ® -
Allow Catchup Bookings Aftermot W
@Yes ONo
Set Automatic Rollover of Bookings LIMITED

NB: After deleting a shift; existing sessions will retain their original shift
information.

Updating an Shift Information on Existing Sessions

Shift information is assigned when the start time is entered on the session record. If you wish
to update the Shift name for any existing session simply retype the start time in the relevant
session record/s.

See User Guide : Updating a Session
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Defining a Custom Report Template

In addition to the programmed reports you have the ability to define an array of additional
reports. When defined as a custom report; the custom report will be displayed in the drop-
down menu of Custom Reports dialog within each module. Many custom reports have
already been created for you. Custom reports are available within the Bookings, Families,
Sessions and Student modules.

There are two types of custom reports:
* Reports
* Graphs
Creating a Template for Custom Reporting

Student names have been defined to over print on paper (or card) of A5 size. This function
enables you to reposition the student name on the certificate.

Check the printer specifications to confirm the weight (gsm) of the paper/card is suitable for
use with your printer.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Custom Reports is selected within the set of tab cards across the top
of your screen.

4. Click once to the Add Report button to display the Create New Report dialog.

e 00 Splash
a ** System Defaults 9 June 2014 é
Splash S
Swim School Default Settings
Documents [ Bookings [ Student Lists Shifts Custof¥eports
Default City For All New Records
-
. Report Title Show Detail
Default Paper Size =
@A4 O US Letter Summary by Class Name O
Allow Catchup Bookings Level 1 Summarize by Class Name Y Level2 Summarize by Weekday v Level3 v
@ Yes ON
ONE3 @D Summary by Instructor and Class Name 08
Set Automatic Rollover of Bookings
s Level 1 Summarize by Instructor v Level2 Summarize by Class Name v Level3 v
Summary by Instructor O
Level 1 Summarize by Instructor v Level2 Summarize by Shift v Level3 v
Automatically Print Receipts Summary by Instructor and Weekday =3
Only When Family Entered 4 Level 1 Summarize by Instructor v Llevel2 Summarize by Weekday v Level3 v
Email Method Summary by Shift and Instructor O
@ Default Email Application Level 1 Summarize by Shift v Level2 Summarize by Instructor v Level3 v
O SMTP Server
Summary by Weekday X
Enable SMS via SMS Global Level 1 Summarize by Weekday v Level2 v Level3 v
@®Yes ONo
Summary by Weekday and Class Name O
Enable Connections via FileMaker Pro Level 1 Summarize by Weekday v Level2 Summarize by Class Name v Level3 v
# Allowed Connections.
1 Summary by Weekday and Shift 08
Level 1 Summarize by Weekday v Level2 Summarize by Shift v Level3 v
v
100 = & Browse

5. Step 1 : Use the drop-down menu provided to define the Base Table for your
new custom report.
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1.0.0 .0 Create New Report |

B
';LP Create New Report

Base Table

Bookings %

Report Name
Summary by Class Name and Age

Specify Summary Breakdown

Level 1 Summarize by Class Name M

Level2 | ize by Age v

Level 3 v

# cancel | Done % |

6. Step 2 : Enter the name you will use to identify this report when it is displayed
in the custom report menu.

7. Step 3 : Select the summary groups which determine how the data will be
grouped and displayed within your report.

Click Done to save the changes you have made and close the dialog.

9. Your new report is ready to be used, it will be displayed in the Custom Report
portal on your screen.

Deleting a Custom Report Template

Custom Reports fall into two categories; System Reports and Custom Reports. You cannot
delete system templates. Custom Reports are displayed with a red cross (delete) on the right
and can be removed from Splash. System reports are not displayed with a red cross and
cannot be removed.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

3. Ensure Custom Reports is selected within the set of tab cards across the top
of your screen.

4. Click once on the red cross (delete) button displayed to the right of the report
you wish to remove.

Splash

o

3 * System Defaults 9 June 2014
Splash

Swim School Default Settings

Documents | Bookings [ Student Lists Shifts Custom Reports

.

Report Title Show Detall

Default City For All New Records

Default Paper Size

©A4 O US Letter Summary by Class Name O 4

Allow Catchup Bookings Level 1 Summarize by Class Name Y Level2 Summarize by Weekday v Level3 %

®Yes ONo

Summary by Instructor and Class Name O
Set Automatic Rollover of Bookings

- Level 1 Summarize by Instructor v Level2 Summarize by Class Name v Level3 v

i —

5. You will be asked to confirm that the selected report should be removed.

6. Click OK to delete the report or Cancel to exit the dialog without making any
changes.

L0006 Delete Custom Report Class

Are you sure you want to delete the report named : Summary by
Shift and Instructor?

i oK Cancel
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Defining User Access

The user module contains access information for all Splash logins. A person (or role) must be
set up as a user before they can use Splash. A username and password, along with
appropriate access privileges must be entered which define the operations that are available

for each login.

Six categories of access have been defined; Add, Delete, View, Report, Export, and
Messages.

When creating a user account, a cross in the box represents access to a function ie. If you do
not want the user to have access to the function, take the check out of the box.

800 Splash
%% User Accounts 9 June 2014 2
Splash L
Select User to View List View Add User Find User Show Al Users Delete User cd A b >
BARBARA SMITH [a] saus[  mactive v]
DAVID SMITH Allow Trial to
SUSAN HARGREAVES UseriD | 2 Cross the box to enable access to the function
TRAC Name | Trial / ADD Records VIEW & EDIT REPORT FROM
USER First Name Last Name Bockings [X] Bookings [X] Bookings [X]
Password | Trial Sessions View Sessions Sessions [X]
. Students [X] Edit Sessions [X] Students [X]
Access Level O Design @ Administator O User Fomilos — Familis (]
Set Default Term and Year at Startup v Payments [X] Families [X] Payments [X]
Classes [X] Payments [X] Classes [X]
Instructors [X] Classes [X] Instructors [X]
Users Class Levels [X] Financial [X]
Instructors [X]
DELETE Records Users [X] EXPORT
Bookings [X] Financial ] *Import Records [X]
Sessions [X] System Setup [ “Export Records [X]
Students POS Setup [X] ;U§els must be able
to import & export to
Families [X] School Details [X] perform rollovers
Classes [X] Templates [X] MESSAGES
Instructors Send Email [X]
Users [X] Send SMS [X]
v
100 = ¢p Browse

Displaying a List of Users
1. Click the Preferences tools on the top right of your screen.
2. Select Users.
3. Click once on the list view button displayed in the blue stripe at the top of your

screen.
800 Splash
> User Account | 9 June 2014 &
Splash >
[sortBy | Access v | Detail View Add User Find User Show All Users Delete User
[ D UserName Access Email Address Email Password Set Default Tem/Year |
@ 1 BARBARA SMITH Design Yes
@ 2 TRAL Administator
ey 3 USER User
Q 6 SUSAN HARGREAVES ‘Administator Yes
@ 7 DAVID SMITH Administator Yes
@ 8  JOHN SMITH User
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Entering a New User
1. Click the Preferences tools on the top right of your screen.
2. Select Users.
3. Click the Add User button to display the Enter New User Account dialog.

@06 Splash

" User Accounts 9 June 2014 4

Splash
List View Find User Show All Users Delete User cd 4

Select User to View

4. Enter a unique User Name and Password for the new user account.

8 00

Add New User

]

m 5. Enter New User Account

Allow John to

Name  John 1 Smith Cross the box to enable access to the function

Frstiame Last Name ADD Records VIEW REPORT FROM

UserName  John Smith Bookings Bookings [X] Bookings
Sessions [X] View Sessions [X] Sessions [X]

Passwor! | I Students Edit Sessions | | Students [X]
Access Level O Design O Administator ® User Families [X] Students [X] Families (X]
Payments Families [X] Payments ||

Set Default Term and Year at Startup v Classes ] Payments [X] Classes [
Instructors [ Classes [ | Instructors [_]

Users [ Class Levels [ | Financial [

Instructors [ |

DELETE Records Users | E5E

Bookings [X| Financial [_| D

Sessions System Setup [] *Export Records ||
s Possap[]  eemmistioste
Families [X] Templates [ ] perform rollovers

Classes [ | School Details || MESSAGES

Instructors ] Send Email [X]

Voo send SMS [ ]

5. Place a cross in the box to the right of all functions your new user should

00 Add New Uler ]
& Enter New User Account
|
Allow John to 1
Name | John 1 Smith Cross the box to enable access to the fu |
First Name Last Name ADD Records i REPORT FROM |
UserName  John Smith Bookings [X] Bookings [X] Bookings [X] |
Sessions [X] View Sessions [X] Sessions
|
Password | password| Students Edit Sessions [_| Students [X]
Access Level O Design O Administator ® User Families

Families Students !

6. Leave the box blank to the right of any function your new user should NOT
have access to.

7. Click the Done button to save the new user account and return to the User
screen.

NB: At least one user account must have access to ADD Records for Users

otherwise you will not have access to modify or add future user accounts.

NB: The Import and Export functions must be selected if a user is required to
perform session or booking rollovers.

User Documentation — Splash V6.0 Page 37



Deleting a User
1. Click the Preferences tools on the top right of your screen.
2. Select Users.

3. Using the portal on the left of the screen, click once on User Account you
wish to delete.

4. The portal row will be highlighted to indicate the active record. The
information for the selected account will be displayed on the right of your

screen.
800 Splash
ﬂif ** User Accounts 9 June 2014 ¢
Splash S
e List View Add User Find User Show Al Users Delete User A
BARBARA SMITH Siahs A4
DAVID SMITH Allow John to
JOHN SMITH UserD | 8 Cross the box to enable access fo the function
SUSAN HARGREAVES Name | john 1| smith 'ADD Records VIEW & EDIT REPORT FROM
Lz:; (RS Lectiiane Bookings Bookings Bookings [X]
Password | password Sessions [X] View Sessions [X] Sessions [X]
Students [X] Edit Sessions [_| Students [X]
Access Level O Design O Administator @ User I Students [ Families [X]
Set Default Term and Year at Startup v Payments [X] Families [X] Payments

Click once on the Delete User button

6. You will be asked to confirm the account that is to be deleted.

L0006 Delete User

Are you sure you want to remove the account for John Smith?

oK Cancel

7. Click the OK button to delete the selected account or Cancel to return to the
User Account screen without making a change.
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Defining Instructor Details

All instructors teaching at your swim school must be recorded in the instructor module. A
session cannot be assigned to an instructor unless the instructor has been recorded and the
appropriate class added to the list of Approved Classes.

Personal information and contact details for each instructor is displayed in the centre of the
screen.

8006 Splash
' ** Instructors/Teachers 9 June 2014 '3'
Splash )
Filter By Instructor Name: 21 CustomReports |
Sort By m Instructor Approved for Classes Q i
To Be Advised [a] Instngr o] Bs
o ——— o Barbara /[ smin Barbara has been authorised to take the following classes:
Lynda Wightman First Name Last Name o DOL v Dolphins 150305  $§ |4
Brian Thomson ate of Birth | 2/5/1970 Age a3 Q PEN v Penguins 104105 3§
Dave Smith Gender | F v @ PRV v Private 100505 $
Jane Brown @ SEA v Seals 110405 $§
John Smith Medical v
Q@ SHA v Sharks 10405 3§
Q@ TUR v Tutles 100505 3§
Q@ WHA v Whales 20305
« s %
Contact Details Comments
Address 123 any st
Churton Park
Suburb
City  Welington PC
Contact Details
-\ Email bararas@xtra.conz
Home 04 478 4616 o =
Mobile 027 2222082 ®
Employment
In Cdge of Emergency
Name | pavid Smith StertDate| 1132005
Telephgne 027 2731497 Fnd ate
v

100 = & Browse

Restricted access to this area of the database ensures only approved system users can view
the information.

Each instructor record also contains two tab cards:
* Approved for Classes

e Qualifications
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Approved for Classes — this section of Splash is used to define which classes an instructor
is qualified to teach. The lined portal should display each of classes you might need to assign
the instructor to teach. The red cross is used to remove any class from the list.

Splash

9 June 2014

Approved for Classes

Barbara has been authorised to take the following classes:

Q@ Dol v Dolphins 150305 $§ |4
‘@ PEN v Penguins 10405 3§
Q PRV v Private 100505 3§
Q@ SEA v Seals 1104105 3§
‘Q  SHA v Sharks 1104105 3§
Q@ TR v Turtles 100505 3§
Q@ WHA v Whales 200305 3§
@ ' ®

® 00
: * Instructors/Teachers
Splash
Filter By Instructor Name:
SortBy | Ful Name v || Instructor
Instructor ID
To Be Advised = netuctoriD| BS
Barbara Smith Name | Barbara I smith
Lynda Wightman First Name Last Name
Brian Thomson Date of Birth | 2/5/1970 Age| 43
Dave Smith S =
Jane Brown
John Smith Medical v
Contact Details Comments
Address  123any st
Churton Park
Suburb
City  Welington PC
Contact Details
) Email barbaras@xira.conz
Home 04 478 4616 o
@ Mobile 027 2222082 ®
In Case of Emergency
Name | pavid Smith
Telephone | 027 2731497
[v]
100 = & Arowse

Employment
Start Date  1/3/2005

End Date

Qualifications —this section of Splash is used to record specific instructor qualifications and
their respective expiration date. Record information such as first aid, or swim teaching
qualifications in this area of Splash.

8 006 Splash
: * Instructors/Teachers 9 June 2014 P
Splash -
Filter By Instructor Name: 000 CcustomReports |
SortBy [ Full Name v]|| mnstructor Approved for Classes Q
Instructor ID
To Be Advised || nstructor BS
Barbara Smith Name | Barbara 1 Smith Qualification Obtained Expires
Lynda Wightman First Name Last Name First Aid 9/06/13 90614 |4
Brian Thomson Date of Birth | 2151970 Age 43 AUSTSWIM 110113
Dave Smith Gender| F v
Jane Brown
John Smith Medical v
Contact Details Comments

Kl

100=g 5 Browse

Address 123 any st
Churton Park
Suburb
City  Welington PC
Contact Details

Email  barbaras@xira.conz

Home 04478 4616 o
@ Mobile 027 2222082 ®
In Case of Emergency

Name  David Smith
Telephone 027 2731497

Page 40

User Documentation — Splash V6.0




Displaying the Instructor Home Screen

The instructor home screen displays as a list of all instructors registered to teach in your
school.

1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.
Listing Instructor Records

Each instructor record in Splash can be displayed in either the entry screen or list view. List
view will display all records in the found set.

1. Click the Preferences tools on the top right of your screen.

2. Select Instructors.

800 splash
** Instructors/Teachers 9 June 2014 é
Splash >
Filter By Instructor Name: List VIewE Add Instructor Find Instructors ~ Show All Instructors  Delete Instructor <A Custom Reports

3. Click once on the List View button displayed in the blue stripe at the top of
your screen.

4. The list of Instructors will be displayed on your screen.

Splash

Instructors/Teachers 9 June 2014

Splash o

SotBy | Full Name v Detail View Add Instructor Find Instructor  Show All Instructors ~ Delete Instructor

| D LastName First Name Address Email Telephone Status
Q  TBA Advised ToBe email@test.co.nz Active

| Q  BS smin Barbara 123 any st, Churton Park, Wellington barbaras@xtra.co.nz 027 2222082 Active
Q W wightman Lynda 54 Wightson Rd, Tawa lyndaw@paradise.net.nz 04234 4568 Inactive
&3 BT  Thomson Brian 118 Main Rd, Tawa 04 567 3456 Active
@  Dbs smih Dave 027 2222082 Active
Q JB  Brown Jane Active

NB: Click the magnifier beside the Instructor Name to display the corresponding
data entry screen.
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Entering a New Instructor

A new record should be created whenever the school employs a new instructor. An instructor
cannot be assigned to teach a lesson unless they have been registered in the Instructor

module.
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

Click once on the Add Instructor button displayed in the blue stripe at the top
of your screen.

8006 splash

" Instructors/Teachers 9 June 2014 p
Splash :

Filter By Instructor Name: List Vie Add Instructor Finyinstructors  Show All Instructors  Delete Instructor <d

o Custom Reports

4. A blank Instructor entry form will be displayed on your screen.

18 OO0 Add New Instructor ]

o Enter New Instructor
=

/— Instructor ID must
Instructor ID s be Un|que

Name  John Smith

Address | | |

Suburb
City PC

Contact Details
Email

. - Select default

T :\// telephone number
obile O

Emergency Contact

Name

Telephone

Comments

Start Date  9/6/2014

5. Complete as many details as possible on the Personal screen. An instructor
record must contain an Instructor ID. The Instructor ID must be a
unique identifier; we recommend using instructor initials as the ID.

6. Click the Done button when all relevant details have been entered.
7. The Instructor details screen will be displayed.

[SXeXs) Splash
i St
* Instructors/Teachers 9 June 2014 ¢
Splash S
Filter By Instructor Name: List View Add Instructor Find Instructors  Show All Instructors  Delete Instructor ol |, CustomReports
Everyone Status. Active v
Sort By ‘ Full Name v || Instructor Approved for Classes Qualifications
[Tosondvees  |a]| mewetrid ss
SemreE Name Barbara / Smith Qualification Obtained Expires
Lynda Wightman First Name Last Name First Aid 9/06/13 9/06/14 A
Brian Thomson Date of Birth  2/5/1970 Age| 43 AUSTSWIM 110113
Dave Smith Gender | F v
Jane Brown
John Smith Medical v
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Defining Classes for an Instructor
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

3. Use the Finding an Instructor function to locate the instructor record you
wish to update.

4. When the correct instructor screen is displayed use the portal on the right of
the screen to enter the details of the classes the instructor is qualified to
teach.

5. Define a new class by selecting the Class ID from the drop-down menu in the
next available row. The name of the class will automatically be displayed to
the right of the Class ID.

6. Enter the date approval was given for the instructor to teach the selected

Splash
4 ** Instructors/Teachers 9 June 2014 é
Splash )
Filter By Instructor Name: List View Add Instructor Find Instructors ~ Show Al Instructors  Delete Instructor 7170 CustomReports
SortBy [ Ful Name v|| mnstructor Approved for Classes Q
Tl Instructor ID
To Be Advised A nefucioriD| BS
—— Name Barbara / Smith Barbara has been authorised to take the following classes:
Lynda Wightman First Name Last Name Q@ Dol v Dolphins 150305 ¢ |4
Brian Thomson Date of Birth  2/5/1970 Age 43 Q PEN v Penguins 1/04/05 ¥
Dave Smith Gender F v @ PRV v Private 100505 9§
Jane Brown Q  SEA v Seals 110405 $§
John Smith Medical v
Q@ SHA v Sharks 104105 3§
Q@ TWR v Turtles 100505 3§
Q@ WHA | v Whales 20305
Q = R
DOL
PEN
PRIV
SEA
Contact Details Comments [ sha
sqi
_TUR L
Address 123 any st WHA
Churton Park
Suburb
City  Welington PC
Contact Details
Email barbaras@xira.conz
Home 04 478 4616 v
@ Mobile 027 2222082 ®
Employment
In Case of Emergency
StartDate  1/3/2005
Name | pavid Smith
End Date
Telephone | 027 2731497
[v]
100= G E  Browse

NB: The information will be saved as soon as you select another instructor or
leave this screen.
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Finding an Instructor

Using the Find Portal
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

3. The Instructor details screen will be displayed.

Splash
: Instructors/Teachers 9 June 2014 &
Splash -
Filter By Instructor Name: P SS Elstom Reports
SortBy [ Ful Name v]|| mnstructor Approved for Classes Qualifiati
Instructor ID
To Be Advised || nstructor 8BS
E—— N Barbara 1 [ smit Barbara has been authorised to take the following classes:
Lynda Wightman First Name Last Name ‘@ DoL ¥ Dolphins 150305 $§ |4
Brian Thomson Date of Birth - 2/5/1970 Age| 43 Q@ PEN v Penguins 104105 3§
Dave Smith Gender | F v @ PRV v Private 100505 3§
Jane B
ane Brown @ SEA v Seals w0405
John Smith Medical v
@ SHA v Sharks 104105 3§
Q  TWR v Turtles 100505 $§
Q@ WHA v Whales 20305 3§
al [ ®
DoL
PEN
PRIV
SEA
Contact Details Comments [ sHa
sqi
TUR
Address  123any st WHA
Churton Park
Suburb
City  Welington PC
Contact Details
Email  barbaras@xtra.co.nz
Home 04 478 4616 o ~
@ Mobile 027 2222082 ®
Employment
In Case of Emergency
Start Date  1/3/2005
Name | pavid Smith
End Date
Telephone | 027 2731497
[v]

100 =g &5 Browse

4. Enter the instructor first name or last name in the portal filter displayed on the
left of the screen.

5. Using the portal on the left of the screen, click once on Instructor you wish to
display.

6. The portal row will be highlighted to indicate the active record. The
information for the selected account will be displayed on the right of your
screen.
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Using the Find Command
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

3. Click once on the Find Instructor button located on the blue stripe at the top
of your screen

®006 Splash

* Instructors/Teachers 9 June 2014
Splash

’W List View Mdlnswll Instructors  Delete Instructor ZZS Custom Reports
4. The Search for an Instructor dialog box will be displayed on your screen.

&

006 Splash
-0
—“‘ Search for an Instructor

Instructor ID @ Status v

Name | smith

Address q

Contact Details
Email  Q
Telephone o
Mobile

Emergency Contact

Name q
Telephone o

Comments Q

";‘& Cancel <+ New Request ‘=Omllewrds | Constrain Set

‘ Extend Set | ‘“Fmd Now ‘

5. Enter the criteria for your find by typing your search details in the appropriate
fields.

Click the Find Now button.

7. If one record is located the record will be displayed on the Instructor entry
screen. If multiple records are located the found set will be displayed in the
list view.
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Updating Instructor Details

1. Use the Finding an Instructor function to locate the instructor record you
wish to update.

2. When the correct instructor screen is displayed simply overtype any of the
information to update the information that has been stored.

Deleting an Instructor Record

As a rule a record should only be deleted if it was made in error.. Instructor records can be
deleted from either the Instructor entry screen or the list view.

Deleting an Instructor from List View

® 0 0 Splash

& Instructors/Teachers 9 June 2014 é
Splash '

Filter By Instructor Name: List View Add Instructor Find Instructors  Show All Instry€tors  Delete Instructor e - Custom Reports

1. Use the Finding an Instructor function to locate the instructor record you
wish to delete.

2. When the correct instructor screen is displayed click once on the row
containing the instructor you wish to delete.

3. Click once on the Delete Instructor button.

4. You will be asked to confirm you wish to delete the selected Instructor.

006 Delete Instructor

Are you sure you want to remove the instructor record for John
Smith?

| OK | Cancel

5. Click OK to delete the selected instructor or Cancel to return to the instructor
screen without making a change.

Deleting an Instructor from the Instructor Entry Screen
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

3. Using the portal on the left of the screen, click once on Instructor you wish to
delete.

4. The portal row will be highlighted to indicate the active record. The
information for the selected instructor will be displayed on the right of your

screen.
800 splash
* Instructors/Teachers 9 June 2014 é
Splash S
Filter By Instructor Name: List View Add Instructor Find Instructors ~ Show All Ins o) ) Custom Reports
SortBy [ Full Name. v || Instructor Approved for Classes Quali

Instructor ID| JB
To Be Advised 4
Barbara Smith Name | Jane /| Brown Jane has been authorised to take the following classes:

Lynda Wightman First Name Last Name ‘q v D

x%
_ I

Brian Thomson Date of Birth o [ *e v

5. Click once on the Delete User button

6. You will be asked to confirm the instructor that is to be deleted.

0.0 .6 Delete Instructor

Are you sure you want to remove the instructor record for John
Smith?

OK Cancel

7. Click the OK button to delete the selected Instructor or Cancel to return to the
Instructor screen without making a change.
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Changing an Instructor to Inactive

Changing an instructor to inactive will not affect sessions that have already been assigned to
the selected instructor. It will however prevent you from being able to assign the instructor to
additional sessions while they are inactive. Approved classes will be made inactive at the
same time as the instructor record is made inactive.

1.
2.
3.

Click the Preferences tools on the top right of your screen.
Select Instructors.

Using the portal on the left of the screen, click once on Instructor you wish to
update.

The portal row will be highlighted to indicate the active record. The
information for the selected instructor will be displayed on the right of your
screen.

5. Update the Status field on the top right of your screen.
0o Splash
"#& ' Instructors/Teachers 9 June 2014 y,
Splash )
Filter By Instructor Name: List View /Add Instructor Find Instructors Show All Instructors Delete Instructor o CM Reports
Everyone Status Inactive v
SortBy [ Full Name v || nstructor Approved for Classes Qualifications
Instructor ID JB.
To Be Advised a
Barbara Smith Name  Jane I [ Brown Jane has been authorised to take the following classes:
Lynda Wightman First Name Last Name o] v Iphins K [~
Brian Thomson Date of Birth Age Q@ v P ¥
Dave Smith - = Q = %
Jane Brown ‘ = x
John Smith Medical Q
QTR I x

NB: If you wish to reinstate an instructor simply return to the same screen and
change the record status back to Active.
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Printing Instructor Reports

You must be in the Instructor section of the database to print the following reports. All reports
are generated from the Print menu.

Printing a List of Instructors
This report displays the name, address and contact details for the found set of instructors.

1. Use the Finding an Instructor function to locate the instructor record you
wish to include in your report or click the Show All Instructors button to
include all instructors,

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... from the Print menu and select Instructors from the pop-out
menu displayed.

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
=
Print  Page Setup

Script Is Paused | Continue

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

006

Do you want to print the instructor listing?

Cancel | [  PDF oK |

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

List of Instructors/Teachers

Instructor Name & Address Telephone Mobile
TBA To Be Advised 027 2222082
BS Barbara Smith 04 478 4616 027 2222082

123 any st,
Churton Park,
Wellington
LW Lynda Wightman 04 234 4568 027 2222082
54 Wightson Rd,
Tawa
BT Brian Thomson 04 567 3456 027 2222082
118 Main Rd,
Tawa
DS Dave Smith 027 2222082
JB Jane Brown 027 2222082
JS John Smith

Page 48 User Documentation — Splash V6.0




Defining Class Details

The Class Record

The Classes home screen contains a record of all classes offered within your school. Each
class record contains generic class information along with the following three tab cards:

Approved Instructors — Use this area of the screen to maintain a record of which instructors
are qualified to take the class. Simply enter the Instructor ID in the next available row.

8006 Splash
a v - Classes 9 June 2014 ')'Q'
N
Splash
Select Class to View
a Status Active v
PRIVATE Approved Instructors | Goals [ Colours
TURTLES Class D DOL
PENGUINS Class Name  Dolphins The following instructors can take this type of class Date Approved
SEALS . A
E I || Provemme Schootage ] B |v eetesmn LAy
SHARKS Classification  Lesson <@ BT |v  BrianThomson 4/04/05 ®
WHALES § -
saQuip Location  Main Pool @ 48 |v  JaneBrown ®
BRONZE SQUAD @ TBA |v  ToBeAdvised ®
Class Size 4 Class Level 4
Level 4 <X v Pod
Display Colour Dolphins
Red 231
Green 108
Blue 248
Cost of Session
Cost Method  Cost Per Session
Default Cost $10.00 DD Cost $9.50
Comments
&
v
100 =g O Browse

Class Goals — Displayed in the second tab card on the right of the screen; here you can view
a list of goals that should be achieved by each student in this class. The goals displayed here
relate to the class level you have selected on the left of the screen..

8009 Splash
U v * Classes 28 September 2014 '\(
Splash -
Select Class to View
n
PRIVATE Approved Instructors [ Goals. [ Colours
TURTLES ClassID  DOL
PENGUINS Class Name  Dolphins Class Level | 4 Level 4 Goals Displayed Below Abbrev Code
SEALS
Programme  School Age 4  Bubble and breathe 10 metres BB10 =
SHARKS Classification  Lesson
WHALES ) 2 Kickon Back 10 metres K810
saup Location | Main Pool
BRONZE SQUAD 3 Breaststroke Kick 5 metres BKick
Class Size 4 ClassLevel 4
Laralit 4 Butterfly Ams 5 metres FAms

Display Colour

Dolphins

Red 231 5
Green 108
Blue 248

Cost of Session

CostMethod  Cost Per Session

Default Cost $10.00 DD Cost $9.50

Comments

([

100/= & Browse
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Class Colours — Displayed in the third tab card on the right of the screen; Colours links to a
page on the internet so you can view a spectrum of colours. It is used to define the colour of
the text when a class is displayed in the diary or session listings within Splash..

800 Splash
> “ Classes 28 September 2014 &
Splash -
Select Class to View
a Status Active v
PRIVATE Approved Instructors | Goals. | Colours
TURTLES ClassID | DOL
PENGUINS Class Name | Dolphins
SEALS
B || Fovee oo
Oy | e
SHARKS Classification | Lesson OJOr [ <oy
WHALES ) i
sQuip Location  Main Pool
BRONZE SQUAD
Class Size 4 Class Level 4 # Vi
Level 4
Display Colour ;
B Dolphins
Red 231
Green 108
Blue 248
Cost of Session
CostMethod  Cost Per Session
Default Cost $10.00 DD Cost $9.50
Comments
Generate Color Scheme: COMPLEENTARY - TRIADE - TETRACE - ANALOGIS - O
Link to ColorPicker.com - Quick Tips - CSS Examples - Color Chart
| © ColorPicker.com - Quick Online Color Picker Tool. HTML Color Codes |
v
100/ = & Browse

Displaying the Class Home Screen

1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

806

Splash
§ " Classes 9 June 2014 é '
)
Splash
Select Class to View
= Status. Active v
PRIVATE Approved Instructors ] Goals. [ Colours
TURTLES ClassID DOL
PENGUINS ClassName  Dolphins ‘The following Instructors can take this type of class Date Approved
SEALS
I || rrogsmmo ScnoolAge X Be |v  atmsmn LAy
SHARKS Classification  Lesson g BT ‘v Brian Thomson 4/04/05 ®
WHALES
s e[ o @ B [v oo ®
BRONZE SQUAD @ TBA |v  ToBeAdvised ®
Class Size | 4 Class Level | 4
Level 4 < v Pod
Display Colour Dolphins
Red | 231
Green | 108
Blue | 248
Cost of Session
CostMethod  Cost Per Session
Default Cost $10.00 DD Cost $9.50
Comments
[v]
v
J00=d | Browse
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Listing Class Records

Each record in your database can be displayed in either the entry screen or list view. List
view will display all records in the found set — see the bottom left corner of the screen for the
size of the current found set.

1. Click the Preferences tools on the top right of your screen.

2. Select Classes.

Splash

Classes 9 June 2014
Splash

Select Class to View List View Add Class Find Class Show All Classes Delete Class. d 4, e |

3. Click once on the List View button displayed in the blue stripe at the top of
your screen.

4. The list of Classes will be displayed on your screen.

Splash
/" Classes 9 June 2014 p
Splash €
SortBy | size v Detail View Add Class Find Class Show All Classes Delete Class
D Name Level  Programme Classification Size Colour _Cost Method s oDs |
Q@ ASMT  Assessment 2 Assessment Lesson 6 Cost Per Session $0.00 $0.00
Q PRV Private 1 Private Lesson L | Cost Per Session $15.50
Q TUR  Turtles 1 Preschool Lesson 8 [ | Cost Per Session $15.00
Q PEN  Penguins 2 Preschool Lesson 4 Cost Per Session $8.50
Q SEA  Seals 3 School Age Lesson N | Cost Per Session $10.00
Q DOL  Dolphins 4 School Age Lesson 4 Cost Per Session $10.00 $9.50
Q@  SHA  Sharks 5 School Age Lesson CH | Cost Per Session $10.00
Q@ WHA  Whales 6 School Age Lesson 0| 1 Cost Per Session $10.00
Q sal squid 6 Preschool Lesson L | Cost Per Session $15.00
Q BRO  Bronze Squad 7 Competitive Squad 10 [ | Cost Per Term $100.00 $100.00

NB: Click the magnifier beside the Class ID to display the corresponding data
entry screen.
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Entering a New Class

A class record should be created whenever a new class is offered by your swim school. A
session cannot be created unless the related class exists in the class module.

Information in this screen is copied to the session record when a new session is created for

this class.

1. Click the Preferences tools on the top right of your screen.

2. Select Classes.

Splash

F " Classes
Splash

| Select Class to View

‘ List View Add Class Findl Class Show All Classes Delete Class

3. Click once on the New Class button

9 June 2014

4. A blank Class entry screen will be displayed on your screen

. ®00

Add New Class

]

a3 Enter New Class

ClassID = SH

Class Name = Seahorse

Programme | |

Classification

Location

Class Size Class Level

Display Colour seahorse
Red 0
Green 0
Blue 0
Cost of Session
Cost Method
Default Cost DD Cost
Comments
# cancel ‘

Done % ‘

Enter a unique Class ID. A minimum of three characters is required.

For flexibility in reporting you can define a Programme (preschool,
afterschool, etc) and a Classification (Lesson or Squad) for each class.

Class Size

Class Level I:I

-1 Assessment
1Level 1
Seahor¢2Level2

3Level 3
4 Level 4
5Level 5
6 Level 6

Display Colour
Red 0

Green 0

Blue 0

Enter the Class Level to link this class to the set of goals which are required.

7 Beginner Squad

8. Goals for this class will automatically appear when the class record is saved

9. Enter the Cost method and default price for the class.
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Understanding Class Costs
Class costs can be defined in one of two ways;

Cost per Session — The cost of the block is dependant upon the number of lessons in the
block e.g. if running a 4 week block the cost will be the Cost Price multiplied by 4, if running a
10 week block the cost will be the Cost Price mulitplied by 10. Select this method if the
amount you charge your clients differs depending on the number of lessons each term.

Cost per Term — The cost of the block is the same for all bookings irrespective of the number
of lessons. Select this method if the amount you charge does not differ for a 4 or 5 week
month or does not differ for a 10 or 11 week block.

Default Cost — The value that will be carried through to all sessions as the default price.

DD Cost — The value that will be carried through to all sessions as the default Direct Debit
price. This price will be used to calculate the cost for clients who have been identified as
paying by Direct Debit.

NB: You have the ability to override the default price for each booking using discounts,
credits, and Swim for Free Values when a booking is made.

Understanding How Costs Affect Rollover

All costs are copied to a session at the time the session record is created. In the case of a
rollover the cost for the new term is set at the value displayed here at the time the rollover
was done.

If you wish to change pricing for the coming term, remember to update the class record prior
to completing your rollover.

Defining Approved Instructors

This area of Splash is used to define which instructors are qualified to teach the selected
class. The lined portal should display each of instructors who might need to be assigned.
The red cross is used to remove any instructor from the list

1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

3. Using the portal on the left of the screen, click once on class you wish to
update.

4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.

800 _ Splash
i i FoH Classes 9 June 2014
Splash ’

List View Add Class Find Class Show All Classes Delete Class

Select Class to View

PRIVATE Approved Instructors Goals Colours
TURTLES ClassID | SH

Class Name ~ Seahorse The following instructors can take this type of class Date Approved
SEALS

>

Programme | Preschool @ BS |v  Barbarasmih 1104/12

Classification Q@ BT |v  BrianThomson 25/04/13

WHALES
SQuUID @ TBA |v  ToBeAdvised 1101110

o
BRONZE SQUAD Q :E
SEAHORSE Class Size 6 Class Level 4 BS Barbara Smith
Level 4 _ BTBrianThomson
DS Dave Smith
Seahorse — JS John Smith =

Red 48 TBATo Be Advised
Green 148
Blue 37

5. Use the portal on the right of the screen to define the instructors approved to
take the class.

Location

t 4R 3B 4P 4

Display Colour

6. Enter each instructor on the next available line in the portal.

7. The information will be saved as soon as you select another class or exit this
screen.
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Defining Goals for the Class

The goals, which are displayed for each class, are solely dependant on the class level which
has been assigned. If the goals are incorrect simply assign another level or update the goals

in the Class Levels area of Splash.

1. Click the Preferences tools on the top right of your screen.
2. Select Classes.
3. Using the portal on the left of the screen, click once on class you wish to
update.
4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.
5. Select the Goals tab card to view the goals currently assigned to the class.
(<) O}O» Splash
& Classes 9 June 2014 J
Splash £3
L List View Add Class Find Class Show All Classes Delete Class e >
A Status
PRIVATE [ Approved Instructors Goals Colours
TURTLES ClassID SH
ClassiNamel| Seahorss Class Level 4 Level 4 Goals Displayed Below Abbrev Code
SEALS Programme | Preschool 1 Bubble and breathe 10 metres BB10
SHARKS Classification  Lesson
WHALES 2 Kick on Back 10 metres KB10
sQuD Location  Learners Pool
BRONZE SQUAD 3 Breaststroke Kick 5 metres BKick
SEAHORSE Class Size 6 Class Level 4
Levells 4 Butterfy Arms 5 metres FAms
Display Colour Seahorse
Red 48 5
Green 148
Blue 37
Cost of Session
Default Cost DD Cost
Comments
(=]
100 = g Browse
6. If necessary update the Class Level to link this class to the set of goals which
are required.
Class Size Class Level l:l
-1 Assessment
. 1 Level 1
Display Colour Seahorﬂ Level 2
Red 0 3 Level 3
Green | 0 4 Level 4
5Level 5
Blue 0 6 Level 6
7 Beginner Squad
7. Goals for this class will automatically appear when the class level is selected.
8. The information will be saved as soon as you select another class or exit this
screen.
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Printing a List of Class Goals

This report displays a list of the goals linked to the selected class. Access to this report is
restricted to those who have access to report class information.

1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

3. Using the portal on the left of the screen, click once on class you wish to print
the goals for.

4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.

5. Select List of ... from the Print menu and select Class Goals from the pop-
out menu displayed.

® 00 Splash
'** Classes 9 June 2014 é
Splash -
N
e List View Add Class Find Class Show All Classes Delete Class a4 S
PRIVATE Approved Instructors Goals I Colours
TURTLES Class D SH
E Class Name | Seahorse Class Level 4 Level 4 Goals Displayed Below Abbrev Code
SEALS
Programme | Preschool 1  Bubble and breathe 10 metres BB10 -
SHARKS Classification ~ Lesson
WHALES 2 Kick on Back 10 metres KB10
sQuiD Location  Learners Pool
BRONZE SQUAD 3 Breaststroke Kick 5 metres BKick
SEAHORSE Class Size 6 Class Level | 4
Taval 4

6. 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] & L
Save as Excel Save as PDF Print _Page Setup
Layoue: [ FAPRT List I viewas: =[] | Script Is Paused | Continue

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

Leo. (@) Message

Do you want to PRINT or PDF the Class Goal Sheet?

Cancel [ PDF | Print

8. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Class Information for Dolphins (DOL)

Program : School Age
Classification : Lesson
Level : Level 4

Size: 4

1 Bubble and breathe 10 metres BB10
2 KokonBackfomewes KB1O
3 BressbioteKikSmetes oEkk
4 buedyAmsbmerss Fams
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Defining the Colour of a Class

Each class can be represented as a different colour in the diary or list of sessions. This area
of Splash is used to customise the colours that you wish to use.

Colours are determined using the RGB colour palette. This means you need to enter 3
numbers one red value, one green value, and one blue value in order to display a colour.
RGB values are any number between 0 and 255.

A colour picker has been added to Splash to help you identify effective screen colours.

The sample below shows green represented as R=46, G=148, and B=37.

Approved Instructors | Goals [ Colours

CQ 101 P “‘ i trivago Hotel search Check-in

Check-out sun, 2

Room f§  Double

115

# 269425 &

75

58

46

148

T QP P W T

37

Add to
My Colors

Generate Color Scheme: COMPLEVENTARY + TRIADE + TETRADE « AHALOSIE - HONE

Link to ColorPicker.com - Quick Tips - CSS Examples - Color Chart

© ColorPicker.com - Quick Online Color Picker Tool. HTML Color Codes

1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

Using the portal on the left of the screen, click once on class you wish to
update.

4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.

8006 Splash

* Classes 9 June 2014 é
Splash >
e
Select Class 1o View List View Add Class Find Class ShowAll Classes  Delete Class A A >
ay status | v
PRIVATE Approved Instructors Goals Colours
TURTLES ClassID SH
SENGUINS Class Name | Seahorse Class Level = 4 Level 4 Goals Displayed Below Abbrev Code
SEALS =
S Programme | Prescioo! 1 Bubble and breathe 10 metres BBIO |4
SHARKS Classification ~ Lesson
WHALES 9 Kick on Back 10 metres KB10
sauip Location  Learners Pool
BRONZE SQUAD 3 Breaststroke Kick 5 metres BKick
SEAHORSE Class Size ClassLevel 4
Lol 4 Buttery Arms 5 metres FAms
isplay Colour
e Seahorse
Red 48 5
Green 148
Blue 37

Simply enter the R G B numbers in the fields provided on your screen.
6. The colour sample will change to reflect the numbers you have entered.

7. The information will be saved as soon as you select another class or exit this
screen.
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Finding a Class
Using the Find Portal

1.
2.

Click the Preferences tools on the top right of your screen.
Select Classes.

Using the portal on the left of the screen, click once on class you wish to
update.

The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.

8006 Splash
s ‘" Classes 9 June 2014 p
Splash
Select Class to View S > P>
g Status N
PRIVATE Approved Instructors Goals ] Colours
TURTLES ClassID  SH
PENGUINS Class Name ~ Seahorse Class Level | 4 Level 4 Goals Displayed Below Abbrev Code
SEALS "
oo Programme | Preschool 1 Bubble and breathe 10 metres BB10 |4
SHARKS Classification ~ Lesson
WHALES 9 Kick on Back 10 metres KB10
sQuID Location  Learners Pool
BRONZE SQUAD 3 Breaststroke Kick 5 metres BKick
SEAHORSE Class Size Class Level 4
Lenld 4 Butterly Arms 5 metres FAms
Display Colour e
Red 48 5
Green 148
Blue 37

Using the Find Command

1.

Click the Preferences tools on the top right of your screen.
Select Classes.

Click once on the Find Class button displayed in the blue stripe at the top of
your screen.

Splash

d " Classes
Splash

9 June 2014

‘ Select Class to View

SO by P

——————

The Search for a Class dialog box will be displayed on your screen.

8006 Splash

- 7‘ Search for a Class

Class D Q
Class Name | Q

Programme | Preschool

Cassification [ |

Location | @

Class Size Q

Display Colour
Red
Green Q

Blue

Cost of Session
CostMethod | q

Default Cost = Q DD Cost | Q

Comments  Q

# cancel | |+New Request | |—0mm Records Constrain Set | | Extend Set | |0\ Find Now

100/ & Find

User Documentation — Splash V6.0

Page 57




5. Enter the criteria for your find in the appropriate field/s.
6. Click the Find Now button.

7. If one record is located the record will be displayed on the Class entry screen.
If multiple records are located the found set will be displayed in the list view.

Updating Class Details
1. Use the Finding a Class button to locate the class record you wish to update.
2. If one record is located the record will be displayed on the Class entry screen.
3. Update any details as required.

Deleting a Class Record

Class records can be deleted from either the Class entry screen or the list view.

Deleting a Class from List View

1. Use the Finding a Class function to locate the class record you wish to
delete.

2. When the correct class record is displayed in the list click once on the row
containing the class you wish to delete.

3. Click once on the Delete Class button.

‘800 Splash

3o Classes 9 June 2014

rigi
o
*® fas ®
List View Add Class Find Class Show All Classes o e

| Select Class to View ‘

4. You will be asked to confirm you wish to delete the selected class.

006 Delete Class

Are you sure you want to remove Seahorse from the class list?

OK . Cancel

Deleting a Class from the Class Entry Screen
1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

3. Using the portal on the left of the screen, click once on class you wish to
update.

4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.

5. Click once on the Delete Class button.

6. You will be asked to confirm you wish to delete the selected class.

006 Delete Class

Are you sure you want to remove Seahorse from the class list?

OK | Cancel
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Printing Class Reports

You must be in the Classes module of Splash to print the following reports. All reports are
generated from the Print menu.

Printing a List of Classes

This report displays generic class information i.e. Class ID and Class name. Access to this
report is restricted to those who have access to report class information.

1. Use the Finding a Class function to locate the class record you wish to
delete.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... from the Print menu and select Classes from the pop-out
menu displayed.

® FileMaker Pro Advanced File Edit View Insert Classes Format Scripts Tools Help S MmO ¢ D 00%E Sun1:38pm Q E
600 ISt of g ]
; um

> a Class Goals
A5 Classes Chart Showing 28 September 2014 >
Splash >

6. 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

view as: | = [=] 5 | | (Extpreview Script I Paused | Continue |

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

O O 6 Message

Do you want to print the class listing?

Cancel [ PDF | OK

8. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

List of Classes
Max

Class ID Size Cost DD Cost Level Status
ASMT  Assessment 6 $0.00 $0.00 2 Level 2
PRIV Private 1 $15.50 1 Level 1 Active
TUR Turtles 8 $15.00 1 Level 1 Active
PEN Penguins 4 $8.50 2 Level 2 Active
SEA Seals 4 $10.00 3 Level 3 Active
DOL Dolphins 4 $10.00 $9.50 4 Level 4 Active
SHA Sharks 6 $10.00 5 Level 5 Active
WHA  Whales 10 $10.00 6 Level 6 Active
sQl squid 4 $15.00 6 Level 6 Active
BRO Bronze Squad 10 $100.00 $100.00 7 Beginner Squad
SH Seahorse 6 4 Level 4
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Defining Session Details
|

This module contains a schedule of all sessions, which either have been conducted, are
being conducted, or are going to be conducted by your swim school. Generic class
information (date, time, instructor, level, etc) is stored along with class size and the number of
spaces remaining.

The Session Record
Each session record contains the following two sections:

Bookings — displays the generic information about the selected session (location, start date
and time, instructor, and cost). It also includes a list of students with full term bookings or
catchups for the selected session. Catchups and exits are colour coded for easy
identification.

8006 Splash
i * Sessions 9 June 2014 P
Splash -
Filter By: T customReports |
Class Name Bookings Catchups Waiting List [ Comments ] Goals
Instructor. [X] Monday Class Name ~ Turtles g Total Bookings (2)
2 [ Tuesday
B Wednesday ClassLevel 2 Maximum Size 10 Q Jennifer Smith 4.1m 0272222082 w11 |4
erm
Thursda
2014 %Fﬁday v oD @ @  Jessica Hargreaves 12.9m 0272222082 w1
Year Classificati 7
E;z“d’a";y jassificarion| Lesson q & Bridgette Robinson 13.9m 04478 2491 w8
T q ¢ Robert Harper 7.0m 042364567 w1
|o00aM TURTLES  |wed 4 Start Date | 7/5/2014 EndDate | 8/7/2014 q & Amelia Harper 9.5m 042364567 w1
2:00PM  DOLPHINS Wed ) Py
Start Time | 9:00 AM Weekday  Wednesday g ¢ denise taylor 0_11m 042369137 w1
9:30AM  DOLPHINS Wed
Term | 2 Year = 2014 -~
1:00PM  SEALS Wed q & @ JaneWnie 10_2m 04675 1432 w1
1:00PM  SHARKS Wed No. of Sessions | 9 shift | Morning
1:30PM  WHALES Wed Frequency  weekly |v
1:30PM  DOLPHINS Wed Location  Learners Pool ‘ o
9:30AM  TURTLES Wed
10:00A  TURTLES Wed CrsEET D
10:30A  TURTLES Wed CostMethod  Cost Per Session
930AM  SEALS Wed Default Cost 1000
efau
10:30A  SEALS Wed = DD Cost $1000
1100A SEALS wed Default Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fri
9:00AM TURTLES Fri Instructor Details
2:00PM  DOLPHINS Fri Instructor LW Lynda Wightman ko3
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
1.00PM  SEALS Fri
1:00PM  SHARKS Fri Comments
1:30PM  WHALES Fii
1:30PM  DOLPHINS Fri {v]
9:30AM  TURTLES Firi — ©
10:00A TURTLES Fri mum Size
10:30A TURTLES Fri [ < Add Booking Current Bookings 2
9:30AM  SEALS Fri Active Catchups 2
10:30A  SEALS Frijv Previous Session ID: 1826 Current Spaces 6
100= 5 Browse
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Catchups — located in the second tab card on the right of the screen. This area of sessions
is dedicated to the display of catchup bookings. Lessons are colour coded as follows:

Green = Catchup Current Week

Orange = Future Catchup
Red = Past Catchup

8006 Splash
p ¥ ** Sessions 9 June 2014 p
h
Splash
Filter By: ST customReports |
Class Name Bookings Catchups Waiting List | Comments [ Goals.
Al v ClassID  tur v Session 1D | 1895
Instructor [X] Monday Class Name  Turtles Eed
Tuesday
%WB dna;ay Class Level 2 Maximum Size = 10 s3] Robert Harper 7.0m 042364567 11/06/14 |4
[X] Thursday Programme
[X] Friday <Y Bridgette Robinson 13.9m 044782491 11/06/14
[ Saturday Classification ~ Lesson
[ Sunday
R denise taylor 0_11m 04 236 9137 4/06/14
Sessions Details
|o00aM TURTLES  |wed 4 Start Date  7/512014 EndDate | 8/7/2014
Amelia Harper 9.5m 042364567 410614
2:00PM  DOLPHINS Wed Start Time  9:00 AM Weekday ‘Wednesday =
9:30AM  DOLPHINS Wed
100PM  SEALS Wed T | 2 Year | 2014 @ @ Janewnite 102m 04 675 1432 28/05/14
1:00PM  SHARKS Wed No. of Sessions 9 Shift Morning
1:30PM  WHALES Wed Frequency  Weekly K2
1:30PM  DOLPHINS Wed Location  Learners Pool |v
9:30AM  TURTLES Wed
10:00A TURTLES Wed e
10:30A  TURTLES Wed CostMethod | Gost Per Session
9:30AM  SEALS Wed Defautt Cost 1000
efault Cost !
10:30A  SEALS Wed DD Cost $10.00
11:00A  SEALS Wed Default Total $90.00 DD Total $90.00
900AM  PENGUINS Fri
900AM TURTLES Fri Instructor Details
200PM  DOLPHINS Fri Instructor | LW | Lynda Wightman £
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
1:00PM  SEALS Fii
1:00PM  SHARKS Fri Comments
1:30PM  WHALES Fri
1:30PM  DOLPHINS Fri vl
9:30AM  TURTLES Fri
10:00A TURTLES Fri
10:30A TURTLES Fri |
930AM SEALS Fii
10:30A  SEALS Fii| v Provious Session ID: 1626
100 =g 5 Browse

Waiting List — located in the third tab card on the right of the screen. This area of sessions is

dedicated to display waitlisted students. This screen can be used add an additional waitlist
student or to transfer a child directly from the waitlist into the selected session.

800 Splash
9 June 2014 p
O customReports |
Bookings Catchups Waiting List [ Comments ] Goals
v Class D tur v Session ID | 1895
[X] Monday Class Name  Turtles Q@
gw::::aay Class Level 2 Maximum Size 10 9/06/14 Jonathan Fairbrother 04 789 4568 Mark o 4|
Thursday Programme Is moving to the area in June
] Friday o ®
[]Saturday Classification  Lesson
[Jsunday 9/06/14 Jack McArthur 04 566 7894 Andrew cfo
Sessions Details Needs to move to the afternoon.
B | oo ooos | EnaDee | avoow ®
200PM  DOLPHINS Wed Start Time ~ 9:00 AM Weekday | Wednesday
9:30AM  DOLPHINS Wed Term | 2 Year 2014
1:00PM  SEALS Wed
1:00PM  SHARKS Wed Polcisessicaa) © shitt | Moming
1:30PM  WHALES Wed Frequency  weekly 2
1:30PM  DOLPHINS Wed Location  Learners Pool |+
9:30AM  TURTLES Wed
10:00A  TURTLES Wed Cost of Session
10:30A  TURTLES Wed CostMethod | Cost Per Session
9:30AM  SEALS Wed
1030A SEALS Wed Default Cost $10.00 DD Cost $10.00
11008 SEALS Wed Default Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fri
900AM  TURTLES Fri Instructor Details
2:00PM  DOLPHINS Fri Instructor | LW Lynda Wightman L]
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
1:00PM  SEALS Fii
1:00PM  SHARKS Fri Comments
1:30PM  WHALES Fii
1:30PM  DOLPHINS Fri =
9:30AM  TURTLES Fri
10:00A  TURTLES Fri
10:30A  TURTLES Fri [
9:30AM  SEALS Fri
10:30A  SEALS Frif v | Previous Session ID: 1826
100 = 5 Browse
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Comments — located in the fourth tab card on the right of the screen. This area of sessions
is dedicated to the entry of comments. Comments can also be entered in the field at the
lower centre of your screen.

800 Splash

U v * Sessions 9 June 2014 p
Splash -

Filter By: \&J—Q—D—LJ—W
T —)

Class Name Bookings Catchups Waiting List [ Comments | Goals
ClessiD wr v SessionD 165
Instructon Monday Class Name | Turties Q@
Tuesday
EN. % B ey Class Level | 2 Maximum Size 10 Add a comment about the class here...
Thursday Programme
[X] Friday
[] Saturday Classification | Lesson
[] Sunday

Sessions Details

|000AM TURTLES  [wed 4 Start Date  7/52014 EndDate  8/7/2014

2:00PM  DOLPHINS Wed Start Time = 9:00 AM Weekday ~ Wednesday
9:30AM  DOLPHINS Wed Term | 2 Year 2014
1:00PM  SEALS Wed

LO0PM SHARKS Wed No. of Sessions 9 shit | Morning
1:30PM  WHALES Wed Frequency  Weekly |
1:30PM  DOLPHINS Wed Location | Leamers Pool |
9:30AM  TURTLES Wed

10:00A  TURTLES Wed Gost of Session

10:30A  TURTLES Wed CostMethod  Cost Per Session
9:30AM  SEALS Wed

1030A seALs wed Default Cost $10.00 DD Cost $10.00
11:00A SEALS Wed Defauilt Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fri

9:00AM  TURTLES Fri Instructor Details

2:00PM  DOLPHINS Fri Instructor LW Lynda Wightman Q
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
1:00PM  SEALS Fri

1:00PM  SHARKS Fii Comments  Add a comment about the class here.
1:30PM  WHALES Fri

1:30PM  DOLPHINS Fri

9:30AM  TURTLES Fri

10:00A  TURTLES Fri

10:30A  TURTLES Fri

9:30AM  SEALS Fri [

10:30A  SEALS Fi|v| Previous Session ID: 1826

100 = g 5 Browse

Goals — located in the final tab card on the right of the screen. This area of Splash displays a
list of goals for the selected level. Each student enrolled in this session can be monitored
against these goals before progressing to the next level. Goals cannot be amended or
deleted in this screen. You must return to Class Levels to make any changes.

splash

9 June 2014 ¢
Y F .8

Splash

Filtor By: SO customReports

Class Name Bookings Catchups Waiting List | Comments [ Goals
ClassID  tur v SessionID | 1895
Instrictor X Monday Class Name  Turties £
%R’:::flasy Class Level 4 Maximum Size | 10 Bubble and breathe 10 meires BB10 |4
[X] Thursday Programme
Year ;::Kiay Classification  Lesson Kick on Back 10 metres 10
[]Sunday
. Breaststroke Kick 5 metres BKick
|o00AM TURTLES  |wed 4 Start Date  7/512014 EndDate  8/7/2014

200PM  DOLPHINS Wed i Y Weekday | Wodnesday Butterfly Arms 5 metres FAms
9:30AM  DOLPHINS Wed Term 2 Year) 2014
100PM  SEALS Wed
1:00PM  SHARKS Wed No. of Sessions | 9 shift | Morning
1:30PM  WHALES Wed Frequency  weekly K2
1:30PM  DOLPHINS Wed Location  Leamners Pool |v
9:30AM  TURTLES Wed

1000A TURTLES Wed| || cost of Session

1030A TURTLES Wed CostMethod | Gost Per Session
9:30AM  SEALS Wed

10308 SEALS wos Default Cost $10.00 DD Cost $1000

11:00A SEALS Wed Default Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fri
9:00AM  TURTLES Fri| || Instructor Details
200PM  DOLPHINS Fri Instructor | LW Lynda Wighiman Q@
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
100PM  SEALS Fri
1:00PM  SHARKS Fri Comments
1:30PM  WHALES Fri
1:30PM  DOLPHINS Fri
9:30AM  TURTLES Fri

10:00A TURTLES Fri

1030A TURTLES Frif—|
9:30AM  SEALS Fri ||
10304 SEALS Fiilv] Provious Session ID: 1826 -

0= 5 Browse
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Listing Session Records

Each record in your database can be displayed in either the entry screen or list view. List
view will display all records in the found set — see the bottom left corner of the screen for the
size of the current found set.

e 00 Splash
** Sessions 9 June 2014 é
Splash :
SortBy | Weekday v | Detail View Add Session Find Session  Show All Sessions  Delete Session Custom Reports
D Class ID & Name Weekday StartDate  Time Instructor Size Booked Spaces  Term  Year Location
Q 840 DO D Sunday 00AM Barbara Smi 2 201 in Pool
ﬂ‘u TUR Turtles Sunday 410512014 9:00AM | BS  Barbara Smith 10 3 7 2 2014 Leamers Pool
Q 1842 PEN Pe Frida 9:00AN bs arbar: 0 2014 Learners Pool
x poL Dol Sunday oopM | BT 2 ota "
(o3 44 DOL Dolphins Sunday 05/2014 9:30AN B Brian Thomson 3 2 )14 Main Pool
Q 1845 SEA Seals Sunday 4/05/2014 1:00PM BT Brian Thomson 4 1 3 2 2014 Main Pool
Q 1846 SHA Sharks Sunday 4/05/2014 1:00PM BT Brian Thomson 6 4 2 2014 Main Pool
Q1847 WHA  Whales Sunday 40052014 | 1:30PM | BS  Barbara Smith 10 o 10 2 2014 Main Pool
Q 848 DOL  Dolphins ad 1:30P\ T Brian Thomson 2 2014 Main Pool
T 1849 TUR  Turtles Sunday 4/05/2014 | 9:30AM | BT  Brian Thomson 10 1 9 2 2014 Learners Pool
Q1861 WHA  Whales Saturday 100052014 | 1:30PM | BS  Barbara Smith 10 o 10 2 2014 Main Pool
RS 862 DOL Dolphins 1:30PN T Brian Thomson 2014 Main Pool
T 1863 TUR  Turtles Saturday 100052014 | 9:30AM | LW Lynda Wightman 10 o 10 2 2014

| Displaying found sat (71 out of 1127).

Learners Pool }

10 =% 5 Browse
NB: Click the magnifier to the left of the Session ID to display the data entry
screen.
NB: Display a list of students booked in any session by placing your mouse over
the number of bookings.
800 splash |
p ' Sessions 9 June 2014 9
Splash N
Sort By Start Date v Detail View 'Add Session Find Session ‘Show All Sessions Delete Session Custom Reports
D Class ID & Name Weekday Start Date Time Instructor Size Booked Spaces Term Year Location |
Q 1893 SEA Seals Tuesday | 6/05/2014 ‘ 10:30AM ‘ BS Barbara Smith ‘ 4 1 3 ‘ 2 2014 | Main Pool
Q 1894 SEA Seals Tuesday 6/05/2014 11:00AM BS Barbara Smith 4 0 4 2 2014 Main Pool
163 1895 TUR Turtles FU [  Wednesday 7/05/2014 9:00AM LW Lynda Wightman 10 2 6 2 2014 Learners Pool
@ % 0oL Dopnins oy | oseow | zooew | BT mentromeen | T | wenroo
< fs e oy | osmie | osoms | e oo \ oven oz o ||| e
Brldgene Rnhlnson (13 Qm)
Q 1898 SEA Seals Wednesday | 7/05/2014 ‘ 1:00PM ‘ BS Barbara Smith ‘ 4 V) | Main Pool
Q 1899 SHA Sharks Wednesday | 7/05/2014 ‘ 1:00PM ‘ BT Brian Thomson ‘ 6 0 6 ‘ 2 2014 | Main Pool

Displaying a List of Sessions

1. Click once on the List View button displayed in the blue stripe at the top of
your screen.

8 006

Splash

Splash

* Sessions

9 June 2014
Y S

[ Fiter By:

> > Custom Reports

@ Add Session Find Session ‘Show All Sessions Delete Session e

2. The Session List View screen will be displayed.

Displaying a List of Sessions (from outside the Session screen)

User Documentation — Splash V6.0

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session List icon

.
“ Sessions =1 |
7]

3. The Session List View screen will be displayed
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Entering a New Session

A new session record must be created for every session conducted by your school. A student
booking cannot be made unless the relevant session already exists.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session icon

- essions “
@

3. The Session data entry screen will be displayed

4. Click once on the Add Session button displayed in the blue stripe at the top
of your screen.

8 0 6 Splash

SM& " Sessions 9 June 2014
Splash

Filer By: List Vie Add Session Fi)dSession  Show All Sessions  Delete Session cd b

5. The Add New Session dialog will be displayed.

e OO Add New Session

- Enter New Session Details
& —dl

ClassID poL ‘ v Session ID 8546
Class Name  Dolphins
Class Level 4

Programme  School Age

Classification  Lesson

Sessions Details

Start Date = 4/7/14 ‘ End Date _

Start Time Weekday Friday
Term Year 2014
No. of Sessions
Frequency Weekly v

Location  Main Pool v

Cost of Session

Cost Method  Cost Per Session h 4
Default Cost $10.00 DD Cost $9.50
Default Total $0.00 DD Total $0.00

Instructor Details
Instructor

Telephone:

Comments

#® cancel Done 4

6. Complete as many details as possible in the Add New Session dialog. You
must select a Class ID (from the drop-down menu provided), Start Date, End
Date, Start Time, Term and number of sessions when creating a new record.

7. Select the Instructor ID from the menu provided — only instructors you have
previously recorded as approved will be displayed in the list.
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Instructor Details
Instructor

BS Barbara Smith Telephone:

BT Brian Thomson

Comments DS Dave Smith

TBA To Be Advised ’

# cancel r Done &

8. Click the Done button to save the information and return to the Session data
entry screen.

Defining Comments for Display in the Daily Diary

1. Use the Finding a Session function to locate the session record you wish to
update.

Splash
. 9 June 2014 &
Splas
Filter By: ST custom Repots
=
Class Name - Bookings Catchups Waiting List [ Comments ] Goals
CassiD tr |v SessionID 1595
jostvcton ] Monday Class Name | Turtles Eey
Tuesda
gWednssyday e p—— 10 Add a comment about the class here...
Term
[X] Thursday Programme
20 Friday
Year [ Saturday Classification  Lesson
[] Sunday
Sessions Details
2:00PM  DOLPHINS Wed Start Time ~ 9:00 AM Weekday ~ Wednesday
9:30AM  DOLPHINS Wed Term 2 Year 2014
1:00PM  SEALS Wed
1:00PM  SHARKS Wed Nolof Sessiona| § Shit¥| Moming
1:30PM  WHALES Wed Frequency | weekly |v
1:30PM  DOLPHINS Wed Location | Leamers Pool 2
9:30AM  TURTLES Wed
10:00A TURTLES Wed Cost of Session
10:30A  TURTLES Wed CostMethod  Cost Per Session
9:30AM  SEALS Wed Defaut Cost $1000
efault Cost
10:30A SEALS Wed DD Cost $1000
11.00A SEALS Wed Default Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fri
9:00AM TURTLES Fri Instructor Detalls.
2:00PM  DOLPHINS Fri Instructor | LW Lynda Wightman ko3
9:30AM  DOLPHINS Fri @ Telephone: 04 234 4568
1.00PM  SEALS Fii
1:00PM SHARKS Fri Comments Add a comment about the class here..
1:30PM  WHALES Fri
1:30PM  DOLPHINS Fri
9:30AM  TURTLES Fii
10:00A  TURTLES Fii
10:30A  TURTLES Fri [ —|
9:30AM  SEALS Fii
10:30A  SEALS Fii| v | Previous Session ID: 1826

100 = 5 Browse

1. Enter the details you wish to have displayed in the diary in the comments field
of the session details screen.

Comments Add a comment about the class here...
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Finding a Session
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session Find icon

3. The Search for a Session dialog box will be displayed on your screen.

8 0 6 Splash

Search for a Session
“6®

Session D Q Class D @ Previous SessionID @

Class Name

Class Level Q
Programme Q.

Classification @

Current Bookings
Sessions Details
StartDate | Q EndDate  Q

Start Time @ Weekday ~ Q Maximum Size

Term | 2 Year 2014
Current Bookings

No. of Sessions | @ st Q
Catchups Current Week Q.
Frequency o
Current Spaces
Location @ v

Cost of Session Catchups in Future @
Cost Method @
Default Cost  Q DDCost Q

Default Total @ DDTotal @ Waitlisted Students Q.

Instructor Details
Instructor @, Q

Comments

‘/d Cancel 4=New Request | |==Omit Records ‘ Constrain Set ‘ ‘ Extend Set HO\FmdNuw ‘

4. Enter the criteria for your find by typing your request in the corresponding
field/s.

5. Click the Find Now button.

6. If one record is located the record will be displayed on the Session entry
screen. If multiple records are located the found set will be displayed in the
list view.

NB: See Advanced Find Techniques within this guide for assistance with
Constraining or Extending the found set.

Updating Session Details

1. Use the Finding a Session function to locate the student record you wish to
update.

2. When the correct session screen is displayed simply overtype any of the
information to update the information that has been stored.

NB: Information in the updated session will automatically be copied to any
current bookings.
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Adding a Student Booking

Student bookings are normally made in the Daily Diary however you can also add students to
a session within the Bookings tab card on the session module.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session icon

The Session data entry screen will be displayed, enter the criteria

essions

for the session you wish to review in the filter fields at the top of

the portal list on the left of your screen.

Select the portal row that contains the class you wish to book

your student in to.

6 00

“&v PR Sessions

Splash

The portal row will be highlighted to indicate the active record.

The details of the selected session will be displayed on the right

of your screen.

® 0 0 Splash
* Sessions 9 June 2014 é
Splash -
Filter By: List View Add Session Find Session  Show All Sessions  Delete Session S0 custom Reports
Class Name Bookings Catchups Waiting List Comments Goals
Al v Class D tur v SessionID 1895
Instructor X Monday o Turtes £e] Total Bookings (2)
[[] Tuesday
= R Wadneaday Class Level 2 Maximum Size 10 Q Jennifer Smith 4_1m 0272222082 w1 A
orm
] Thursda
2014 g Friday v Programme Q @  Jessica Hargreaves 12_9m 0272222082 w1
Year Cl: ificati
O] Saturday lassification | Lesson x ¢ Bridgette Robinson 13.9m 044782491 w8
[ Sunday
Sessions Details Red L4 Robert Harper 7_0m 04 236 4567 w 1
900AM TURTLES Wed 4 | Start Date | 7/512014 EndDate  8/7/2014 x & Amelia Harper 9.5m 04236 4567 w1
2:00PM  DOLPHINS Wed )
SEATER)| 9:00 AW CERaeVlY Wodnesday g ¥ denise taylor 0_11m 042369137 w1
9:30/ DOLPHINS Wed
Term | 2 Year 2014
1:00PM  SEALS Wed q & @ Jenewnie 10.2m 04675 1432 w1
SARKs e No. of Sessions | 9 Shit  Morning
WHALES Wed Frequency  Weekly v
30PM  DOLPHINS Ved Location Learners Pool o
9:30AM  TURTLES Wed
10:00A TURTLES Wed Cost of Session
10:30A TURTLES Wed Cost Method  Cost Per Session
930AM SEALS Wed et Gost s1000
efault Cost
1030A SEALS Wed DB Cost $1000
1100A SEALS Wed Default Total $90.00 DD Total $90.00
9:00AM  PENGUINS Fr
TURTLES Fri Instructor Details
A DOLPHINS Fri Instructor LW Lynda Wightman ‘Q
M DOLPHINS Fr @ Telophone: 04 234 4568
PM  SEALS Fri
1:00PM  SHARKS Fi Comments
1:30PM  WHALES Fii
1:30PM  DOLPHINS Fr {v]
9:30AM  TURTLES Fri Moo s ©
1000A TURTLES Fri aimum Size
10:30A  TURTLES Fri + Add Booking Current Bookings. 2
930AM  SEALS Fri Active Catchups 2
10:30A  SEALS Filv| Previous Session ID: 1826 Current Spaces 6
100 = 5 Browse

1. The right side of the screen will display a list of students currently booked in

the class.

the Select a Student Portal.

User Documentation — Splash V6.0

Click the Add Booking button at the lower centre of your screen to display
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Filter By:

[ an v]
Class Name Show All
Barbara Smith v ‘
Instructor [[] Monday

) [ 2 IS ‘ [] Tuesday
Block [X] Wednesday
[] Thursday
[[201 | [ Friday
Year [] Saturday
[[] Sunday
1:00PM SEALS Wed| 4 |
1:30PM WHALES Wed
9:30AM SEALS Wed
10:30AM SEALS Wed
11:00AM SEALS Wed




Splash

* Sessions 9 June 2014

Splash
Filter By: 800 Select a Student T custom Reports |
- -

Select a Student

Class Name [ Comments | Goals

Enter all or part of the student name to display fewer records. o .
Select the family name from the lst below... &% rier Total Standard Bookings (0)
a

Buchanan Gareth 10_2m 0272222082 29 Victoria St, Khandallah, Wellington 4007 Dolphins [a]

gil james 8_3m Turtles

Hargreaves Gregory 9_7m 0272222082 24 lane St, Wallaceville, Upper Hutt 5014 Turtles
Patterson Gaylene 13.7m 0272222082 76 Kent St, Newlands, Wellington 4008 Dolphins

Taylor Georgia 810m 042369137 79 Main St, Tawa, Wellington 4010 Dolphins

9:30AM DO
1:00PM  SEAL
1:00PM  SHAR
1:30PM  WHAL
1:30PM  DOLR
9:30AM  TURT
10:00A  TURT
10:30A  TURT
9:30AM  SEA
10:30A  SEAL
11:00A  SEAL
9:00AM  PENS
9:00AM  TURT
200PM  DOU
9:30AM DO
1:00PM  SEAI
1:00PM  SHAR
1:30PM  WHAL K2
1:30PM  DOU
9:30AM  TURT
10:00A TURT Maximum Size 4
10:30A  TURT Current Bookings o
9:30AM Sy Active Catchups

10:30A  SEAL

A00 =g . Browse

3. Your cursor will be placed in the filter field; begin typing the student first name
or last name. As you type list of all students matching the name entered will
be displayed on your screen.

4. To select a student for your booking, simply click once on the line displaying
the correct student name.

5. A completed Booking entry screen will be displayed.

8 06 Create New Booking
©1= | Enter New Booking Details

Name Gaylene Patterson
Telephone 027 2222082
Address 76 Kent St, Newlands, Wellington 4008

Age 13_7m Gender F # Bookings This Term | 1

Session Details
Session ID 1896 Class ID  dol Term 2
Class Name  pojphins Year 2014

Instructor  Brian Thomson
Payment Required By 11/6/2014

Location  Main Pool ‘ M
Start Time  14:00:00 No. of Sessions E
Start Date  11/6/2014 End Date 8/7/2014 Weekday Wednesday

Cost of Lessons Direct Debit I Comments

CostMethod  Cost Per Session @ $10.00 Initial Cost $50.00

Discount Rate 10% Discount Type Percent v Discount Applied $5.00
Credit Due Credit Taken Credit Applied
Value of Free Lessons $0.00
Payment by Direct Debit v BN, m

Cancel Done

6. If the student is not starting on the first day of term, update the start date and
the number of session.

Page 68 User Documentation — Splash V6.0



Add a discount rate or credit value if required and click the Done button.

The information will be saved and you will be returned to the Session details
screen.

The students name will appear in the list of bookings on the right of your
screen. Your system defaults will determine whether a confirmation letter is
sent automatically.

Splash
: - 9 June 2014 l"
Splash
Filter By:
Class Name Bookings ] Catchups | Waiting List [ Comments [ Goals.
Al v Class D dol v SessionID 1896
Instructor X Monday Class Name  Dolphins fed Total Standard Bookings (1)
2 [] Tuesday
n ] Wednesday Class Level 5 Maximum Size 4 Q Gaylene Patterson 13.7m  1896xx0 BT 1 |4]
erm
2018 [x] Thursday Programme
X Friday
Year [ Saturday Classification  Lesson
[] Sunday
Sessions Details
9:00AM  TURTLES Wed | & Start Date  7/5/2014 End Date 8/7/12014
: Start Time  2:00 PM Weekday  Wednesday
9:30AM  DOLPHINS Wed Ten | 2 v I
1:00PM  SEALS Wed
1:00PM  SHARKS Wed No.of Sessions | 9 SLILg Aftemoon
1:30PM  WHALES Wed Frequency  weekly |
1:30PM  DOLPHINS Wed Location  Main Pool |
9:30AM  TURTLES Wed
10:00A  TURTLES Wed Gost of Session
10:30A  TURTLES Wed Cost Method | Gost Per Session
9:30AM  SEALS Wed —
1030A SEALS Wea efault Cost $10.00 DD Cost $10.00
11:00A  SEALS Wed Default Total $90.00 DD Total $90.00
900AM  PENGUINS Fii
9:00AM  TURTLES Fri Instructor Details
2:00PM  DOLPHINS Fri Instructor | BT Brian Thomson ey
9:30AM  DOLPHINS Fii @ Telephone: 04 567 3456
1:00PM SEALS Fri
1:00PM  SHARKS Fri Comments
1:30PM  WHALES Fri
1:30PM  DOLPHINS Fii =
9:30AM  TURTLES Fri
10:00A TURTLES Fri klaapupisEe 4
10:30A  TURTLES Fri Current Bookings 1
9:30AM  SEALS Fri Active Catchups 0
10:30A  SEALS Frily Previous Session ID: 1827 Current Spaces 3
100 =g Browse
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Deleting a Session Record

Session records can be deleted from either the Session entry screen or the list view. A
session that contains either bookings or waitlisted students cannot be deleted.

Deleting a Session from List View

1.

800

Use the Finding a Session function to locate the session record you wish to

delete.

containing the relevant session record.

top of your screen.

Splash

. When the correct session is displayed on your screen click once on the row

. Click once on the Delete Session button displayed in the blue stripe at the

' Sessions
Splash

9 June 2014

| Filter By:

, List View Add Session Find Session Show All Sesfons  Delete Session

deleted.

006 Delete Session

Are you sure you want to remove the session for Dolphins on
Wednesday?

OK Cancel

L

without making a change.

006

Sorry... you cannot delete a session with bookings attached.

T

LA

Custom Reports

. A dialog will be displayed asking you to confirm the session record should be

. Click OK to delete the record or Cancel to return to the session screen

NB: You cannot delete a session with bookings or waitlisted students attached.

Deleting a Session from the Session Entry Screen

1.

Click once on the Splash icon on the top left corner of your screen.

8 00
2. Select the Session icon A5 Sessions
Splash
All v
3. The Session data entry screen will be displayed, enter the criteria Class Namo Show Al
for the session you wish to remove in the filter fields at the top of —— S
the portal list on the left of your screen. 2 v fuescs
Block x| Wednesday
Thursday
4. Using the portal on the left of the screen, click once on session o ol
you wish to delete. Sunday
5. The portal row will be highlighted to indicate the active record. 1:00PM SEALS wed| 4
The details of the selected session will be displayed on the right [SOPMWHALES e
9:30AM SEALS Wed
of your screen. 10:30AM SEALS Wed
11:00AM SEALS Wed
6. Click once on the Delete Session button.
80 _O‘ Splash
&5 Sessions 9 June 2014 )
Splash A"
| Filter By: , List View Add Session Find Session Show All Sesslo Custom Reports
7. You will be asked to confirm the Sefected session is to be
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006 Delete Session

Are you sure you want to remove the session for Dolphins on
Wednesday?

OK Cancel |

L

Deleting a Group of Sessions

This command attempts to delete all sessions in the Found Set. Once again, sessions with
bookings or waitlisted students cannot be deleted.

1. Use the Finding a Session function to locate the sessions you wish to
delete.

2. When the correct sessions are displayed on your screen select Delete Found
Sessions from the Sessions menu.

3. You will be asked to confirm you wish to delete the selected sessions. If you
click OK the command cannot be reversed.

1006 Delete

Are you sure you want to remove all 71 sessions from the list?
Sessions with bookings or waiting lists will not be removed.

OK J Cancel

NB: Sessions with bookings attached will not be deleted, however all remaining
sessions in the found set will be removed.

Go to Related Bookings [Found Set]

There will be times when you need to locate all the students in the found set of sessions.
This command works with the found set of sessions. It locates all the bookings for the found
sessions and displays them in a list within the booking module.

You might use this feature if you need to contact all the students who swim at a particular
level or swim with a particular instructor on a specified day.

1. Use the Finding a Session function to locate the required sessions.

2. When the correct sessions are displayed on your screen select Go to
Related Bookings [Found Set] from the Scripts menu.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format TSIl Print Tools Help VELM O 2 100% G Sun 12:08 pm Q =
806 Go To Related Bookings [Found Set]
"$44  Sessions Update Class Details 5 October 2014 é
Splash Roll Over Sessions to Next Term

Filter By: List View Add Session Find Session € Import Session Data | 5 5 SR RGO
Export Session Data
3. Splash will navigate to the Bookings list view, a list of all related bookings will
be displayed on the screen.

800 Splash
NS Current Block
"$6& * Bookings Book[ 3 | Year [ 2014 5 October 2014 y
Splash od
’W First Name v | Detail View Add Booking i 9 i i Custom Reports
D Student Name Age Class Name Weokday St Time Instructor Block__Year Locaton |
Q 85 Corey Morrison 12_6m Seals Wednesday 9712014 1:00PM Brian Thomson 3 2014 Main Pool
Q 138 Craigking vz 6.2m | Dolphins Wednesday | 9712014 | 230PM | Barbara Smith 3 201 Main Pool
Q 103 Gareth Buchanan ® 10_6m | Sharks Wednesday | 972014 | 1:00PM | Brian Thomson 3 2014 Main Pool
Q e Patierson 3.8m | Dolphins Wednesday 9712014 1:30PM | Dave Smitn 3 201 Main Pool
(o3 71 Georgia Taylor e ° 9.2m Seals Wednesday 9712014 10:30AM Barbara Smith 3 2014 Main Pool
Q Hayden Hughson 9_2m Barbara Smith 3 2014 Main Pool
Q 61 Jack McArthur 4 ° 11 Dolphins ‘Wednesday 9/7/2014 1:30PM Dave Smith 3 2014 Main Pool

Update Class Details

When you first create a session, information is copied from the Class file. Class name,
maximum size, cost, level, programme and classification are all copied to the session you are
creating. If you have created new sessions and then need to update the default class
information use this command. It is most often used after a rollover when there has been a
price change.

Class details can be updated for a single session or for all sessions in the found set.
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Updating Class Details for the Current Record

1.
2.

6.

@&  FileMaker Pro Advanced

Click once on the Splash icon on the top left corner of your screen.

Go to the Scripts menu, select Update Class Details.

File Edit View Insert Sessions Format [JSS[FI Print Tools Help QEmO o 2 100G Sun 12:14pm Q =
Go To Related Bookings [Found Set]

‘@800

“‘ﬂ ‘ Sessions

Splash

Filter By:

7.

Update Class Details 5 October 2014
Roll Over Sessions to Next Term >
List View Add Session Find Session § Import Session Data | 2 S Custom Reports

Export Session Data

The Update Class Details dialog will be displayed on your screen.
Click once on the Current button.

006 Update Class Details

Would you like to update the CURRENT record or the FOUND SET of
records?

| (_Cancel ) (_Foundsses

Updating Class Details for the Found Set

1.

Use the Finding a Session function to locate the required sessions.

2. When the correct sessions are displayed on your screen select Update Class

Details from the Scripts menu.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format [JSS[F{ Print Tools Help VELMO 2 100% @& Sun12:14pm Q =
8006 Go To Related Bookings [Found Set]
G5 Sessions Update Class Details 5 October 2014 é
SPIash Roll Over Sessions to Next Term N
List View Add Session Find Session € Import Session Data | 2 S Custom Reports.

Filter By:

Export Session Data

3. The Update Class Details dialog will be displayed on your screen.

Click once on the Found Set button.

0 06 Update Class [;e(;ils

Would you like to update the CURRENT record or the FOUND SET of
records?

‘ | Cancel Found Set Current

NB: If there are bookings attached to the selected sessions also perform the following:

1. Select Go to Related Bookings [Found Set] from the Scripts menu.

2. Splash will navigate to the Bookings list view, a list of all related bookings will

be displayed on your screen.

@& FileMaker Pro Advanced File Edit View Insert Format Bookings [EFG[IS Print Tools Help VE O o 2 1005 G Sun1221pm Q =
806 Reconcile Booking Balance
B Update Student Details Block
$W4% * Bookings Update Session Details | 5 October 2014
Splash Update Attendance for a Date 4
SotBy | FistName v |WDS@IViEW Add Booking FindBeokngShowilgs,  Locate Bookings in Credit I Custom Reports
D Student Name " Locate Bookings with Payment Overdue Time Instrucor Block _Year Location ]

3. The Update Session Details dialog will be displayed on your screen. Click
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8 00
Select the Session icon A% Sessions
Splash
= essions g% = [ Filter By:
All v
. The Session data entry screen will be displayed, enter the criteria Class Namo Show Al
for the session you wish to update in the filter fields at the top of = PR
the portal list on the left of your screen. > 2 v e
Block
] Thursday
Using the portal on the left of the screen, click once on session o il
you wish to update. ] Sunday
. The portal row will be highlighted to indicate the active record. 1.00PM SEALS wed[4
The details of the selected session will be displayed on the right [SOPNIALES e
9:30AM SEALS Wed
of your screen. 10:30AM SEALS Wed
11:00AM SEALS Wed




Rollover Current Term Sessions

This command enables you to copy your existing timetable to the next term. If you are
unsure about this process please make a backup of your Splash Data file before you
begin.

NB: You may elect to perform a find on the term you are copying, taking note of the number
of sessions. This number will be confirmed during the rollover process.

Rollover Current Term Sessions

Two key processes are performed during the rollover; the selected term sessions are copied
and the new sessions are created. At no time during the rollover is any information
overwritten. At the end of the process you will have your original timetable as well as a copy
of your new timetable.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session icon

@esslons &% =

1. Go to the Scripts menu to select Rollover Sessions to Next Term.

2. The Rollover Sessions dialog box will be displayed on your screen.

3. At Step 1 of the dialog you are required to enter the Term/Block and Year you
wish to rollover (your current term).

® O O Roll Over Sessions 1

®

= —. Roll Over Sessions
= .

| would like to copy the sessions from:

Term 3 v Year 2014 <

| would like to create new sessions for:

Term 4 <
Date of Date of No. of
First Lesson Final Lesson  Sessions

Monday = 13/10/14 1512114 |@
Tuesday  14/10/14 16112714 B 10
Wednesday  15/10/14 172114 @ 10
Thursday ~ 16/10/14 181214 B 10
Friday = 17/10/14 1912114 B 10
Saturday  18/10/14 201214 |@ 10
Sunday  19/10/14 211214 |[E@ 10

Perform the Rollover Now

# cancel “ Done % ’ /

/

4. At Step 2 enter the name of the Term/Block that you would like to create.

5. Enter the start date and end dates for each weekday of the new block. After
entering the Monday dates Splash will automatically fill the remaining dates.
Amend any date, which is not displayed correctly.
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. Enter the number of sessions that will be conducted during the block for each

day of the week.

. Click the Done button.

. Splash will display a dialog confirming the number of sessions that have been

located for the rollover. Click Yes to continue, or No to exit the rollover.

[eNeXs) Sessions Located for Rollover

75 sessions have been located for the rollover. Is this number
correct?

No t Yes / i

. Splash will now export the selected sessions and reimport them as a copy for

next term. When this process is complete the new timetable will be displayed
on your screen. Each record will contain with the same weekday, time, and
instructor as was defined in the term you have copied. The start date and
term/year fields will be updated to display the details of the coming term.

You have now successfully rolled over from one term to the next. If you wish to copy your
bookings as well please see the instructions for “Rolling Over Bookings to Next Term”.
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Importing Session Data

When you import data, you’re bringing data from another file into Splash. When you import
data into an existing FileMaker Pro file, you can:

* add new records from the source file

¢ update records with information from the source file

» update matching records with information from the source file
Importing Records from Excel

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session List icon

- Sessions 3% |
-

3. The Session List View screen will be displayed.

4. Select Import Session Data from the Scripts menu.

&  FileMaker Pro Advanced File Edit View Insert Sessions Format SIS Print Tools Help VE@W O 2 100%GEF Sun 5:01pm Q iE
8006 | Go To Related Bookings [Found Set]
o4y Sessions Update Class Details 5 October 2014 p
Splash Roll Over Sessions to Next Term N
Sort By Start Time v Detail View /Add Session Find Session ‘Show All Import Session Data Custom Reports
D Class D & Name _ Export Session Data Instructor Size Booked Spaces  Block Year Location |

5. The Open File dialog will be displayed on your screen.

6. Locate the file containing the data you wish to import and click the Open

button.
006 Open File ]
(«[>)(ss Bl m|m (=] (@splash6POSFM12 3] (Q
FAVORITES Name
(=] Dropbox {0 Archive Files
El All My Files Archive.zip
— W f
Desktop oort
D Archive 2.zip «| SMSglobal E 2
[ nick mths stats
ﬁj barbarasmith ‘
#\ Applications {2 Splash V6 Live
[} Documents Splash V6 Live.zip
(] Splash V6 Trial 30 June
DEVICES Splash V6 Trial 30 June.z
@ Remote Disc
All Available
Show v FileMaker Pro Files | Remote... J
Tab-Separated Text Files
Comma-Separated Text Files
Merge Files
Excel 95-2004 Workbooks (.xls) | Cancel Open
Excel Workbooks (.xIsx)
dBase Files
R —— XML Data Source... P o
ion Drive, urton Park, ODBC Data Source... iony Thomson ]
gs Road, Tauranga 790  Bento Data Source... Martha Apollo 109

7. The Import Field Mapping dialog will be displayed on your screen.
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0.0 6 Import Field Mapping
Source: Session Data.xIsx Target: | Current Table (“SE_Sessions”) :
Source Fields Target Fields
Session ID =p ¢ Session ID
Class ID =p ¢ Class ID
ClassName =p ¢ ClassName
Instructor ID =p ¢ Instructor ID
Instructor Name wsp ¢ Instructor Name
Start Time =p ¢ No of Sessions
StartDate =sp 4 StartDate
End Date ==p ¢ End Date
Weekday ==p ¢ Term
Frequency ==p ¢ Frequency
Cost Method :==p ¢ Cost Method
Cost Unit =p ¢ Cost Unit
ap
=2 ¢ Start Time
¢ Payment Required By
¢ Cost per Term
4 Current Week
¢ Variance
4+ Date
| ﬂ Record 1 of 75 Arrange by: | custom import order v
Import Action Field Mapping
(e) Add new records > Import this field
_ Update existing records in found set = il e e o
Match records based on this field
) Update matching records in found set %1 Target cannot receive data
Add remaining data as new records | Manage Database...
| Don't import first record (contains field names) | Cancel \ Import \

10.

11.

In the Import Action area, choose the type of import to perform.
To add new records to the end of the target file — select Add New Records

To update the found set of records in the target file with the records you're
importing — select Update existing records in found set.

To update data in the target file with the data from matching records in the
source — select Update matching records in the found set.

If the first record of the data you’re importing contains field names (column
headings) instead of data, select Don’t import first record (contains field
names).

Selecting Don’t import first record (contains field names) skips the first record
during import.

Drag fields in the Target Field column to align with fields in the Source Field
column to indicate where data will be imported or updated.

To align a field, move the pointer over the 3 icon next to a target field name
in the list. When the pointer changes to a double arrow =, drag the field to a
new location.

When all fields have been aligned correctly, click the Import button.
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Exporting Session Data

You can export Splash data to a new file and then open it in another application. For
example, you can export Splash data as a spreadsheet for use in Microsoft Excel. Use the
export function when you want to export records in the found set of records.

Exporting Records to Excel

1. Use the Finding a Session function to locate the group of records you wish
to export.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Export Session Data from the Scripts menu.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format JEFGIIl Print Tools Help VLM O 2 100%&E Sun5:01pm Q iE
806 Go To Related Bookings [Found Set]
$&  Sessions Update Class Details 5 October 2014 .
Splash Roll Over Sessions to Next Term -
SortBy | Start Time v|  Detail View Add Session Find Session"ShowAllS!  Import Session Data | Custom Reports.
D Class ID & Name Export Session Data Instructor Size Booked Spaces  Block  Year Location |

4. The Export Records to File dialog will be displayed on your screen.

5. Enter the name you wish to call your file and choose a location to store the

file.
O O 6 Export Records to File
Save As: Session Data ] \Z,\
Tags:
(33 JB0 m | mi ) = - | [ &3 Splash 6 POS FM12 se—e——
FAVORITES Name
{Z] Dropbox

Desktop

D Archive 2.zip
D nick mths stats
f‘?_{ barbarasmith

#\ Applications Tab-Separated Text
@ Documents Comma-Separated Text
DBF
(T Deleted Users Merge
DEVICES HTML Table
FileMaker Pro
XML I

187 v Excel Workbooks (.xIsx) |

After saving: [ | Automatically open file
| | Create email with file as attachment

™ Hide extension | New Folder | | Cancel | Save

6. Choose a file type from the Saj; as Type (Type) field and click the Save
button.

7. The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is being exported to enter it in the Worksheet
field. Click Continue.

00 6 Excel Options

@Use field names as column names in first row

Worksheet:

Title:

Subject:

Author:

| Cancel | |Continue...
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L0006

8. The Specify Field Order for Export dialog will be displayed on your screen.
Use this dialog to indicate the order of the fields in which Splash will export

the data.

9. All fields displayed in the Field Export Order list will be exported.

10.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.

Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the other fields.

Current Layout (“SE_List") ° Group by
Class Full Display Summarize by One
Class ID Display Summarize by Two
Class Name Display
Comment Flag Field export order
glist View Text 5
gSort By Detail. | + Class ID
Instructor ID Displ .av | 4+ ClassName
Inslru.clor lflarlne Display + Instructor ID
Location Displ a\./ 4 Instructor Name
Max Students Dl.splay ! 4+ Start Time
Num.ber of B.ooklngs Display + StartDate
Session Il.) Display + End Date
Spaces Dlsp\.av + Weekday
Start Date Display + Frequency
Start Time Display + Cost Method
" Clear
Ter}ntl DlsFlaY ‘7 4 Cost Unit
Waiting LISf Flag [ MoveAll + Cost Unit DD
Weekday Display e
Year Display [ Clearal
Options
Output file character set: = Unicode (UTF-16) ;
(| Apply current layout's data formatting to exported data | Cancel | [Exp—ort]
11.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.
006 Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by’ fields before moving the other fields.

¥ Current Layout (“SE_List”)
ble (“SE_Sessions”)

Related Tables
SE_BO_Bookings
SE_BO_Bookings Current
SE_CL_Class levels
SE_GO_Goal
SE_IC_Instructor Classes
SE_IC_Instructor Classes Select Instructor
SE_IN_Instructors
SE_PR_Preferences

Group by

|| Summarize by One
|| Summarize by Two

Field export order

-

Session ID
Class ID
ClassName
Classification
Program
Instructor ID

o o o o 0

12.When all the required fields are displayed in the Field Export Order list click

the Export button.

13.The Excel file will be saved to your computer ready for use.

e00 Session Data.xlsx
" . -

PEHORE XxOB& © 6 Z-4-F @2 & w-| © @z search n sheet )
|| # Home | layout | Tables | Charts | SmartArt | Formulas | Data | Review A B
e Font Algnmen: Number Format Cells Themes
=l | [#]Fl + [calibriBody) |+[10 || A« A-| [ aber | [5)) Wrap Text | General |- Bad Good i . D L [aad. BE-

o) e e
paste (P Cears [BJ I U SLALIE uerse - (B[] %[ 2 ) (%] 18] condional]  eus [Goleuation ] Insert  Delete Format - Themes Aa
AL BN S| Session ID v
A [ 3 I c I ) I E I F [ I H 1 I ] K _[=
Session 1D s Gassname nstructor 1D Instructor Name StareTime startDate end Date Weelatay Frequency Cost et

7500 dol Dolphing 5 Baroara smitn 140000 of07/2014 27/0572034 Tuesday Weskly Cost persession

7513 dol Delphing 5 Baroara Smitn 143000 0910772014 28/05/2014 Wednesday Weskly Cost PerSession

7525 sHA Sharks 5 Baroara Smith 063000 11/07/2014 30/09/2014 Friday Weskly Cost PerSession

7456 oL Delphing 5 Baroara Smith 093000 /07200 /1072014 sundey Daily Cost Persession

7457 0L Dalphing 5 Baroara smitn 090000 134072004 0272012034 suncay Weskly Cost per session

7459 pen penguins o Baroara smitn 090000 13/07/2004 30/0972014 Fricay Weekly Cost per session

7454 wha Wnsles 5 Baroara smitn 133000 13/07/2014 02/20/2034 Sunday Weskly Cost Persession

7467 Turdes 5 Baroara Smitn 100000 13/07/2014 02/10/2034 Sunday Weskly Cost PerSession

7488 tr Turtes 5 Baroars Smith 103000 /072014 02/1072014 Sunday Weskly Cost PerSession

7470 sea seals 5 Baroara Smith 103000 13407200 0271072014 sundey Weskly Cost PerSession

71 s seals 8 Baroara smitn 110000 134072004 0272012034 suncay Weskly Cost per session

a7 pen penguins s Baroara smitn 090000 124072004 02/20/2026 Saturdzy Weekly Cost per session
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Printing Session Reports

You must be in the Sessions module of Splash to print the following reports. All reports are
generated from the Print menu.

Printing a List of Sessions

This report provides a printed list of the found set of sessions. This report displays many of
the same details and the session list view.

1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... from the Print menu and select Sessions from the pop-out
menu displayed.

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
[ S| T
Save as Excel Save as PDF Print  Page Setup

[RSENE— Y = e s s | e |
5. The Print Report dialog will be displayed on your screen.

006 Print Report

Would you like to print the list of Sessions?

Cancel PDF Print )

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

List of Sessions g
Class s e

Weekday Time Session Class Name Instructor Size 2 &
Wednesday 9:00 AM 7038 Assessment Barbara Smith 6 0 6
Tuesday 9:00 AM 1771 Seals Barbara Smith 4 3 1
Tuesday 10:30 AM 1772 Turtles Dave Smith 8 3 5
Tuesday 9:00 AM 1773 Penguins Barbara Smith 4 0 4
Tuesday 2.00PM 1774 Dolphins Brian Thomson 4 0 4
Tuesday 9:00 AM 1775 Seals Dave Smith 4 3 1
Tuesday 1:.00PM 1776 Seals Brian Thomson 4 2 2
Tuesday 1:.00PM 1777 Sharks Brian Thomson 6 1 5
Tuesday 1:30PM 1778 Whales Barbara Smith 10 1 9
Tuesday 1:30PM 1779 Dolphins Brian Thomson 4 1 3
Tuesday 9:30 AM 1780 Turtles Lynda Wightman 8 1 7
Wednesday 10:00AM 1781 Turtles Lynda Wightman 8 0 8
Tuesday 10:30 AM 1782 Turtles Lynda Wightman 8 1 7
Tuesday 10:30 AM 1783 Seals Barbara Smith 4 4 0
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Printing a List of Sessions by Instructor

This report displays the occupancy rates and total number of bookings received for each
session for a selected day. The information in this report is grouped by Instructor and
Weekday.

1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... from the Print menu and select Sessions by Instructor
from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format _Scripts Tools _Help QMO o ¢ 2 0HE Sunl37pm Q iE
800 List of Ol sessions
Summary of N
L. R ) y Instructor
* Sessions Chart Showing > " Sessions by Weekday 5 October 2014

LA
Splash
SortBy | startTime v | et View Add Session Find Session  Show All Sessions  Delete Session Custom Reporls
[ 1D Class D & Name Weskday StartDate  Time Instructor Size Booked Spaces  Block  Year Location ]

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Instructor and Weekday
Step 2 = Group 1 set to Summarize by Instructor,
Group 2 set to Summarize by Weekday
Step 3 = Report Name set to Summary by Instructor and Weekday

6. Amend any of the above steps or include additional grouping options at Step
2 and click the OK button.

rﬂ O 0 Produce Summary Report

=
Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Instructor and Weekday v

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Instructor Name v

Group2  Summarize by Weekday v
Group 3 v

Show Detail

]

Step 3: enter Report Title
Report Title  Summary by Instructor and Weekday

Step 4: Produce Report ok &

8 Cancel

7. 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
s & L)
Save as Excel Save as PDF Print  Page Setup

S r—2 T = ) e Pased | Comtrue |

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

Would you like to print the selected report?

Cancel

{ PDF

J

Print

J

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

printing.

Print Report by Instructor (Show Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is

selected.

Summary of Sessions g :d 2 Avg
Summary by Instructor and Weekday Sezs?gns '§ E g § (giazses F"l/:"
m (SRS (7] E
Barbara Smith 458 319 0 2140 07 16%
Friday 32 8 0 168 0.3 6%
1:30PM  Fri Whales BS 0 10 .
10:30 AM  Fri Seals BS 0 4
11:00 AM  Fri Seals BS 0 4
6:30 AM  Fri Sharks BS 0 6
9:00 AM  Fri Penguins bs 0 4
1:30PM  Fri Whales BS 0 10
9:30AM  Fri Seals BS 1 3

Print Report by Instructor (No Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is NOT

selected.

. n )
Summary of Sessions 2 ES 2 A
Summary by Instructor and Weekday # of S g s g Class %
Sessions 3 6 S & size Full
Barbara Smith 458 319 0 2140 0.7 16%
Friday 32 8 0 168 0.3 6%
Monday 59 108 0 236 1.8 44%
Saturday 75 11 0 391 0.1 4%
Sunday 114 76 0 532 0.6 14%
Thursday 50 1 0 259 0.0 1%
Tuesday 45 34 0 186 0.7 17%
Wednesday 83 81 0 368 0.9 21%
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Printing a List of Sessions by Weekday

This report displays the occupancy rates and total number of bookings received for each
session for a selected day. The information in this report is grouped by Weekday.

1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... from the Print menu and select Sessions by Weekday from
the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format Scripts Il Tools Help QET® DO 0 ¢ 2 10%GE Sunl3gpm Q IS
.0 List of ll  sessions

Summary of > Sessions by Instructor

** Sessions Chart Showing > ey 5 October 2014

Splash

SortBy | startTime v Detail View Add Session Find Session Show All Sessions  Delete Session Custom Reports.

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Weekday,
Step 3 = Report Name set to Summary by Weekday

6. Amend any of the above steps or include additional grouping options at Step
2 and click the OK button.

oo (@) Produce Summary Report

EIE Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Weekday v

Step 2 ChooselUpdate Report Summary Groups

Group1 = Summarize by Weekday v

Group 2 v

Group 3 v
Show Detail [X]

Step 3: enter Report Title
Report Title  Summary by Weekday

Step 4: Produce Report ?

# cancel

7. 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
Save as Excel Save as PDF Print  Page Setup

Layor: [ FA_PRT List A viewas: (= [l 58 ) | (Exicpreview Script Is Paused | Continue

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

0.0 6 Print Report

Would you like to print the selected report?

Cancel | PDF ( Print
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9. Click OK to print the report or Cancel to return to your original screen without
printing.
Print Report by Weekday (Show Detail)
When the Summary Report dialog is displayed on your screen you have the choice to include

or exclude detail in the report. The sample below shows the report when Show Detail is
selected.

Summary of Sessions & & N
Summary by Weekday # of S £s § Clzgs %
Sessions 8 38 & Size  Full
Friday 93 32 0 505 0.3 8%
1:00PM  Fri Sharks BT 0 6 E
1:30PM  Fri Whales BS 0 10
1:30PM  Fri Dolphins BT 0 4
9:30 AM  Fri Turtles LW 0 8
10:00 AM  Fri Turtles LW 0 8
10:30 AM  Fri Turtles LW 0 8
9:30 AM  Fri Seals ds 0 4
10:30 AM  Fri Seals BS 0 4
11:00 AM  Fri Seals BS 0 4
6:30 AM  Fri Sharks BS 0 6
9:00 AM  Fri Penguins bs 0 4

Print Report by Weekday (No Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is NOT
selected.

Summary of Sessions Y B
Summary by Weekday Se:s?:)ns § E % § cslfzses Fnﬁu"
m 00 (7]

Friday 93 32 0 505 0.3 8%
Monday 148 274 0 624 1.8 38%
Saturday 218 66 0 1260 0.3 6%
Sunday 242 164 0 1258 0.6 13%
Thursday 134 4 0 838 0.0 1%
Tuesday 86 63 0 442 0.6 14%
Wednesday 206 244 2 1021 1.1 23%
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Printing a Summary of Sessions by Class Name

This report displays the average class size, total number of bookings, and spaces remaining
for each class type on a selected day.

The information in this report is grouped by Class Name and Weekday.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Sessions by Class
Name from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format Scripts {8 Tools Help VLM O o ¢ D 0HE sun252pm Q =
8006 List of >
e Summary of »  Sessions by Class Name
‘" Sessions Chart Showing > Sessions by Instructor 5 October 2014
Splash Sessions by Weekday '

SortBy | StartTime v|  Detail View Add Session Find Session  Show All Sessions  Delete Session | Custom Report | Custom Reports

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Instructor and Weekday
Step 2 = Group 1 set to Summarize by Instructor,
Group 2 set to Summarize by Weekday
Step 3 = Report Name set to Summary by Instructor and Weekday

6. Amend any of the above steps or include additional grouping options at Step
2 and click the OK button.

f_h_r%‘ O ________ P_r oduce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Class Name v

Step 2: ChooselUpdate Report Summary Groups

Group1  Summarize by Class Name v
Group2  Summarize by Weekday v
Group 3 v

Show Detail [ ]

Step 3: enter Report Title
Report Title  Summary by Class Name

Step 4: produce Report ok o

# cancel

7. 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] 1] [ = TR [
Save as Excel Save as PDF Print Page Setup

Layoet: [ FAPRT List I viewas: (= =] 5 | (Bxtpreview] Script Is Paused | Continue

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

Would you like to print the selected report?

Cancel

PDF

J

Print

)

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

printing.

Print Report by Class Name (Show Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is

selected.

Summary of Sessions g =8 2 Avg
Summary by Class Name # of s £ § ® Class %
Sessions 2 38 & Size  Full
Dolphins 22 27 0 64 1.1 27%
Friday 3 2 0 10 07 17%
200PM  Fri Dolphins BT 2 2 :
9:30 AM  Fri Dolphins BS 0 4
1:30PM  Fri Dolphins BT 0 4
Saturday 5 2 0 18 0.4 10%
9:30 AM  Sat Dolphins BT 1 3 :
2.00PM  Sat Dolphins BT 1 3
9:30AM  Sat Dolphins BT 0 4
1:30PM  Sat Dolphins BT 0 4
9:30AM  Sat Dolphins BS 0 4

Print Report by Class Name (No Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is NOT

selected.
L PR a
Summary of Sessions 2 5 @
= oL i) Avg
Summary by Class Name # of s ES g Class %
Sessions 8 8 8 (g. Size Full
Dolphins 22 27 0 64 1.1 27%
Friday 3 2 0 10 0.7 17%
Saturday 5 2 0 18 0.4 10%
Sunday 7 10 0 20 1.1 29%
Thursday 1 4 0.0 0%
Tuesday 3 2 0 10 0.7 17%
Wednesday 3 11 0 2 33 83%
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Printing a Summary of Sessions by Instructor

This report displays the average class size, total number of bookings, and spaces remaining
for each class on a selected day.

The information in this report is grouped by Instructor and Shift.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Sessions by
Instructor from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format _Scripts Tools _Help QMO o ¢ D 0HE sun252pm Q IE
0o List of >
J - Summary of > Sessions by Class Name
w * Sessions Chart Showing [ Sessions by Instructor 5 October 2014

Splash Sessions by Weekday 4"

SortBy | StriTme v |1 De@iIVieW: Add Session Find Session  Show All Sessions _ Delete Session | Custom Report ] Gustom Reporis

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Instructor
Step 2 = Group 1 set to Summarize by Instructor Name,
Group 2 set to Summarize by Shift
Step 3 = Report Name set to Summary by Instructor

6. Amend any of the above steps or include additional grouping options at Step
2 and click the OK button.

r_ﬂ, O 6 Produce Summary Report

EIE Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Instructor v

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

Group2  Summarize by Shift v
Group 3 v
Show Detail [ ]

Step 3: enter Report Title
Report Title  Summary by Instructor

Step 4: produce Report ok &

# cancel

7. 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).

0o Splash TS P—
(<] ) @l B S S

Pages Save as Excel Save as PDF Print  Page Setup.

Layour: | FAPRT List I viewas:( = [l & | (Exicpreview] Script Is Paused | Continue

8. The Print Report dialog will be displayed on your screen.
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0.0 6 Print Report

Would you like to print the selected report?

Cancel | PDF

Print

J

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

Print Report by Instructor (Show Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is

selected.

. » o
Summary of Sessions g2 €5 2 Avg
Summary by Instructor # of s £ s ® Class %
Sessions K 8 8 (g- Size Full
Barbara Smith 35 33 0 168 0.7 16%
Afternoon 2 6 0 2 30 75%
2.00PM  Tue Dolphins BS 2 2
2.30PM  Wed Dolphins BS 4 0
Early 1 6 00 0% |
6:30 AM  Fri Sharks BS 0 6 .
Moming 32 27 0 160 06  13%
9:30AM  Sun Dolphins BS 1 3 .
9:00 AM  Sun Dolphins BS 2 2

Print Report by Instructor (No Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is NOT

selected.
L —— g ..................................................
Summary of Sessions 2 £5 2 Avg
Summary by Instructor # of S £S g Class %
Sessions 8 438 & Ssize Full
Barbara Smith 458 319 0 2140 0.7 16%
Afternoon 7 20 0 8 29 71%
Early 15 90 0.0 0%
Morning 436 299 0 2042 0.7 16%
Brian Thomson 356 259 0 1340 0.7 16%
Afternoon 73 61 0 231 0.8 21%
Morning 283 198 0 1109 0.7 15%
Dave Smith 28 51 0 95 1.7 42%
Afternoon 5 18 0 2 3.6 90%
Morning 23 33 0 93 1.3 31%
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Printing a Summary of Sessions by Weekday

This report displays the average class size, total number of bookings, and spaces remaining
for each class on a selected day.

The information in this report is grouped by Weekday and Class Name.
9. Use the Finding a Session function to locate the required sessions.

10.The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

11.Select Summary of ... from the Print menu and select Sessions by
Weekday from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format _Scripts Tools _Help QMO o ¢ 2 0HE sun253pm Q IE
806 List of >
] Sessions by Class Name
w  Sessions Chart Showing ~ »  Sessions by Instructor 5 October 2014
Splash Sessions by Weekday' o

SortBy | SteriTime v | Detail View Add Session Find Session  Show All Sessions _ Delete Session | Custom Report I Custom Reporls

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

13.Default data will be set at each of the three steps.
Step 1 = Summary by Instructor and Weekday
Step 2 = Group 1 set to Summarize by Weekday,
Group 2 set to Summarize by Class Name
Step 3 = Report Name set to Summary by Weekday and Class Name

14.Amend any of the above steps or include additional grouping options at Step
2 and click the OK button.

r_O O 6 Produce Summary Report

EID Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Weekday and Class Name v

Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Weekday v
Group2  Summarize by Class Name v
Group 3 v

Show Detail

Step 3: enter Report Title
Report Title  summary by Weekday and Class Name

Step 4: Produce Report ok o

R Cancel

15.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
] s & L)
Save as Excel Save as PDF Print  Page Setup

it Preview

Layoer: [ FA_PRT List I viewss: (=[S =) | (& Script Is Paused | Continue

16.The Print Report dialog will be displayed on your screen.
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0.0 6 Print Report

Would you like to print the selected report?

Cancel PDF | Print

11.Click OK to print the report or Cancel to return to your original screen without
printing.
Print Report by Weekday (Show Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is
selected.

Summary of Sessions 2 .8 2 Avg
Summary by Weekday # of S 25 S Class %
Sessions 2 38 & Size  Full
Friday 93 32 0 505 0.3 8%
1:00PM  Fri Sharks BT 6 :
1:30PM  Fri Whales BS 0 10
1:30PM  Fri Dolphins BT 0 4
9:30 AM  Fri Turtles LW 0 8
10:00 AM  Fri Turtles LW 0 8
10:30 AM  Fri Turtles LW 0 8
9:30 AM  Fri Seals ds 0 4
10:30 AM  Fri Seals BS 0 4
11:00 AM  Fri Seals BS 0 4
6:30 AM  Fri Sharks BS 0 6
9:00 AM  Fri Penguins bs 0 4

Print Report by Weekday (No Detail)

When the Summary Report dialog is displayed on your screen you have the choice to include
or exclude detail in the report. The sample below shows the report when Show Detail is NOT
selected.

Summary of Sessions g *qaé 2 Avg
Summary by Weekday Segs?tf)ns § 3 § %fzses anu
[11] 00 (7]

Friday 93 32 0 505 0.3 8%
Monday 148 274 0 624 1.8 38%
Saturday 218 66 0 1260 0.3 6%
Sunday 242 164 0 1258 0.6 13%
Thursday 134 4 0 838 0.0 1%
Tuesday 86 63 0 442 0.6 14%
Wednesday 206 244 2 1021 1.1 23%
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Print Chart Showing Summary of Bookings by Class Name

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each class type for the found set of records. The report can be customised
to include exits.

The information in this report is grouped by Class Name.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Sessions by Class
Name from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format _Scripts Tools _Help VLM O o ¢ 2 0KE sun353pm Q IE
eo0o List of >
e Summary of >
* Sessions Chart Showing > Summary of Bookings by Class Name er 2014 ,
Splash Summary of Bookings by Weekday LA

| Summary of Sessions by Weekday and Class Name |

Sort By Start Time. v Detail View Add Session Find Session ‘Show All Sessions Delete Session
Summary of Sessions by Weekday and Shift

[ ID  Class D & Name Weekday StartDate  Time!
T T

Custom Reports.
ok Year Location

7
‘ X 7484 SEA  Seals [ Saturday | 1207014 | 1o:s  Custom Chart 3 2014 | MainPool

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

5. Default data will be set at each of the three steps.
Step 1 = Summary of Bookings and Spaces
Step 2 = Group 1 set to Summarize by Class Name
Step 3 = Report Name set to Summary of Bookings and Spaces

r_ﬁ O 6 Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary of Bookings and Spaces v

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Class Name v

Step 3: enter Report Title
Report Title  Summary of Bookings and Spaces

Step 4: Produce Report ‘ oK

# cancel

7. 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

Y ea— T ] St I Pused
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Summary of Sessions
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8. The Print Report dialog will be displayed on your screen.

Would you like to print the selected report?

| cancel | POF | [ print |

9. Click OK to print the report or Cancel to return to your original screen without
printing.
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Print Chart Showing Summary of Bookings by Weekday

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each weekday for the found set of records. The report can be customised
to include exits.

The information in this report is grouped by Weekday.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format Scripts Tools  Help Q@O 0 % 2 100%&E Sun354pm Q IE

800 List of >
e Summary of >
* Sessions Chart Showing Gl summary of Bookings by Class Name er 2014 2
Splash Summary of Bookings by Weekday LA
SortBy | StartTime v|  Detail View Add Session Find Session ~ Show All Sessions _ Delete Session | Summary of Sessions by Weekday and Class Name | Custom Reports
[ D Class ID & Name Weekday SttDae  Time SUMMary of Sessions by Weekday and Shift ok Year Location
T T 7

‘ ¥ 7484 SEA  Seals (o saurday | 12072014 | 103  Custom Chart B 2014 | MainPool

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

5. Default data will be set at each of the three steps.
Step 1 = Summary of Bookings and Spaces
Step 2 = Group 1 set to Summarize by Weekday
Step 3 = Report Name set to Summary of Bookings and Spaces

6. Amend the grouping options at Step 2 if required and click the OK button.

Step 1 : Choose Existing Report Format

Report Name Summary of Bookings and Spaces v

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Weekday v

Step 3: enter Report Title
Report Title  Summary of Bookings and Spaces

Step 4: Produce Report oK ¥

8 Cancel

7. 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
PN ra— S = ] e
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8. The Print Report dialog will be displayed on your screen.

Would you like to print the selected report?

[ Cancel ][ PDF ]f

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

printing.
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Print Chart Showing Summary of Bookings by Weekday and Class Name

This report displays as a graph; it shows the number of bookings for each weekday within
each class for the found set of records.

The information in this report is grouped by Weekday and Class Name.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Class Name from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format Scripts Tools  Help QMO 0 5 2 100%&E Sun354pm Q IS
800 List of >
X Summary of >
“&y ** Sessions EELEITMMMEE  Summary of Bookings by Class Name er 2014 3
splash ———  Summary of Bookings by Weekday 7o
SortBy | Start Time v Detail View Add Session Find Session Show All Sessions ~ Delete Session Summary of Sessons by Weekday and Class Name Custom Reports
D Class D & Name Weekday StrtDate  Time SUMMary of Sessions by Weekday and Shift Xk Year Location
T T T
‘ ¥ 7484 SEA  Seals [ saurday | 12072014 | 103 Custom Chart 1 B 2014 | MainPool

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Class Name
Step 3 = Report Name set to Summary by Weekday

6. Amend the grouping options at Step 2 if required and click the OK button.

Step 1 : Choose Existing Report Format
Report Name  Summary by Weekday v

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Class Name v

Step 3: enter Report Title
Report Title  Summary by Weekday

Step 4: Produce Report ) ‘

# cancel

7. 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
Save as Excel Save as PDF Print Page Setup

Layour: [ FA_PRT List I viewas: (= [=]] 55 ) | [Exicreview Script Is Paused
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8. The Print Report dialog will be displayed on your screen.

0086 Print Report

Would you like to print the selected report?

[ Cancel [ PDF

) €

Print

]

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

printing.
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Print Chart Showing Summary of Bookings by Weekday and Shift

This report displays as a graph; it shows the number of bookings within each shift for each
weekday for the found set of records.

The information in this report is grouped by Weekday.
1. Use the Finding a Session function to locate the required sessions.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Shift from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Sessions Format Scripts m Tools Help VMmO 2= 100% (&} Sun 3:54 pm Q =
806 List of >
Josi Summary of »
w ‘ Sessions Chart Showing > Summary of Bookings by Class Name er2014 -
Splzsh Summary of Bookings by Weekday LA™

SortBy | Start Time v | Detal View Add Session FindSossion  Show All Sessions  Delete Session Summary of Sessions by Weekday and Class Name Custom Reports
R T 5y of Sessions by Veekiay and St~ g o |

D Class ID & Name

-
Custom Chart 2014 | MainPool |

Q 7484 SEA  Seas N satursay | 12072014 | 10 3

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Shift
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

Step 1 : choose Existing Report Format
Report Name Summary by Weekday v

Step 2: Choose/Update Report Summary Groups
Group1 = Summarize by Shift v

Step 3: enter Report Title
Report Title  summary by Weekday

Step 4: Produce Report

R Cancel

7. 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 W JOR——
[ o] a1

Save as Excel Save as PDF Print Page Setup

TR T = o I Paused [ Contae |
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8. The Print Report dialog will be displayed on your screen.

0086 Print Report

Would you like to print the selected report?

{ Cancel | [ PDF ][ Print ]

9. Click OK to print the report or Cancel to return to your original screen without
printing.
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Printing a Custom Report

In addition to the generic student reports, Splash provides custom report writing. Custom
reports are specific reports layouts where you can change the grouping for summary totals.

Displaying the Custom Report Dialog

1. Use the Finding a Session function to locate the group of students you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Click once on the Custom Report button displayed in the blue stripe at the top
of your screen. |

Splash

"§%& " sessions 9 June 2014
Splash

| Filter By: ’ List View Add Session Find Session Show All Sessions ~ Delete Session d 4 S Custom Reports

4. The report writer will be displayed on your screen.

r_O O 6 Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format

Report Name | Summary by Instructor and Class Name v

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

Group2  Summarize by Class Name v
Group 3 v

Show Detail [ ]

Step 3: Enter Report Title
Report Title  Summary by Instructor and Class Name

Step 4: produce Report

# cancel

Defining a Custom Report

The custom report dialog is divided into three steps. When you have completed each of the
three sections you are ready to generate your report. Create your custom report by
completing the steps outlined below:

1. Choose the Report Type
2. Choose the Reporting Groups.
3. Give your report a title.

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels
one, two and three.
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If you wish to include detailed information about each family in your report, click the Show

Detail button.

Defining a Summary Report (Show Detail)

Group 1

Group 2

Show Detail [ ] (

Group 3

Summarize by Class Name

Step 2: Choose/Update Report Summary Groups
Summarize by Instructor Name

Information in the report below has been grouped by the categories defined above, however
this time Show Detail in Report has been selected.

Summary of Sessions 4 gi:} 2 Avg
Summary by Instructor and Class Name Se:s(i,cf)ns "é’ E ,t_,; § %iazis FG{:II
o oo 7] _
Barbara Smith 35 32 0 162 0.7 15%
Dolphins 9 13 0 24 1.2 31%
9:30 AM  Sun Dolphins BS 1 3 :
9:00 AM  Sun Dolphins BS 2 2
9:30AM  Sat Dolphins BS 0 4
9:30 AM  Fri Dolphins BS 0 4
2.00PM  Tue Dolphins BS 2 2
9:30AM  Tue Dolphins BS 0 4
2:30PM  Wed Dolphins BS 4 0
9:00 AM  Sun Dolphins BS 1 3
9:30 AM  Sun Dolphins BS 1 2

If you wish to include detailed information about each session in your report, click the Show

Detail in Report button.

Defining a Summary Report (No Detail)

The sample report below demonstrates the use of the summary levels. Drop-down menus
have been provided to assist you in structuring your report.

. P 3
Summary of Sessions 2 E5 2 Av
Summary by Instructor and Class Name # of $ ES g Clas %
Sessions 8 438 &  Size Full
Barbara Smith 35 32 0 162 0.7 15%
Dolphins 9 13 0 24 1.2 31%
Penguins 2 8 0.0 0%
Seals 13 8 0 44 0.5 13%
Sharks 1 6 0.0 0%
Turtles 4 11 0 20 1.8 23%
Whales 6 60 0.0 0%
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Defining Student Details

Personal information about each student is maintained in this module. It includes a history of
all bookings and details the student progress towards class goals. This module can be used
to generate birthday lists and correspondence. Custom fields in this module enable you to
store additional information outside the system defaults.

The Student Record

Each student record contains generic information about the student and their family. On the
right of the screen you will see five tab cards; Bookings, Achievements, Waiting List,
Correspondence, and Custom Fields.

Splash
: v * Students 10 June 2014 p
Splash
Filter By Student Name: Show All
Staus | Actve v
Sort By [ First Name v ‘ Student = Bookings | Waiting List C | Custom Fields
StudentID 17 Allow Photo ‘ v
Jacob Smith 87m ||
Jason Smith 14_5m Name  Nicholas Smith ) Total Enrolments (5)
Jennifer Smith 4_1m Date of Birth  6/11/2006 Age | 7 @ Q 1:00 PM 70115 Wed Seals BS 1 2015 4
Jessica Sinclair 10_3m o = - x 1:00 PM 70115 Wed Seals BS 1 2015
John Smith e-tm ?  100PM  15/1014  Wed Seal 8BS 4 2014
Lucas Smith 2 0m Medical Glasses K2 Qv 4 e eals
Nathan Soloman 1.4m Cormonts g ¥
Nicholas Smith 7_7m g ¢ 1:00 PM 9/07/14  Wed Seals BT 3 2014
Paula Schwass 8.2m Q & e30AM 1002114 Mon Turtles BS 1 2014
Phillip Smith 2.6m
Sally Anderson 11_0m
sam jones 1.2m
Sam Smith 7_7m
Sam Wilams “om Primary Contact | Other Contact_|_Ei Contact | _Sibli
Sandra Patterson 2_11m mary Sonte r Cor rmergency Son oings
Sarah Nightingale 11_9m
Sarah Williams 9_5m Q' Lucas Smith 2_0m 4
simon Jessop 7_9m QX Sam Smith 77m
simon thomas 4.5m QX Jacod Smith 5 7m
Stephanie Hughson 11_10m =
stuart pearson 4_1m
Stuart Sinclair 7_om M
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To | Guardian | ¥
william Smith 4.4m Automatically Rollover Bookings Yes ‘ v
Proforred Client | Yes | v
Credits Owing
Discount Rate Type | Amount |v
Payment by Direct Debit 4
[v]
] First Booking 101214 Last Booking 7115
100=d | Browse

NB: Display family information or access the family file by clicking the Primary Contact tab
card.

Primary Contact | Other Contact | cy Contact | _ Siblings
Name  Barbara I smith Q
First Name Last Name

Relationship  Mother

Address g Erlestoke Crescent,
Churton Park,
Wellington 4001

Email barbaras@xira.co.nz

Telephone
Home 04 478 4616

Work
@ Mobile 0272222082

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
left of the Mobile telephone number.
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Student Bookings — The Bookings tab card within the student file displays a list of all
bookings made for the selected student. Each booking line displays the payment status, day,
time, class name, and block. Catchups and exits are also displayed in the list, however they
are colour coded to represent future catchups, current catchups, past catchups or exited

bookings.

Navigate quickly to a selected booking by clicking the magnifier to the left of the required

® 00 Splash
p ** Students 10 June 2014 p
Splash
Filter By Student Name: Show All
L. 1 staus| | Acve |+
Sort By [ _First Name || student = Bookings | Waiting List [ [ Custom Fields
StudentD 17 Allow Photo ‘ v
Jacob Smith 8. 7m |4
Jason Smith 14_5m Name Nicholas Smith 4 Total Enrolments (5)
Jennifer Smith 4_1m Date of Birth  6/11/2006 Age | 7 @ Q@ 1:00 PM 7/01/15  Wed Seals BS 1 2015 =
Jessica Sinclair 10_3m - = . Q 1:00 PM 710145 Wed Seals BS 1 2015
john Smith 6_11m
Lucs Smith 2 om Medical | Glasses v ‘@ & 100PM 15/0/14  Wed Seals 8BS 4 2014
Nathan Soloman 1_4m Comments g ¢
Nicholas Smith 7_m X o Saals 5L 3 2014
Paula Schwass 8.2m Q@ & 930AM 1002114  Mon Turtles BS 1 2014
Phillip Smith 2.6m
Sally Anderson 11_0m
sam jones 1_2m
Sam Smith 7_Tm
Sam Wikams “om Primary Contact Other Contact | E: Contact | _Sibl
Sandra Patterson 2 11m rimary Con er Contax mergency Cont iblings.
Sarah Nightingale 11_9m
Sarah Williams 9_5m ‘R Lucas Smith 2_0m 4
simon Jessop 7_9m Q  sam Smith 7.m
simon thomas 4.5m Q@ Jacob Smith 8 7m
Stephanie Hughson 11_10m
stuart pearson 4_1m
Stuart Sinclair 7_0m M
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence o~ Guardian v
william Smith 4-4m Automatically Rollover Bookings Yes ‘ v
Profrred Client  Yes | v
Credits Owing
Discount Rate Type | Amount |v
Payment by Direct Debit 4
[v]
] First Booking 1012114 Last Booking 7115
100=d Browse

Student Achievements — Displayed in the second tab card, Achievements displays a history
of the goals associated will all classes the student has been scheduled to attend. Within the
achievements list you can monitor the students’ progress towards each of the assigned goals.

e 0 6 Splash
p * Students 10 June 2014 P
Splash -
27 customReports |
Filter By Student Name: Show All
F— sas e -
Sort By | First Name v ‘ Student = Bookings | Waiting List C [ Custom Fields
StudentID | 17 Allow Photo v
Jacob Smith 8_7m |4 !
Jason Smith 14_5m Name | Nicholas Smith o
Jennifer Smith 4_1m Date of Birth | 6/11/2006 Age 7 [F =/ E) Bubble and breathe 10 metres &
Jessica Sinclair 10_3m . - >
. d v
john Smith 6_11m ender Kick on Back 10 metres
Lucas Smith 2_0m Medical | Glasses |v
Nathan Soloman 1-4m Comments Breaststroke Kick 5 metres.
Nicholas Smith 7_7m
Paula Schwass. 8.2m
Phillip Smith 2.6m Butterfly Arms 5 metres
Sally Anderson 11_0m
sam jones 1.2m
Sam Smith 7_7m
Sem Wiliams “-om Primary Contact | _Other Contact_|_E: Contact | _Sibli
Sandra Patiorson 2 11m rimary Cont er Cont mergency Cont iblings
Sarah Nightingale 11_9m
Sarah Williams 9_5m “Q  Lucas Smith 2_0m |a|
simon Jessop 7_9m Q®  Sam Smith 7.7m
simon thomas 4_5m & Jacon Smith & 7m
Stephanie Hughson 11_10m
stuart pearson 4_1m -
Stuart Sinclair 7_0m A
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To | Guardian | v
william Smith 4.4m Automatically Rollover Bookings Yes ‘ v
Preferred Client | Yes | v
Credits Owing
Discount Rate Ty Amount |v
Payment by Direct Debit ‘ v
] []
100 = Browse
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Student Waiting List — Displayed in the third tab card, the Waiting List displays a record of
any waitlisted session the student has been placed on. Remove the student from a waiting
list by clicking the red cross on the right of the row you wish to remove.

600 Splash

K

: 28 September 2014 y
Splash D

Filtor By Student Name:
Everyone Stats  Inactive |
SortBy | First Name v||  student Bookings | [ waitngList | | CustomFields |
StudentID 17 Allow Photo v
jonathan thomas 48m |a]
JOSEPH zimmerman 14.7m Name Nicholas Smith Session Block  Year
Kairina O'Donnel - o R P w Q130N sa soals BS 3 2014 3g[a]
Lucas Smith 2.6m - £
v
o+ om Gender Male 5
8 om Medical ~ Glasses ‘v At
o 930AM  Sun  Dolphins 8BS 3 2014
1.7m Comments < < ®
er 3_3m §
Nicholas Smith Primary Contact | Other Contact | Emergency Contact | _Siblings E
paul brown 3_10m
Paul Fairbrother 5
e 5-4m Q  sam Smith 7_10m 4]
Paula Schwass 8_5m
Paulette Aplin 4.0m R Jacob Smith 8.10m
Peter Aplin 2. 5m
Peter Apolio 3 7m
peter jessop 4_7m [v]
Peter Williamson 0_8m
Phillip Smith 2_9 =
" - Address Correspondence To  Guardian v
Robert Harper 7.3m
Robert Thomson 9.8m Automatically Rollover Bookings Yes ‘ v
Sally Anderson 11_4m Preferred Client  Yes ‘v
e 1.5m Credis Owing
Sam Smith 7_10m
Sam Wiliams 43m DiscountRate | 1| Type  Amount |v
Sandra Patterson 3.3m Payment by Direct Debit |v
Sarah Nightingale 12_0m
Sarah Rim 8 2m [
Sarah 9_9m 2
simon 8_0m
simon thomas 48m |v|

100 = & £ Browse

Student Correspondence — The fourth tab card on the student file; Correspondence displays
a list of all communication with the student or the student’s family in direct relation to the
selected student. Correspondence may be email, SMS, letter or a file note. Click the Create
Correspondence button to create a new correspondence item.

8 06 Splash

Students 10 June 2014

Splash -
20T customReports |
Filter By Student Name: Show All
Status | Active I
SortBy | First Name v|| Student = Bookings | i Waiting List c [ Custom Fields
Student D | 17 Allow Photo v
Jacob Smith 87m [4] Create Correspondence  eff
Jason Smith 14.5m Name | Nicholas Smith ) Type Recipient
foo a -
Jennifer Smith 41m Date of Birth | 6/11/2006 Age 7 @ 27/04/14  Reminder Barbara Smith 03 [4]
sessica Sinclalr 1o-sm Gender | M 7 Swim School Account Reminder Notice
john Smith 6_11m "
; ; -
Lucas Smith 2.0m Medical = Glasses |+ Q 90314 Booking Barbara Smith s
Nathan Soloman 1_4m . Swim School Holiday Confirmation Letter
L sl A Q 90314 Booking Barbara Smith °3
Paula Schwass 8.2m -
Phillp Smith 2.6m Swim School Multiple Booking Confirmation
Sally Anderson 11_0m ‘Q 200511 Reminder Barbara Smith Yy
sam jones 1-2m Account Reminder Notice
Sam Smith 7_7m
Sam Williams 4 om Q 20/08/11 Reminder Barbara Smith [}
- Primary Contact | Other Contact | Emergency Contact | _Siblings .
Sandra Patterson 2.11m Y gensy g Account Reminder Notice
Sarah Nightingale 11_9m pr— p— fem—— =
mail icholas Smit
Sarah Williams 9_5m ‘@ Lucas Smith 2_0m || A
simon Jessop 7_9m ‘@ sam Smith 7.7m Happy Birthday
simon thomas 4.5m Q Jacob Smith o 7m
Stephanie Hughson 11_10m =
stuart pearson 4 1m ]
Stuart Sinclair 7_0m A4
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To | Guardian | v
william Smith 4-4m Automatically Rollover Bookings Yes ‘ v
Proforred Client | Yes | v
Credits Owing
Discount Rate Ty Amount |v
Payment by Direct Debit ‘ v
| [v]
v

100 = dp [ Browse
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Student Custom Fields — The Custom Fields tab card within the student file displays seven
additional fields for storing information about the student. Five text fields and two date fields
have been created for custom use. Define the labels for your custom fields in the

Preferences area of Splash.

800 Splash
p v - Students 10 June 2014 p
Splash -
Filter By Student Name: Show All
saus tve Iv
SortBy | First Name j Student = Bookings [ Waiting List C: ] Custom Fields
PSS — StudentID | 17 Allow Photo v
Benjamin Nightingale 8 1m |4| :
Brendon Nightingale 12_3m Name | Nicholas Smith -
Nicholas Larsen 2 11m Date of Birth | 6/11/2006 Age 7 w
Nicholas Smith 7_7m
v
Sarah Nightingale 11.9m Gender | M Custom Field 1
Medical | Glasses 2 Custom Field 2
Comments Custom Field 3
Custom Field 4
Custom Field 5
Custom Date 1 =
Custom Date 2 =
Primary Contact Other Contact | Emergency Contact | _Siblings
“®  Lucas Smith 2_0m |a|
‘X sam Smith 7_7m
"X Jacob Smith 8.7m
[v]
Address Correspondence To | Guardian ‘ v
Automatically Rollover Bookings Yes ‘ v
Preferred Client | Yes ‘ v
Credits Owing
Discount Rate Type  Amount | v
Payment by Direct Debit |v

100 = g Browse
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Listing Student Records

Each record in your database can be displayed in either the entry screen or list view. List
view will display all records in the found set — see the bottom left corner of the screen for the
size of the current found set.

8 06 Splash

.. Find Student Named
. ** Students Everyone 10 June 2014 é
Splash <
— . §
Sort By First Name v 1 Detail View ‘Add Student Find Student Show All Students Delete Student Custom Reports
D Last Name First Name Age Address Contact Discount Telephone Last Booking (Date / Class) \
Q 13 Smith Jacob 8_7m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 Amount 0272222082 6/5/2014 Seals O
Q 15 Smith Sam 7_7m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1.5 Amount 0272222082 7/1/2015 Dolphins
Q 17 Smith Nicholas 7_m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 Amount 0272222082 711/2015 Seals
Q 19 Smith Jason 14_5m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 9/7/2014 Turtles O
Q 21 Brown Bobby 6_3m 345 Nowhere St, Brooklyn, Wellington 4009 ‘Sam Brown 10% Percent 04 564 3212
Q 23 Anderson Jamie 4_10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845
|-
Q H Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 (.}
Q 27 zimmerman Zac 6_5m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10% Percent 09 765 1445 10/2/2014 Dolphins X
Q 29  zimmerman Amanda 10_4m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10% Percent 09 765 1445 |
Q 31 Anderson Sally 11_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 11/1/2015 Turtles X!
Q 33  Thomson Caroline 10_10m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 027 2222082 9/1/2015 Seals
Q 59 Larsen Nicholas 2_11m 135 Cornwall St, Bellvue, Wellington 4005 ‘ John Larsen ‘ 10% Percent | 04 479 5648 | 4/5/2016 Sharks (|
Displaying all (Total of 97). Find Marked Unmark Found. Sadiiouad
100 = ¢ Browse

NB: Click magnifier to the left of the Student ID to display the data entry screen.

Displaying a List of Students (from Student Details)

3. Click once on the List View button displayed in the blue stripe at the top of
your screen.

splash

** Students 10 June 2014
4. The Student List View screen will be displayed.
Displaying a List of Student (from outside Student screen)
4. Click once on the Splash icon on the top left corner of your screen.
5. Select the Student List icon

- .
Students e

6. The Student List View screen will be displayed

Page 104 User Documentation — Splash V6.0




Adding a New Student to an Existing Family

A new student record must be created whenever a new student joins the swim school. A
student cannot be booked in to a session unless they have been registered in Splash. New
students may be added through the Students module or via the Family file.

9. Click once on the Splash icon on the top left corner of your screen.
10.Select the Student icon

@ludens 8% =l

11.The Student data entry screen will be displayed

12.Click once on the Add Student button displayed in the blue stripe at the top
of your screen.

® 00 Splash

i3 Students 10 June 2014 é

Splash N
‘ ' List Add Student Ed student Show All Students  Delete Student 2 ] - Custom Reports
Filter By Student Name: Show All

13.The Add New Student dialog will be displayed.

® 00 Add New Student ]

[

L Enter New Student Details

|
Name  Fletcher /| Rim ‘

First Name Last Name
Personal Details
Date of Birth ~ 5/12/2003 Age 10 |
Gender [|Female [X]Male
Medical v
Comments
Discount Rate Type v

Rollover Bookings Yes v

Preferred Client v

) “ Family Details

Family Name
Contact

Address

Telephone

Email ’

14 .Enter the Students’ First Name and Surname along with any other personal
details you may have.

—— 15.Click the Family icon to select the family the student should be linked to.

16.The Select a Family dialog will be displayed on your scree. The student
surname will automatically be copied to the filter field and all existing families
with a matching surname will be displayed.
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8 00

Rim

-
« b Select a Family

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

Gladys 027 543 2287

Select a Family

322 New Horizon Bivd, Johnsonville, Wellington

&9 rie: rRim

Fletcher, George

>

17.1f the family you require is displayed, simply click the line containing the
required family name.

If the required family is not displayed, Cancel this entry and go to the family
file to create the family file first.

18.You will be returned to the Add New Student dialog, complete the remaining
student details and click Done.

19.The information will be saved and you will be returned to the Student data
entry screen.

600

Splash

"' Students
Splash

Filter By Student Name:
Sy

Amanda Brown 12_3m [A]
Amanda zimmerman 10_8m
Amelia Anderson 8_9m
Amelia Harper 9.9m
Andy O'Donnell 14_3m

Ann Patterson 9_9m
Anthony Apollo 6.7m
Barry Robinson 12_3m
Benjamin Nightingale 8_4m
Benjamin Williams s5_tim [l
Billy Jones 2_4m
Bobby Brown 6_6m
Bobby Thomson 7_5m
brenda thomas 4_2m
Brendon Nightingale 12_7m
Bridgette Robinson 14_0m
Bruce Taylor 11_5m
Cameron McDougal 3_8m
Caroline Thomson 11_tm
Celia Brown 13_5m
Corey Morrison 12_6m
Craig King 6.2m
David Jones 13_3m
David King 12_3m
debra Patterson 5_1m
denise taylor 1_3m
Fletcher Rim

Frederick Buchanan 11_6m
Gareth Buchanan 10_6m
Gaylene Patterson 13_11m | v]

28 September 2014 4
eptember &

Status  Inactive |»

Student

StudentID 2143  AllowPhoto  No iv
Fletcher Rim

Age 10

Name

Date of Birth  5/12/2003

I

[ waitingList | | Custom Fields

Bookings

Total Enrolments ()

>

Gender Male ¥
Medical

Comments

|v

Primary Contact

Other Contact | Emergency Contact | _Siblings

Q  George Rim 6_7m

>

Q  sarahRim 8_2m

Address Correspondence To ~ Guardian
Automatically Rollover Bookings Yes
Preferred Client
Credits Owing
DiscountRate | | Type

Payment by Direct Debit No

First Booking Last Booking

100 = & £ Browse
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Finding a Student
7. Click once on the Splash icon on the top left corner of your screen.

8. Select the Student Find icon

o

9. The Search for a Student dialog box will be displayed on your screen.

® 0 6 Splash

S Search for a Student
6

StudentD Q. Status v

Name [ |

Address o Cetcoy M

Allow Photo v
Email Student Birthday

Guardian Name Month @ \

Q
Family Alert Date of Birth
Q

Q
Q

Telephone @ Day of Month
Q
a Age

Medical

Automatically Rollover Booking @ Bookings Custom Fields

Discount Rate @ Discount Type @
Credits Owing @

Payment by Direct Debit Q.

Comments @

First Booking Date Q@
Latest Booking Date @
Total Family Bookings @
Highest Booking Level Q. Q
# cancel 4New Request | ‘—OmnRecmds ( Constrain Set | ‘ Extend Set .[“FindNuw l
100 = 5 Find
10.Enter the criteria for your find by typing your request in the corresponding
field/s.

11.Click the Find Now button.

12.1f one record is located the record will be displayed on the Student entry
screen. If multiple records are located the found set will be displayed in the
list view.

NB: See Advanced Find Techniques within this guide for assistance with
Constraining or Extending the found set.

Updating Student Details

5. Use the Finding a Student function to locate the student record you wish to
update.

6. When the correct student screen is displayed simply overtype any of the
information to update the information that has been stored.
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Inserting a Photograph

1. Use the Finding a Student function to locate the student record you wish to
update.

2. When the correct student screen is displayed click once in the Photo field. =

Splash Data.zip
Splash REports

Splash
. Lucas Smith
: " Students 1 June 2014 p
Splash -
Filter By Student Name: Show Al
sortBy | First Name v||  student c [ Custom Fields
StudentID 162 Allow Photo v
Jacob Smith 8_7m |4 <
Jason Smith 145m Name | Lucas Smith Total Enrolments (19)
Jennifer Smith 4_1m Date of Birth  1/6/2012 Age 2 BT 1 2015 1A
john Smith 6_11m BT 1 2015
Lucas Smith 2.0m €zt M p " ot
Nicholas Smith 7_m Medical v
Phillip Smith 2.6m (s BT 4 2014
sam Smith 7_7m ( BT 4 2014
william Smith 4_4m BS 4 2014
BT 4 2014
BT 3 2014
BS 3 2014
Primary Contact Other Contact | Emergency Contact | Siblings < O 9:30 AM 13/07/14  Sun Dolphins BS 3 2014
Q& 200PM 405114 Sun Dolphins BT 2 2014
[l Q@ ¢ 930AM 10/02/14  Mon Dolphins ~ BS 1 2014
@ & 100PM 10002114 Mon Sharks BT 1 2014
k3 Q? 1:00 PM 4/02/14 Tue Seals BT 1 2014
| | Q@ & 200PM 6/05/13  Mon Dolphins BT 2 2013
~ Q@ &  200PM 1100213 Mon Dolphins BT 1 2013
k3 9 2:00 PM 7/05/12 Mon Dolphins BT 2 2012
Address Correspondence To ~ Guardian ‘v
@ & 200PM 1300212  Mon Dolphins BT 1 2012
Automatically Rollover Bookings Yes ‘ v
Q@ & 200PM 2051 Mon Dolphins BT 2 2011
Preferred Client ‘ v
Q@ & 200PM 702111 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate Type  Percent |v
Payment by Direct Debit [Ad
Iv]
[v] First Booking 7/2/11 | Last Booking 111115
100 =g 5 Browse
3. Click once inside the large photo field.
4. Select Picture from the Insert menu.
0006 Insert Picture
n — o — ~
(«/> (2Bl m m (=) Gasplash6PosFMI2 3| (Q )
FAVORITES Name
[®] Tarmny nnu.pny
{Z] Dropbox
Import.log
£ All My Files =
[Z) Desktop « SMSglobal Email-2-SMS.pdf

[5 Archive 2.zip

[5 nick mths stats

f'?_r barbarasmith

r/A\; Applications

@ Documents
DEVICES

(©) Remote Disc

asrnia

Splash User document V6.docx

(1 Splash V6 Live
Splash V6 Live.zip

(0 Splash V6 Trial 30 June
Splash V6 Trial 30 June.zip
Splash V6 User Guide notes.docx
Splash V6 User Guide notesdelete.d
Student Data.xIsx

0CX

Show: [ All Available

“

| Store only a reference to the file

| Cancel |

5. Locate and select the student photograph.

6. Click Insert to place the photograph on the student file.
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8 06 Splash
: . Lucas Smith
Students 1 June 2014 P
Splash N
Filter By Student Name: Show All
smith Status | Inactive v
SortBy [ FistName V|| Student C [ Custom Fields
StudentiD 162 | Allow Photo v
Jacob Smith 8.7m |4
Jason Smith 14.5m Name  Lucas Smith Total Enrolments (19)
Jennifer Smith 4_1m Date of Birth | 1/6/2012 Age | 2 BT 1 2015 {4l
john Smith 6_11m BT 1 2015
Lucas Smith 2.0m Caudey M or . ore
Nicholas Smith 7_Tm Medical v
Phillip Smith 2.6m o BT 4 2014
Sam Smith 7_m BT 4 2014
‘william Smith 4_4m s 4 2014
BT 4 2014
BT 3 2014
BS 3 2014
Primary Contact | Other Contact | Emergency Contact | Siblings =z 0 9:30 AM 1307114 Sun Dolphins  BS. 3 2014
£°3 Qé 2:00 PM 4/05/14 Sun Dolphins BT 2 2014
A @ & 930AM 1002114  Mon Dolphins  BS 1 2014
< & 100PM 10002114  Mon Sharks BT 1 2014
k3 9 1:00 PM 4/02/14 Tue Seals BT 1 2014
q ¢ 200PM 600513 Mon Dolphins BT 2 2013
Y E°3 Qé 2:00 PM 11/02/13 Mon Dolphins BT 1 2013
@ ¢ 200PM 700512 Mon Dolphins BT 2 2012
Address Correspondence To  Guardian ‘ v
< & 200PM 1302112 Mon Dolphins BT 1 2012
Automatically Rollover Bookings Yes ‘ v
‘@ ¢ 200PM 20511 Mon Dolphins BT 2 2011
Preferred Client ‘ v
q ¢ 200PM 702141 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate Type | Percent |v
Payment by Direct Debit I
[v]
i~ First Booking 702111 | Last Booking 14115
100 = ¢ B Browse

Removing a Student Photograph

1.

Use the Finding a Student function to locate the student record you wish to

update

When the correct student screen is displayed click once in the Photo field.

Click once inside the large photo field.

Press the Delete key on your keyboard.
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Sending a SMS Message

SMS messages can be sent to individual recipients or all recipients in the found set. This
command outlines the process for sending an SMS message to the current students’ family.
This command will only be successful if you have configured your system defaults to send
SMS messages and you have created an account with SMSGlobal.

1. Use the Finding a Student function to locate the student record you wish to
update.

2. When the correct family screen is displayed simply click Primary Contaci
card to display the family contact details. '

3. Click once on the SMS button displayed to the left of the Mobile telephone

number.
Primary Contact Other Contact Emergency Contact Siblings
Name  Barbara I smith Q
First Name Last Name

Relationship  Mother

Address g Erlestoke Crescent,
Churton Park,
Wellington 4001

Email barbaras@xtra.co.nz

Telephone
Home 04 478 4616

Work
@ Mobile 0272222082

4. The Enter New SMS dialog will be displayed on your screen.

| ® 0 0 Create SMS

/ Enter New SMS

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pm|

Message Length : 75 Chars

5. Enter the message you wish to send.

6. Click the Done button to send your message and return to the family entry

screen.
NB: Each SMS message is sent via your email application as per the sample
below.

[CHGNG) SMS Message

To: 64272222082@email.smsglobal.com

Cc:

= v | Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm
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Creating a Record of Achievement
1. Use the Finding a Student function to locate the required student record.

2. When the correct student is displayed on your screen; select the Scripts
menu... choose Send Record of Achievement.

800 Splash
o i,v ‘ Students 28 September 2014 é
Splash -
7L cusomRepors |
Filter By Student Name: Show All
[“smin ] Status  Active v
SortBy | First Name v||  student Bookings Waiting List [ Custom Fields
T SwdentiD 103  Allow Photo v
Jacob Smith 8_tom |4
Jason Smith 14_Bm Name  Gareth Buchanan W/ Total Enrolments (15)
Jennifer Smith 4_am Date of Birth 227372004 Age 10 ﬁ] Q & 100PM 110714 Fii Sharks BT 3 2014 lia
john Smith 7_3m
- Q ®  100PM 90714 Wed Sharks BT 3 2014
Lucas Smith 2.6m Gender. | Malo el
i S o e v Q & 200PM 405114 Sun Doiphins BT 2 2014
2 0 #  1100AM 10002114 M Seal 8BS 1 2014
hillip Smith 2-9m Comments E on i
Sam Smith 7_1om Q & 930AM 6/05/13  Mon Dolphins BT 2 2013
william Smith 4_7m Primary Contact Other Contact | Emergency Contact | _Siblings Q & e30AM 110213 Mon Dophins BT T 2013
Q¢ 9:30 AM 1102113 Mon Dolphins BT 1 2013
Q  Frederick Buchanan 11_6m |a] S
Q& 930AM 700512 Mon Doiphins BT 2 2012
Q & 930AM 70512 Mon Doiphins BT 2 2012
Q & 930AM 130212 Mon Doiphins BT 1 2012
=i Q & 930AM 130212 Mon Doiphins BT 1 2012
Q & 930AM 205111 Mon Doiphins BT 2 2011
Address Correspondence To ~ Guardian v Q & e30AM 205111 Mon Dolphins BT 2 2011
Automatically Rollover Bookings ves |v Q & 930AM 702111 Mon Dolphins BT 1 2011
Profortod Clont Yos | Q & 930AM 702111 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate 10% | Type  Percent |v
Payment by Direct Debit |*
[v]
~] First Booking 71211 Last Booking 177114
100= & Browse

3. 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 e = |k
Save as Excel Save as PDF Print  Page Setup
(=) | (ssrend —

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

006 Message

Do you want to PRINT or EMAIL the Record of Achievement?

| Cancel | Email | [ Print ]

5. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Record of Achievement for Gareth Buchanan
Level 4 - Dolphins

1 Bubble and breathe 10 metres Mastered
4/4/2014

2 Kick on Back 10 metres Mastered
4/4/2014

3 Breaststroke Kick 5 metres Learning
28/4/2014

Needs to work on xxxxx

4 Butterfly Arms 5 metres Learning
28/4/2014
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Moving a Student from One Family to Another

Use these instructions when you have created a student record, however the student has
accidentally been linked to an incorrect family module. Alternatively you may need to
consolidate two family records where multiple children from the same family have been
created under different family records.

6.

Use the Finding a Student function to locate the student record you wish to

update.

When the correct student screen click once on the Primary Contact tab card.

Hold down the Shift key while you click the magnifier to the right of the
primary contact name.

8006

Splash

Filter By Student Name:

'+ Students

SortBy | First Name %

Amanda Brown
Amanda zimmerman
‘Amelia Anderson
Amelia Harper
Andy O'Donnell

Ann Patterson
Anthony Apollo
Barry Robinson
Benjamin Nightingale
Benjamin Williams
Billy Jones

Bobby Brown
Bobby Thomson
brenda thomas
Brendon Nightingale
Bridgette Robinson
Bruce Taylor
Cameron McDougal
Caroline Thomson
Celia Brown

Corey Morrison
Craig King

David Jones

David King

debra Patterson
denise taylor
Fletcher Rim
Frederick Buchanan
Gareth Buchanan
Gaylene Patterson
George Rim
Georgia Taylor
Gregory Hargreaves
Hamish McDougal
Harry Williams

A

Splash
10 June 2014 P
CZIT T customReports |
Status  Active [
Student Bookings | Waiting List [ [ custom Fields
StudentD | 162 | Allow Photo v
Name | Lucas Smith Total Enrolments (19)
Date of Birth | 1/6/2012 Age | 2 Q 200PM 1101115 Sy Dolphins BT 1 2015 [al
- v Q 200PM 11001715 Sy Dolphins BT 1 2015
e Q@ &  200PM 19710114  Su Dolphins BT 4 2014
Q 200PM  19/10114  Su Dolphins BT 4 2014
Comments
Q 200PM  19/10/14  Sul Dolphins BT 4 2014
Q 900AM 1910114  Suf Dolphins ~ BS 4 2014
1*3 2:00 PM 19/10/14 Sy Dolphins BT 4 2014
Q & 200PM 130714 Sy Dolphins BT 3 2014
i3 9:00 AM 13/07/14 Sy Dolphins BS 3 2014
Primary Contact Other Contact | Emergency Contact | _Siblings | Q 9:30 AM 1300714 sy Dolphins  BS 3 2014
i3 Q)’ 2:00 PM 4/05/14 su Dolphins BT 2 2014
Name  Barbara ! smith Q GO TOTOZTT=Th Dolphins ~ BS 1 2014
First Name Last Name N
q ¢ 1:00 PM 10/02/14 Mon Sharks BT 1 2014
Relationship ~ Mother
g & 1:00PM 4102114 Tue Seals BT 1 2014
Address  gA Erlestoke Crescent, g & 2:00 PM 6/05/13  Mon Dolphins BT 2 2013
hurton Park,
Wellington 4001 Q@ & 200PM 110213  Mon Dolphins BT 1 2013
k3 Q)) 2:00 PM 7/05/12 Mon Dolphins BT 2 2012
Q@ & 200PM 1302112 Mon Dolphins BT 1 2012
Email | barbaras@xtra.co.nz g & 2:00 PM 2/05/11  Mon Dolphins BT 2 2011
Telephone q & 200PM 702111 Mon Dolphins BT 1 2011
Home 04 478 4616
Work
@ Mobile 0272222082
[v]
First Booking 7211 Last Booking 1115

100 = ¢ 5 Browse

800

9. The Select a Family dialog box will be displayed on your screen

Select a Family

A A
< Select a Family

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

Smith
Smith
Smith
Smith

Unknown

Barbara

Daniel

Bridget

0272222082
0272222082
478 4616

999, 999

BA Erlestoke Crescent, Churton Park, Wellington

89 Roberta Road, Tawa 4008
1243 Any Street, Wellington

Jacob, Sam, Nicholas, Lucas

Jason, Phillip, Jennifer, john

&9 rier  smin

10.The student surname will automatically be copied the filter field and all
existing families with a matching surname will be displayed.

11.Simply click the record representing the family you wish to move the child

into.
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Deleting a Student Record

As a rule a record should only be deleted if it was made in error. To ensure data integrity a
student record can only be deleted if there are no bookings. Student records can be deleted
from either the Student entry screen or the list view.

Deleting a Student from List View

4. Use the Finding a Student function to locate the student record you wish to
delete.

5. When the correct student entry record is displayed on your screen click once
on the row containing the relevant student record.

6. Click once on the Delete Student button displayed in the blue tripe at the top
of your screen.

@060 . Splash

$A&  Students 10 June 2014 p
Splash N

‘ ' List View Add Student Find Student  Show Al Stufents  Delete Student s Custom Reports
Filter By Student Name: Show All

7. A dialog will be displayed asking you to confirm the student record should be
deleted.

006 Delete Student

Are you sure you want to remove George Rim from the student list?

L

8. Click OK to delete the record or Cancel to return to the student screen
without making a change.

0O 0 6 Message

Sorry... you cannot delete a student with bookings.

|
o) |

NB: You cannot delete a student with bookings attached.
Deleting a Student from the Student Entry Screen
3. Click once on the Splash icon on the top left corner of your screen.
4. Select the Student icon

‘ e0o0
tudents “ k=l S ,\.’
‘ "Jah%s - Students

Show All

5. The Student data entry screen will be displayed, enter the name Splash
of the student you wish to remove in the filter field at the top of Filter By Student Name:
the portal list on the left of your screen. > [Csmini
6. Using the portal on the left of the screen, click once on student Jacob Smith
you wish to delete. PR
7. The portal row will be highlighted to indicate the active record. Lucas Smith
The details of the selected student will be displayed on the right
of your screen. Sam Smith

william Smith

8. Click once on the Delete Student button.

9. You will be asked to confirm the selected student is to be deleted.

00 6 Delete Students

Are you sure you want to remove all 100 students from the student
list? Students with bookings will not be removed.

OK | Cancel

User Documentation — Splash V6.0 Page 113




Generating Student Documents

The Correspondence tab card within the student file displays a list of all correspondence
created for the selected student (with the exception of broadcast email or SMS messages).

1. Use the Finding a Student function to locate the student record you wish to
create a document for.

2. Click once on the Correspondence tab card displayed on the right of the

® 0 6 Splash
** Students 10 June 2014 p
Splash -
[ UstView  AddStdent ~ FindStudent  ShowAllStudents  Delete Student 2 customReports |
Filter By Student Name:
Status  Inactve [
Sort By Student = Bookings | Waiting List C ] Custom Fields
StudentID | 17 Allow Photo v
Amanda Brown 11_11m |4 Create Correspondence  effs
Amanda zimmerman 10_4m Name Nicholas Smith w/ Type Recipient
. ; "
Amelia Anderson 8.6m Date of Bith 61112006 Age [ 7 @ Q 27104114 Reminder Barbara Smith 0d |4
Amelia Harper 9_6m - Swim School Account Reminder Notice
Andy O'Donnell 13_11m Genderighy - - —
Ann Patterson o.6m Medical Glasses v 903114 Booking Barbara Smith 0l
Anthony Apollo 6.4m CaTs Swim School Holiday Confirmation Letter
Barry Robinson 12_0m  9/03/14 Booking Barbara Smith Yy
Benjamin Nightingale 8.1m :
Benjamin Wiiams 5m ‘Swim School Multple Booking Confirmation
Billy Jones 2.1m Q¢ 20005111 Reminder Barbara Smith 0l
Bobby Brown 6.3m Account Reminder Notice
Bobby Thomson 72m ||
brenda thomas 3 11m Q¢ 2000511 Reminder Barbara Smith 03
. Primary Contact Other Contact Emergency Contact Siblings N
Brendon Nightingale 12_3m Account Reminder Notice
Bridgette Robinson 13_9m X os07 el FrTT— =
: mail icholas Smi
Bruce Taylor 11_1m T sam Smith 7_7m A
Cameron McDougal 3.5m ¢ Jacob Smith 8_7m Happy Birthday
Caroline Thomson 10_10m
Celia Brown 13_1m
Corey Morrison 12_2m
Craig King 5_10m M
David Jones 13_0m
David King 1_11m Address Correspondence To  Guardian | ¥
debra Patterson 410m Automatically Rollover Bookings: Yes |v
denise taylor 1.0m )
Fletcher Rim 10_6m Preforred Client  Yes | v
Frederick Buchanan 11_2m Credits Owing
Gareth Buchanan 10_2m [ s
- Discount Rate $1 | Type Amount v
Gaylene Patterson 13_7m ‘
George Rim 6.4m Payment by Direct Debit |v
Georgia Taylor 8_10m
Gregory Hargreaves 9.7m
Hamish McDougal 5_3m —
Harry Williams 7_tom 4 b4
100 =/ 5 Browse

3. Click once on the Add Correspondence button to display the Create
Document dialog box.

Create Correspondence +

4. Choose the type of document you want to create and click the Done button.

8 0 O Create Document

/\ Create New Document

Please select the type of document you would like to create

| Email v |

5. The Create Document dialog box will be displayed on your screen. Select
the document you wish to use or click Use Blank Document and click Done.

[CHGNG) Create Document

ﬂ Create New Document

Please select the template you would like to use, leave
blank to begin with an empty document

I Happy Birthday v I
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6. The selected document will be displayed on your screen.

® 0O Splash

" Documents 10 June 2014 &
Splash -

[ other Documents Samo Famiy | UstView " AddDocument  Find Document  Show All Documents  Delete Document (=) R —_—
D

SortBy | First Name v 1t - Email Document Type
10/6/14 Happy Birthday Subject  Happy Birthday Date.
2/5/14 Email Receive - complaint . y

Nicholas Nicholas a Family Details ey
29/4/14 Swim School Multiple 6A Erlestoke Crescent Nicholas Smith

2814114 6A Erlestoke Crescent

Churton Park Churton Park

271414 Swim School Account Wellington 4001 Welington 4001

27/4/14 Swim School Account

2714114 Swim School Account ]
Happy Birthday Nicholas!!! Email v
2614114

12/4/14 Alittle bird tells us you are turning 8. barbaras@xira.co.nz

>

10.Jun 2014

12/4/14 We are updating our Details
12/4/14 We are updating our Details
12/4/14 testfa email
12/414 tesstfa
12/4/14 testfa other
12/4114 tst
11414
11/4114  test email to barbara
1/4/14 testing
11/4114 testing more
11/4/14 anotehr test email
14114 dslifisd
11/4/14 tost again
104114 We Haven't Seen You For a
10/4114 Happy Birthday
15/3/14 Swim School Booking
16/3/14 Booking SMS
1503114
16/314 Transfer SMS
16/3/14  Fee Reminder SMS Qttechinent
16/3/14 Fee Reminder SMS
9/3/14 Swim School Multiple
9/3/114 Swim School Multiple
9/3/114 Swim School Multiple E

Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at Your School Name Here

(I

9/3114 Swim School Family
9/3114 Swim School Holiday

4
«

100 = & 5 Browse

7. Edit the document as necessary.
8. Click the Print or Email button.

800 . splash

: Documents 11 June 2014 P g
Splash N

Other Documents Same Family

Adding an Attachment to an Email

When an email is created you have the option of including an attachment with your message.

Although the attachment icon is displayed as a pdf symbol any document type can be
attached.

8060 . splash

" Documents 10 June 2014 p g
Splash

CJST customReports |
SortBy | First Name v]| D 1t - Email Decuneniyee)

10/6/14 Happy Birthday 4 Subject | Happy Birthday Date
2/5/14 Email Receive - complaint

Other Documents Same Family

10.Jun 2014

Nicholas Nicholas a Family Details

29/4/14 Swim School Multiple 6A Erlestoke Crescent Nicholas Smith <
6A Erlestoke Crescent

2e/ara Churton Park Churton Park
2714114 Swim School Account Wellington 4001 Wellington 4001
27/4/14 Swim School Account
27/4/114 Swim School Account
26/4114

1214114 Alittle bird tells s you are turning 8. barbaras@xira.co.nz

Happy Birthday Nicholas!!! Email Ve

12/4/14 We are updating our Details Present this letter after your next lesson to receive your free Ice Block.
12/4/14 We are updating our Details
12/4/14 test fa email
12/4/14 tesstfa
12/4/14 test fa other
1204714 tst
1114114
11/4/14 test email to barbara
11/4/14 testing
11/4/14  testing more
1114714 anotehr test email
111414 dskifisd
11/4/14 test again
10/4114 We Haven't Seen You For a
10/4/14 Happy Birthday
1513114 Swim School Booking
15/3/14 Booking SMS
16/3/14
16/3/14 Transfer SMS
16/3/14  Fee Reminder SMS Rlischinent
15/3/14 Fee Reminder SMS
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple E
9/3/14 Swim School Family
9/3/14 Swim School Holiday =

Best Wishes from everyone at Your School Name Here

[0

100 = ¢ 5 Browse

User Documentation — Splash V6.0 Page 115




NB: The Attachment field and buttons are only displayed on screen for email documents.
1.

2.

Ensure the correct email document is displayed on your screen.

Click once on the Insert PDF button.

The Insert File dialog will be displayed on your screen. Locate the file you

wish to attach and click the Insert button.

00 6 Insert File

RIS = Qbirthda

FAVORITES Search: “Downloads” Save | (+
(Z] Dropbox
=l All My Files

Desktop

[ Archive 2.zip
D nick mths stats
{2} barbarasmith
[/l\; Applications
[ Documents

Name

DEVICES
(©) Remote Disc

/4 barbarasmith » (] Downloads » « today birthday_cake.png

Show: | All Available 23

v/ Store only a reference to the file

| Cancel | Insert

4. The inserted document will appear in the Attachment field on the selected

record.
800 splash
. Documents 10 June 2014 p
Splash "
Other Documents Same Family List View ‘Add Document Find Document ‘Show All Documents  Delete Document J: 2 ;‘] MDD Custom Reports

10/6/14. Happy Birthday

2/5/14 Email Receive - complaint
29/4/14 Swim School Multiple
28/4/14
27/4/14 Swim School Account
27/4/14 Swim School Account
2714114 Swim School Account
2604114
12/4114
12/4/14 We are updating our Details
12/4/14 We are updating our Details
12/4/14  test fa email
12/4/14 tesstfa
124114 testfa other
1214114 tst
14114
11/4/14 test email to barbara
11/4/14 testing
11/4/14  testing more
11/4/14 anotehr test email
11/4/14 dslkjfisd
11/4/14 test again
10/4/14 We Haven't Seen You For a
10/4/14  Happy Birthday
15/3/14 Swim School Booking
15/3/14 Booking SMS
151314
15/3/14 Transfer SMS
15/3/14 Fee Reminder SMS
15/3/14 Fee Reminder SMS
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple
9/3/14 Swim School Family
9/3/14 Swim School Holiday

SortBy | First Name Y

A

Document - Email

Subject | Happy Birthday

Nicholas Nicholas A
6A Erlestoke Crescent

Churton Park
Wellington 4001

Happy Birthday Nicholas!!!
Alittle bird tells s you are turning 8.
Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at Your School Name Here

100 = ¢ 5 Browse

Family Details
Nicholas Smith

e

6A Erfestoke Crescent

Churton

Park

Wellington 4001

Email

barbaras@xira.co.nz

Attachment

Date 10 Jun 2014

birthday_cake.png

5. Click the Print or Email button.

Splash

Splash

Documents

Other Documents Same Family

11 June

| List View Add Document Find Document  Show All Documents  Delete Document +J

NB: The attachment is not printed if the print button is selected.

Page 116

2014

User Documentation — Splash V6.0



Changing the Status of a Student

Student records are all created with a status of Active. Over time however some students may
leave the swim school either permanently or temporarily. Locating students based on term
dates can be a little slower than using the active or inactive status field. After rollover and
periodically during the term it is a good idea to update the student records to identify whether
they are active or inactive. The following two commands reset the student status quickly for
you.

Changing a Group of Students to Active

This command identifies all students with a booking within a specified timeframe and sets the
status to active. To use this command you simply need to know the start and end date of the
current term.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student icon

deems ”

3. Select Set Students with Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will locate all of the students with a booking within the specified dates
and set their status to “Active”.

0.0 6 Locate Current Students

Please specify the date range for active students. This search
may take a few minutes.

Term Start Date
4/6/2014
Term End Date
31/8/2014

Cancel \ OK \ |

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Inactive”. Click OK if you wish to update the remaining records
or Cancel to continue without amending the records.

Do you want to make the remaining students INACTIVE?

Cancel oK |

Changing a Group of Students to Inactive

The reverse of the command above; this command identifies all students with a booking
within a specified timeframe and sets the remaining students to a status to active. To use this
command you simply need to know the start and end date of the current term.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student icon

Q(udenw % =)

3. Select Set Students with Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will hide all of the students with a booking within the specified dates
and set the remaining records to status “Active”.
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00 6 Locate Current Students

Please specify the date range for active students. This search
may take a few minutes.

Term Start Date
4/6/2014

Term End Date
131/8/2014

Cancel [ OK |

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Active”. Click OK if you wish to update the remaining records or
Cancel to continue without amending the records.

L0006 Message

Do you want to make the remaining records ACTIVE?
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Sending a Broadcast SMS Message

A broadcast SMS is a single message sent to multiple recipients. A SMS message sent in
this way will not be recorded on the student or family file.

Group SMS messages are sent to all recipients in the found set that have a valid mobile
telephone number stored on file.

This function will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGlobal.

1. Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with a mobile telephone number
by placing an asterisk (*) in the mobile field along with any other find criteria.

2. The found set of records will be displayed in a list on your screen (if the list is
incorrect repeat step 1).

800 splash
g . Find Student Named
2 * Students Everyone 10 June 2014 é
Splash -
Sort By First Name v ] Detail View ‘Add Student Find Student Show All Students ‘Custom Reports.
| D Last Name First Name Age Address Contact Discount Telephone Last Booking (Date / Class) \
Q 13 Smith Jacob 8. 7m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 ‘Amount 0272222082 6/5/2014 Seals (|
Q 15  Smith Sam 7_Tm 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $15 ‘Amount 0272222082 7112015 Dolphins ]
| Q 17 Smith Nicholas 7_7m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 ‘Amount 0272222082 7/1/2015 Seals O
C\ 19 Smith Jason 14_5m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 9/7/2014 Turtles (|
(o3 21 Brown Bobby 6_3m 345 Nowhere St, Brooklyn, Wellington 4009 Sam Brown 10% Percent 04 564 3212 O
Q 23 Anderson Jamie 4_10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 O
C\ 25  Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 (|

Family [Found Set].
4. A dialog will be displayed on your screen warning that you are about to send
multiple SMS messages. Click OK to continue or Cancel or exit the script.

006 Send SMS Messages

| You are about to send 100 SMS messages to all Families in the
| found set. Do you wish to continue?

OK [ Cancel

L |

5. The Enter New SMS dialog will be displayed on your screen.

| ® O O - Create SMS

,J/.} Enter New SMS ‘

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pm|

Message Length : 75 Chars

‘ # cancel ‘ ‘

Done % ‘ |

6. Enter the message you wish to send.

7. Click the Done button to send your message and return to the student entry

screen.
NB: Each SMS message is sent via your email application as per the sample
below.
® 006 SMS Message
\ j

To:  64272222082@email.smsglobal.com

Cc:
= v |Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm
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Sending a Broadcast Email

A broadcast email is a single email sent to multiple recipients. An email sent in this way will
not be recorded on the family file.

Group email messages are sent to all recipients in the found set that have a valid email
address stored on file.

Page 120

1.

6.
7.

Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with an email address by placing
an asterisk (*) in the email field along with any other find criteria.

. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

. Select Send Broadcast Email from the Scripts Menu.

0086 Broadcast Email

You are about to send a broadcast email to all students in the
FOUND SET the details of the email will not be recorded on the
client file. Do you wish to continue?

( oK | Cancel |

. A dialog will be displayed on your screen warning that you are about to send

multiple email messages. Click OK to continue or Cancel or exit the script.

. The Enter Broadcast Email dialog will be displayed on your screen.

@00 Create Broadcast Email

f .
4 Enter New Email
IR |

Email Details

Subject  swim School Newsletter

Body Please find attached our swim school newsletter for June 2014| A

Attachment

& , i
IE vor #® Cancel Done % ‘

Parent_H

Enter the message you wish to sent and attach a document if required.
Click the Send button.

NB: To ensure the privacy of all clients the email address will automatically be
placed in the BCC box. You can view the messages that have been sent if you
look within the Sent Items folder of your email application.
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Generating a Student Mail Merge

The mail merge function within Splash operates using a marked record system. All marked
records will be included in the mail merge. Marked students appear in the Student listing with
a cross in the box on the far right of the screen.

®00 Splash
Find Student Named
. ** Students Everyone 10 June 2014 é
Splash >
[ sortBy | First Name V| Detail View Add Student Find Student ~ Show All Students  Delete Student Custom Reports
| D Last Name First Name. Age Address Contact Discount Telephone Last Booking (Date / Class) \
{03 13 Smith Jacob 8_7m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 Amoumt | 0272222082 | ears x|
Q15 smith sam 7.7m  6AErestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $15  Amount | 0272222082 | 7//2015  Dolphins X
| Q@ 17 smih Nicholas 7.7m  6AErestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 Amount | 0272222082 | 7/1/2015  Seals X
Q19 smith Jason 14.5m 89 Roberta Road, Tawa 4008 Daniel Smith 10%  Percent | 0272222082 | 9/7/2014  Turties X
Q21 Brown Bobby 6.3m 345 Nowhere St, Brookiyn, Wellington 4009 Sam Brown 10%  Percent | 045643212
Q 23 Anderson Jamie 4.10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10%  Percent | 098979845
Q 25  Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845
Q 27 zimmeman Zac 6.5m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10%  Percent | 097651445 | 10/2/2014  Dolphins X

Creating a mail merge is a two step process; the first step involves identifying the students
you wish to receive the merge document, the second step involved writing the document you
wish to send.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student List icon

I
Students

3. The Student List View screen will be displayed.

4. Click once on the Find Marked button displayed at the bottom right of the
screen. This command will display a list of all students that are currently
marked.

5. Click once on the Unmarked Found Set button. This will clear all settings for
previously marked records.
| | |

Displaying all (Total of 100). Find Marked Unmark Found Set Mari Found Set
100 = 5 Browse

6. Use the Finding a Student function to locate the group of records you wish
to send a message to.

7. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 4)

8. Click once on the Mark Found Set button to select the records for the mail
merge. A cross should appear for each student in the Mark column on the
right of the screen.

9. Repeat steps 4 to 6 above until all required students have been marked.
10.Select Perform Mail Merge from the Scripts menu.

11.A dialog will be displayed advising the number of records which have been
selected for the mail merge. Click OK if this number is correct, or click Cancel
to exit the script and begin again at step 1.

00 6 Continue to Merge

6 records have been located. Do you want to continue with the
merge?

ok | [ cancel |

12.The Create Merge Document dialog will be displayed asking you to define
the type of document you wish to create. Select the required type of
document from the drop-down menu provided.
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r_é O O Create Merge Document

‘ 4.’ Select Merge Document

Please select the type of document you would like to create

| Letter \/ |

il V)

13.Click the Continue button.

14.The Create Merge Document dialog box will be displayed on your screen.
Select the template you wish to use or click Use Blank Document

15.Click the Continue button.

r_e O O Create Merge Document

‘ 4}1 Select Merge Document

Please select the template you would like to use, leave
blank to begin with an empty document

| Happy Birthday N/ I

16.The selected template will be displayed on your screen. Edit the content of
the template as required.

Create Merge Document

—3

e

Subject

Body

/‘ Create Merge Document

Happy Birthday]

<<ST::First Name>> <<ST::First Name>>
<<FA::Address 1>>
<<FA::Address 2>>
<<FA::Address 3>>
<<FA::Address 4>> <<FA::Post Code>>

Happy Birthday <<ST::First Name>>!!!
A little bird tells us you are turning <<ST::Age at Next Birthday>>.
Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at <<SC::School Name>>

# cancel

17.Click the Done button to complete the merge or Cancel to exit the script with
making a change.

NB: If Done was selected at step 17 a personalised document will be created for
each family, it will automatically be printed or emailed. A copy of each document
will be placed on the respective Family record.
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Importing Student Data

When you import data, you’re bringing data from another file into Splash. When you import

data into an existing FileMaker Pro file, you can:

¢ add new records from the source file
¢ update records with information from the source file

» update matching records with information from the source file

Importing Records from Excel

9. Click once on the Splash icon on the top left corner of your screen.

10.Select the Students List icon

~
Students :

11.The Student List View screen will be displayed.

12.Select Import Student Data from the Scripts menu.

13.The Open File dialog will be displayed on your screen.

14.Locate the file containing the data you wish to import and click the Open

button.
OO0 6 Open File W
(<> (2B m mi ) =] E@splash6PosFmMi2 4] (Q
FAVORITES Name
(=] Dropbox {0 Archive Files
= All My Files
Desktop
[ Archive 2.zip
[ nick mths stats
{2} barbarasmith i
#\; Applications {0 Splash V6 Live
|'5'3 Documents
[ Splash V6 Trial 30 June
DEVICES
@ Remote Disc
All Available
Show v FileMaker Pro Files | Remote... |
Tab-Separated Text Files
Comma-Separated Text Files
Merge Files
Excel 95-2004 Workbooks (.xls) | Cancel Open
Excel Workbooks (.xIsx)

v S dBase Files

rton Drive, Churton Park, e s PO (GES: Anthony Thomson 109
’ ' ODBC Data Source... g ]
ags Road, Tauranga 790 Bento Data Source... Martha Apollo 109

15.The Import Field Mapping dialog will be displayed on your screen.
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0.0 6 Import Field Mapping

Source: Student Data.xIsx Target: | Current Table (“ST_Students”) :

Source Fields Target Fields
Student ID ==p ¢ StudentID
First Name =qp First Name

Last Name =sp Last Name

Full Name == Full Name

ST_FA_Families on ID::Family Name =

Guardian Name ==

Age at Next Birthday

Guardian Name

A

=21 Address 1
Address 2 | Address 2
Address 3 | Address 3
Address 4 9| Address 4
PostCode | PostCode
Telephone == Source
I Email == Email
DOB =ap DOB

Age at Next Birthday == First Enrolment Date

Highest Level == Highest Level
Highest Level Name ==

Latest Enrolment Date =

Highest Level Name
Latest Enrolment Date
Medical Conditions
Type

Mobile

Credits Owing

Last Class Enrolment =
SE_BO_Bookings::StartTime ==

Age
Emergency Contact Name
Birthday Month

Pl b leim

R SRR R SRR TR R R SR SR SR SR R S SR SR S SR SR TR Y

4 F P | Record 1 of 27 Arrange by: | custom import order v
Import Action Field Mapping
() Add new records *» Import this field

Don't import this field
Match records based on this field
=I Target cannot receive data

__ Update existing records in found set

_ Update matching records in found set

Add remaining data as new records | Manage Database...
| Don't import first record (contains field names) | Cancel Import

16.In the Import Action area, choose the type of import to perform.
To add new records to the end of the target file — select Add New Records

To update the found set of records in the target file with the records you're
importing — select Update existing records in found set.

To update data in the target file with the data from matching records in the
source — select Update matching records in the found set.

12. If the first record of the data you’re importing contains field names (column
headings) instead of data, select Don’t import first record (contains field
names).

Selecting Don’t import first record (contains field names) skips the first record
during import.

13. Drag fields in the Target Field column to align with fields in the Source Field
column to indicate where data will be imported or updated.

To align a field, move the pointer over the 3 icon next to a target field name
in the list. When the pointer changes to a double arrow =, drag the field to a
new location.

14. When all fields have been aligned correctly, click the Import button.
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Exporting Student Data

You can export Splash data to a new file and then open it in another application. For
example, you can export Splash data as a spreadsheet for use in Microsoft Excel. Use the

export function when you want to export records in the found set of records.

Exporting Records to Excel

14.Use the Finding a Student function to locate the group of records you wish

to export.

15.The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)
16.Select Export Student Data from the Scripts menu.

17.The Export Records to File dialog will be displayed on your screen.

18.Enter the name you wish to call your file and choose a location to store the

file.
O O 6 Export Records to File
Save As: Student Data ‘ 1)
Tags:
(«][>])(s: |Bl m| m (= v ][ EasSplash 6 POSFM12 3eEi@um
FAVORITES Name
{_] Dropbox .

Desktop

D Archive 2.zip

[ nick mths stats

{2} barbarasmith [ Splash V6 Live
#\; Applications

[ Splash V6 Trial 30 June
@ Documents

DEVICES

Remote Disc

Type v Tab-Separated Text J
Comma-Separated Text
After saving pgp
Merge ament
HTML Table
FileMaker Pro

M Hide extension | NewF xmL Cancel Save

_ Excel Workk2oks (.xIsx)

|
19.Choose a file type from the Save as Type (Type) field and click the Save

button.

20.The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is being exported to enter it in the Worksheet

field. Click Continue.

LO.0 6 - - Excel Options

(M Use field names as column names in first row

Worksheet:
Title:
Subject:

Author:

[ Cancel | [Continue...|

21.The Specify Field Order for Export dialog will be displayed on your screen.
Use this dialog to indicate the order of the fields in which Splash will export

the data.
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22 All fields displayed in the Field Export Order list will be exported.

23.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.

006

Specify Field Order for Export

Current Layout (“ST_List”)

Options

Output file character set:

Age Display

Concat Address
Discount Rate
Discount Type

First Name

gFind Filter Student
glList View Text

gSort By Detail

Last Class Enrolment
Last Name

Latest Enrolment Date
Mark

Student ID

Telephone
ST_FA_Families on ID::Contact Full Name

Clear All |

Group by

Select and move the fields to be exported. If you want to group data, choose the 'Group by’ fields before moving the
other fields.

(Unsorted)

Field export order

$

Email
DOB
Move

Move All

IR R R R R R R SR R R R R R R

Student ID
First Name
Last Name

Full Name
ST_FA_Families on ID::Family Name
Guardian Name
Address 1
Address 2
Address 3
Address 4
PostCode
Telephone

Age at Next Birthday
Highest Level

Highest Level Name

Latest Enrolment Date

Last Class Enrolment
SE_BO_Bookings::StartTime

Unicode (UTF-16)

[ Apply current layout's data formatting to exported data

Cancel |

24.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

0.0 6

Specify Field Order for Export

v Current Layout (“ST_List”)
Current Table (“ST_Students”)

[ec00

Related Table )

ST_AC_Achieved

ST_BO_Bookings

ST_CL_Classes Highest Level
ST_CU_Custom Fields
ST_DO_Documents

ST_DT_Document Templates on Subject
ST_FA_Families on ID

ST_FA_Families on Telephone
CT PR Prafaranrac

Group by

Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the
other fields.

(Unsorted)

Field export order

PR R RS

Student ID

First Name

Last Name

Full Name

ST_FA_Families on ID::Family Name
Guardian Name

25.When all the required fields are displayed in the Field Export Order list click

26.The Excel file will be saved to your computer ready for use.

the Export button.

&) Student Data.xlsx

PESHE D B& -6 Z-% % EF 8 v @

)

(Qr (‘search in Sheet

Page 126

| A Home | Layout | Tables | Charts | SmartArt | Formulas | Data | Review | |~ 3t~
Edit Font. Alignment Number Format Themes.
= _ [#] Al - [calibriBody) |v[10 [+] As A~ aber | 550 Wrap Text = [General - %, Tim lEl' 10
- — 5| ® g2
rae (e [BIL U [Ei-] (S A - verge «[]r % > || G| B Condional  sad | s Tremes Aa”
L L Formatting
AL AN x| Student ID v
_J A B C D E F I G I H [ ] [ [=
| i Student ID First Name Last Name Full Name _FA_Familles on IDzFamily Nar _ Guardian Name Address 1 Address2 Address3
L2 | 3 nacob Smith Jacob Smith Smith Baroars Smitn & Erlstoke Crescent Churton Park Wellngor
3| 19 sason Smith Jason Smith Smith Daniel Smith 89 Roberta Rosd Tawa
a4 | 27 22 zimmerman Zac zimmerman zimmerman Andy Zimmerman 786 2nother road Porirua Welingtor
i 39 Jane ‘White Jane White ‘White Julie White 76 Moorefield Road Johnsonville ‘Wellingtor
L 41 Phillip Smith Phillip Smith Smith Daniel Smith 89 Roberta Road Tawa
7| 43 Jonathan Fairbrother Janathan Fairbrother Fairbrother Mark airbrother S6wan st Tatani Bay Wellingtor
8 47 Hayden Hughson Hayden Hugnson Hughson Neaire Hughson s Barrete st Ngaio Wellngeo
3 49 Hamish Mcbougal Hamish McDougal Mcbougal Mary McDougal 11850uth st Newlands Wellngto
10| 53 berjamin Wit serjamin Vilams Wilams Vleoim Witams 171 Gt Knandatish Wellngto
[11 ] 69 Bridgette Robinson Bridgette Robinson Robinson Nicola Robinson 16 Hillcrest Road Johnsonville Welingtor
12 | 75 Stuart Sinlair Stuart Sincair Sinclair Liney Sinclair 3Main st Tawa Welingtor
L 81 Tracey O'Donnell Tracey O'Donnell O'Donnell Patricia O'Donnell 87 Alfredton Rd Kelburn ‘Wellingtor
[1a | 87 Saran Nightingale Saran Nigntingale Nightingale Baroars Nightingale 15 Albert St Redwood Wellingtor
[15 | 57 Gayiene Patterson Gaylene Patterson Patterson My patterson 76 Kentst Newlands Wellingeo
116 | 99 amelis Harper Amelia Harper Harper ditn Harper 76 Colompo Road Taws Wellngeo
17 119 stuart pearson stuart pearson pesrson Jenny Pesrson 456 Ay st Welington
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Printing Student Reports

You must be in the Student module of Splash to generate the following reports: All reports
are displayed in the Print menu.

Printing a List of Students

This report provides a listing of student ID, address and contact details, it should be printed
and kept as a reference guide and backup of your system.

This report provides a listing of family ID, address and contact details, it should be printed and
kept as a reference guide for making bookings.

9. Use the Finding a Student function to locate the group of records you wish
to include in your report.

10.The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

11.Select List of ... from the Print menu and select Students from the pop-out
menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students Scripts Tools Help E W O O = 100% (=} Mon 3:38pm Q =
[-Xe) 0 . S:  List of > Studants
i Summary Of > Birthdays by Date
“‘V Students Chart Showing > Birthdays by Swim Day nber 2014 é
Splash
SortBy | FirstName "] DetailView 'Add Student FindStudent  Show All Students  Delete Student Custom Reports

12.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] & L
Save as Excel Save as PDF Print  Page Setup
Layous: i I viewas: (= [ & | | (xitpreview] Script Is Paused | Continue

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

006 Print Report

Would you like to print the list of students?

Cancel PDF Print

14.Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

List of Students Total
Last Last Number
Enrolment Class  of Bookings

David King 486 Brooklyn Rd, Brooklyn, Wellington 4008 05 678 4564 9/1/15 Dolphins 20
Hamish McDougal 118 South St, Newlands, Wellington 4006 04 478 3156 10/2/14 Turtles 7
Hayden Hughson 98 Barrett St, Ngaio, Wellington 4007 04 654 9524 97114 Seals 0
Jacob Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 6/5/14 Seals 18
Jane White 76 Moorefield Road, Johnsonville, Wellington 4001 04 675 1432 28/5/14 Turtles 1
Jason Smith 89 Roberta Road, Tawa 4008 0272222082 97114 Turtles 0
Nicholas Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 711115 Seals 5
Phillip Smith 89 Roberta Road, Tawa 4008 0272222082 6/2/14 Turtles 7
Sally Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845 11/1/15 Turtles 19
Sam Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 71115 Dolphins 23
Zac zimmerman 786 another road, Porirua, Wellington 4008 09 765 1445 10/2/14 Dolphins 8
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Printing a Birthday List by Date

This report displays a list of student birthdays. The report will be sorted by the date of each
child’s birthday.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Students List icon

” Students ‘

3. The Student List View screen will be displayed.

4. Select List of ... from the Print menu and select Birthdays by Date from the
pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help L MmO = 100% (=} Mon 3:40 pm Q =
@00 B Tstor > [ i
R Summary of @ Birthdays by Date |
$W%¥ * Students Chart Showing > ““githdave by Swim Day nber 2014 é
Splash e S >
@ First Name. '] Detail View Add Student Find Student Show All Students  Delete Student Custom Reports

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date(days) of the month, and age criteria for who should be
included in the report..

LWO.0.6 Locate Birthdays

Please enter the date range you wish to locate.

Month Name
May

Date of Month (use ... to specify a range)
1...31

Age (enter < to specify a range)

Cancel | [ OK |

6. Click OK to locate the swimmers with birthdays and preview the report.

7. 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

Y r— = P

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

O 0 6 Print Report

Would you like to print the list of student birthdays?

‘ Cancel PDF . Print

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

List of Student Birthdays

May
1st Billy Jones is tumning 3 Sun 10:30 AM  Seals
1st Jennifer Smith isturning 5 Sun 9:30 AM Dolphins
6th Hayden Hughson isturning 10  Wed 10:30 AM  Seals
23rd john mcdougal isturning 5
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Printing a Birthday List by Swim Day

This report displays a list of student birthdays. The students in the report are grouped by the
day each child swims.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Students List icon

’ Students

3. The Student List View screen will be displayed.

4. Select List of ... from the Print menu and select Birthdays by Swim Day
from the pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £ MmO = 100% (& Mon 3:40 pm Q =
2.0.0 SoEETTNE  stugents
e Summary of P Birthdays by Date
w Students Chart ShUWiber 2014 ?
Splash :
SortBy | FirstName v | Detail View Add Student FindStudent  Show All Students  Delete Student Custom Reports

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date (days) of the month, and age criteria for who should be
included in the report..

0 0 6 Locate Birthdays

Please enter the date range you wish to locate.

Month Name ‘

Date of Month (use ... to specify a range)
11..31

May
| ‘

Age (enter < to specify a range)

Cancel | [ Ok | |

6. Click OK to locate the swimmers with birthdays and preview the report.

7. 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
= |
Print Page Setup

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

O 06 Print Report

Would you like to print the list of student birthdays?

| Cancel | PDF [ Print ]

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

List of Student Birthdays
May

Swims on Wednesday

6th Hayden Hughson is turning 10 10:30 AM  Seals (BS)
Swims on Sunday

23rd Sally Anderson isturning 12  9:00 AM Turtles (BS)
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Printing a Summary of Students Who Have Exited

This report displays a list of students whose last booking was within a specified timeframe.
This search compares the last booking date which is stored on the client file with the date
range you have specified.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Students List icon

Students

3. The Student List View screen will be displayed.

4. Select Summary of ... from the Print menu and select Students by Date
Exited from the pop-out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £m OO @ 95% @l Mon 8:01pm Q =
8 0 0 Spl  List of > |
NS Summary of > Students Who Have Exited
““r * Students Chart Showing > Students by Age 014
sphsh Students by Gender L A°
Students by Medical Condition

List View Add Student Find Student Show All Students  Delete Student | F S Custom Reports
Custom Report

Filter By Student Name:

5. The Specify Dates for Reporting dialog will be displayed on your screen.
Start Date and End Date criteria for who should be included in the report..

O O 6 Specify Dates for Reboging

Please specify the start and end date for the reporting period.

Start Date
1/1/14
End Date
30/6/14

| Cancel Hi OK ]

6. Click OK to locate the swimmers exited in the specified timeframe and
preview the report.

7. 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
i} s & L
Save as Excel Save as PDF Print  Page Setup

R ra— T = E e S s s [ |

8. 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 oK

9. Click OK to print the report or Cancel to return to your original screen without
printing.
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Summary of Students
Summary of Exits Number Number
of Students of Bookings
Monday 6 18
Dolphins 2 9
Seals 1 1
Sharks 1 0
Turtles 2 8
Thursday 1 7
Turtles 1 7
Tuesday 3 20
Dolphins 1 0

Printing a Summary of Students by Age

This report displays a list of students by current age. The report will include a summary of all
records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Students by Age from
the pop-out menu displayed.

& Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help @O @ 95% @@ Mon 8:02pm Q =
800 Spl  List of > |
NS Summary of > Students Who Have Exited
S Students R Students by Age 014 ?
Splash Students by Gender
P Students by Medical Condition

Filter By Student Name: Custom Report

’ List View Add Student Find Student Show All Students  Delete Student o Custom Reports

SN

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

[&)]

. Default data will be set at each of the three steps.
Step 1 = Summary by Age
Step 2 = Group 1 set to Summarize by Age
Step 3 = Report Name set to Summary by Age

(o]

. Amend any of the above steps or include additional grouping options at Step
2.

7. Click the OK button.
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‘r_Cr)_éMO n_"____l;roduce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name = Summary by Age v

Step 2: Choose/Update Report Summary Groups

Group1 = Summarize by Age v

Group 2 v

Group 3 v
Show Detail ||

Step 3: enter Report Title
Report Title  Summary by Age

Step 4: produce Report oK &

8. 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).

Pages Save as Excel Save as PDF Print  Page Setup

‘@0 Splash
CETYfem— [l ) l,

scpels paused

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

0 0 6 Print Report

Would you like to print the selected report?

Cancel | | PDF J m

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

Summary of Students

Summary by Age Number Number
of Students of Bookings

1 Years 1 0
10 Years 1 1
11 Years 2 4
12 Years 1 1
13 Years 2 10
14 Years 1 0
2 Years 1 7
3 Years 2 0
4 Years 2 0
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Printing a Summary of Students by Gender

This report displays a list of students by gender. The report will include a summary of all
records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Students by Gender
from the pop-out menu displayed.

.’ il ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help S MmO @ 95% @l Mon 8:02pm Q =
800 Spl  List of > |
JosE, Students Who Have Exited
“&V * Students Chart Showing >  Students by Age 014
splash ¢
Students by Medical Condition

’ List View Add Student Find Student ~ Show All Students  Delete Student | S Custom Reports

Filter By Student Name: Custom Report

SN

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

[&)]

. Default data will be set at each of the three steps.
Step 1 = Summary by Gender
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Summary by Gender

(o]

. Amend any of the above steps or include additional grouping options at Step
2.

7. Click the OK button.

r_h O 6 Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format |
Report Name = Summary by Gender v |

Step 2: Choose/Update Report Summary Groups
Group1  Summarize by Gender v |

Group 2 N
Group 3 v

Show Detail [ ]

Step 3: enter Report Title ‘
Report Title  Summary by Gender

Step 4: produce Report oKk &

8. 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
i} S| & L
Pages Save as Excel Save as PDF Print  Page Setup
Y r—7 TR = ) T

9. The Print Report dialog will be displayed on your screen.
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00 6 Print Report

Would you like to print the selected report?

Cancel | | PDF

[ Print ]

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

Summary of Students

Summary by Gender Number Number
of Students of Bookings

Female 30 255
Male 46 318

NB: To include a list of student names, click Show Detail at Step 2.

r_0_640 — l;roduce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Summary by Gender v

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Gender v
Group 2 v
Group 3 v

Show Detail

Summary of Students

Summary by Gender Number Number
of Students of Bookings

Female 30 255
Amanda zimmerman 786 another road, Porirua, Wellington 4008 09 765 1445
Amelia Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845
Amelia Harper 76 Colombo Road, Tawa, Wellington 4010 04 236 4567 0
Ann Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 0
Bridgette Robinson 46 Hillcrest Road, Johnsonville, Wellington 4007 04 478 2491 9
Caroline Thomson 25 Churton Drive, Churton Park, Wellington 4001 027 2222082 20
Celia Brown 345 Nowhere St, Brooklyn, Wellington 4009 04 564 3212 20
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Printing a Summary of Students by Medical Condition

This report displays a list of students by medical condition. The report will include a summary
of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report. Place an asterisk (*) in the medical condition field if
you are looking for everyone with a medical condition.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Students by Medical
Condition from the pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help S MmO @ 95% @@ Mon 8:02pm Q =
800 Spl  List of >
S, Students Who Have Exited
o ‘ * Students Chart Showing > Students by Age 014 é

Students by Gender

Splash
P Students by Medical Condition
’ List View Add Student Find Student  Show All Students  Delete Student S Custom Reports

Filter By Student Name:

Custom Report

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Medical Condition
Step 2 = Group 1 set to Summarize by Medical Condition
Step 3 = Report Name set to Summary by Medical Condition

6. Amend any of the above steps or include additional grouping options at Step
2.

7. Click the OK button.

r_O O 6 Produce Summary Report

’ Specify Report Format

Step 1 : choose Existing Report Format
Report Name Summary by Medical Condition v

Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Medical Condition v

Group 2 v

Group 3 v
Show Detail []

Step 3: Enter Report Title
Report Title  Summary by Medical Condition

Step 4: Produce Report oKk ¥

# cancel

8. 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[
Save as Excel Save as PDF Print Page Setup

Y. Tr— TS = St Paused [ Comtrue |

9. The Print Report dialog will be displayed on your screen.
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00 6 Print Report

Would you like to print the selected report?

Cancel | | PDF

[ Print ]

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

Summary of Students

Summary by Medical Condition Number Number
of Students of Bookings

ADHD 1

Allergies 1 12
Asthma 14 132
disorder 1 1
Glasses 2 5
Impaired Hearing 1 31
Wears Glasses 1 1

NB: To include a list of student names, click Show Detail at Step 2.

Summary of Students

Summary by Medical Condition Number Number
of Students of Bookings

ADHD 1
Jamie Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845
Allergies 1 12
Bobby Thomson 25 Churton Drive, Churton Park, Wellington 4001 027 2222082 12
Asthma 14 132
Ann Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 0
Billy Jones 123 Any St, Wellington 1234 567 20
Georgia Taylor 79 Main St, Tawa, Wellington 4010 04 236 9137 17
Jason Smith 89 Roberta Road, Tawa 4008 0272222082 0
Johnny Crandley 123 Any St, Wellington
Jonathan Fairbrother 56 Watt St, Tatahi Bay, Wellington 4012 04 789 4568 0
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Printing Student Charts

Printing a Chart Showing Students by Age
This report displays a graphical representation of students by age. The report will include a
summary of all records in the found set.
1. Use the Finding a Student function to locate the group of records you wish
to include in your report.
2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Students by Age
from the pop-out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help $m O @ 89% @} Mon 8:29 pm Q, =
800 Spl  List of >
S oSE. Summary of >
“‘v * Students Chart Showing »  Students by Age 014 ,
SPIash s Students by Gender L 4"
Students by Medical Condition
Custom Rej
Custom Chart —

’ List View ‘Add Student Find Student ‘Show All Students Delete Student

Filter By Student Name:

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Age
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

r_O 6_0 — -_-‘_I;roduce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers v

Step 2: Choose/Update Report Summary Groups
Group1  Summarize by Age

Step 3: Enter Report Title
Report Title  Display Student Numbers

# cancel ‘

8. 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
R

- r— e
9. The Print Report dialog will be displayed on your screen.
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006 Print Report

Would you like to print the selected report?

| Cancel | [ POF | [ i J

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

printing.
Summary of Students
Display Student Numbers
18 18
16 16
14 14
12 12
23
C
S0 10
2
w
§ 8 8
S)
'_
6 6
4 4
2 . l 2
0 & & & o & & & & 3 0
'S
& _ke'bk _\0'”‘ \@é _\efb& *e?& +®";\ _\Qf‘;\ 40'5\
N Vv e} D © © A ? B
Summarize by Age
10/6/2014 : 07:48:33 PM Page 1
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Printing a Chart Showing Students by Gender

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.
1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

& Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help LW O 0 @ 89% @l Mon 8:29pm Q =
8.0.6 Sp|  List of >
GoaE. Summary of >
“&V * Students Chart Showing [l Students by Age 014
Splash Students by Gender [ A
Students by Medical Condition
Delete Student ] > Custom Reports

Filter By Student Name: Custom Chart

’ List View Add Student FindStudent  Show Al Students

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

G’)i(:{o Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers

Step 2: Choose/Update Report Summary Groups
Group1 = Summarize by Gender

Step 3: Enter Report Title
Report Title  Display Student Numbers

Step 4: Produce Report ’T‘

8 Cancel

8. 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
w5

@—«~= He) | St paved [ Conte |
9. The Print Report dialog will be displayed on your screen.
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Would you like to print the selected report?

Canel o

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

printing.
Summary of Students
Display Student Numbers
55 55
50 50
45 45
40 40
035 35
C
S 20 30
2
2
5 25 25
(e}
=20 20
15 15
10 10
5 5
0 0
Summarize by Gender
10/6/2014 : 07:53:17 PM Page 1
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Printing a Chart Showing Students by Medical Condition

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1). Please an asterisk (*) in the medical condition field if
you wan to locate all students with a medical condition.

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts mTools Help S MmO @ 89% @@ Mon 8:29pm Q =
800 Spl  List of >

Summary of >

“&V Students Chart Showing [ Students by Age 014

Splash Students by Gender e
Students by Medical Condition

’ List View Add Student Find Student Show All Students  Delete Student | ) S Custom Reports

Filter By Student Name: Custom Chart

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

h, O O Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers v

Step 2: Choose/Update Report Summary Groups
Group1 = Summarize by Medical Condition v

Step 3: enter Report Title
Report Title  Display Student Numbers

Step 4: produce Report ‘ ok ¢

|
# cancel

8. 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
el B S| T
Pages Save as Excel Save as PDF Print  Page Setup
Y e a— ] st s pueaf-comme-)

9. The Print Report dialog will be displayed on your screen.
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006 Print Report

Would you like to print the selected report?

) (

POF | [ Print |

| Cancel

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

printing.
Summary of Students
Display Student Numbers
16 16
14 14
12 12
£ 10 10
9]
E
& 8 8
s
e e 6
4 4
2 2
., I I L1 - E
QO o @ A ) e <
S & s §* & & &
v S ¥ & e} Ry Ko
<@ A\
o &
& ¢
Summarize by Medical Condition
10/6/2014 : 07:57:24 PM Page 1
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Printing a Custom Report

In addition to the generic student reports, Splash provides custom report writing. Custom
reports are specific reports layouts where you can change the grouping for summary totals.

Displaying the Custom Report Dialog

4. Use the Finding a Student function to locate the group of students you wish
to include in your report.

5. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

6. Click once on the Custom Report button displayed in the blue stripe at the top
of your screen. |

800 Splash

5% Students 10 June 2014 %1
Splash -

‘ ' List View Add Student Find Student Show All Students ~ Delete Student 2 . |, CustomReports
Filter By Student Name: Show All

1. The report writer will be displayed on your screen.

737(:37(5 " Produce Summary Report

Ecm Specify Report Format

Step 1 : Choose Existing Report Format
Report Name | Summary by Gender and Age v

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Gender v

Group2  Summarize by Age v

Group 3 v
Show Detail [ ]

Step 3: Enter Report Title
Report Title  Summary by Gender and Age

Step 4: produce Report oKk &

8 Cancel

Defining a Custom Report

The custom report dialog is divided into three steps. When you have completed each of the
three sections you are ready to generate your report. Create your custom report by
completing the steps outlined below:

4. Choose the Report Type
5. Choose the Reporting Groups.
6. Give your report a title.

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels
one, two and three.
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If you wish to include detailed information about each family in your report, click the Show
Detail button.

step 2: Choose/Update Report Summary Groups

Group1  Summarize by Gender v
Group2 Summarize by Age v
Group 3 v

Show Detail <

Custom Report Sample (No Detail)

The sample report below demonstrates the use of summary levels. Show Detail was left
blank when the report was created.

Summary of Students

Summary by Gender and Age Number Number
of Students of Bookings

Female 17 131
1 Years 1 0
2 Years 1 15
3 Years 2 5
4 Years 4 54
7 Years 2
8 Years 4 39
9 Years 3 18

Custom Report Sample (Show Detail)

Information in the report below has been grouped by the same categories, however this time
Show Detail has been selected.

Summary of Students

Summary by Gender and Age Number Number
of Students of Bookings

Female 17 131

1 Years 1 0

denise taylor 79 Main St, Tawa, Wellington 4010 04 236 9137 0

2 Years 1 15

Sandra Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 15

3 Years 2 5
Paulette Aplin 76 High St, Tawa, Wellington 4010 04 236 5981

Susan Aplin 76 High St, Tawa, Wellington 4010 04 236 5981 5
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Defining Family Details

One record should exist in this module for every family attending the swim school. It includes
a link to any children from the same household. Use this module to monitor family accounts
and generate any family correspondence.

Displaying the Family Home Screen
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Families icon

ﬁ: ’; >amilies &%

3. The Families data entry screen will be displayed

i
[

The Family Record

The family record contains generic information about the family and members of the family.
On the right of the screen you will see four tab cards; Bookings, Accounts, Correspondence,
and Custom Fields.

800 Splash
v * Families 11 June 2014 ¢ p
Splash A N
- R PZTTSS Gustom Reports
Filter By Family Name:
staus Active v
SortBy | Family Name j Family Bookings | Accounts C ] Custom Fields
v ——— Family ID
ANDERSON (David Anderson) (& il 2
APLIN (SyMia Apiin) Name  Smith Total Enrolments (65) Term/Year
APOLLO (Martha Apollo) Family Members Q@ & 100214 Mon 2:00PM  Dolphins 1 2014 |4
BEAUCHAMP (Russell ~ ‘X _sam Smith 7m |4 Q P 60214 Thu  10:30AM Seals 12014
BRADLEY (Patricia Bradley) 4 |Q_Nicholas Smith 7m | | Q & 100214 Mon 930AM  Dolphins T 2014
BROWN (Peter Brown) Q_Jacob Smith 87m _[v ,
QP 40214 Tue  10:30AM Seals 2014
BROWN (Sam Brown) IComments)
BUCHANAN (Debbie Buchanan) e 3 Q)} 6/05/14 Tue 9:30 AM  Dolphins 2 2014
CRANDLEY (Joanne Crandiey) QP 405114 Sun 200PM  Dolphins 2 2014
FAIRBROTHER (Mark Fairbrother) & 6I05/14 Tue  10:30AM Seals 2 2014 | |
HARGREAVES (Susan Q & 405114 Sun 930AM  Seals 2 2014
HARPER (Edith Harper) ,
HUGHSGN (Ngaks Hugheon) Q7 90211 Wed  9:30AM Dolphins 12011
igaire Hughson,
JESSOP (Tony Jessop) OK to Email Yes ‘ v e 3 Q)} 7102111 Mon 2:00PM  Dolphins 1 2011
JONES (Barbara Jones) Q7 90211 Wed  10:30AM Seals 12011
JONES (Barry Jones) Primary Contact | Other Contact | Emergency Contact | Comments Q @ 7oz on 930 AV Seals PR
JONES (David Jones) n f Q& 2704011 Wed  930AM Dolphins 2 201
KIMBLE (Amanda Kimble) ame  Barbara Smith -
KING (Nathan King) First Name Last Name Q& 20511 Mon 200PM  Dolphins 2 2011
LARSEN (John Larsen) Relationship  other v Q& 2704111 Wed  10:30AM  Seals 2 2011
MACPHERSON (Virginia i Q7 20511 Mon 930 AM  Seals 2 2011
ress  GA Erlestoke Crescent >
MCARTHUR (Andrew McArthur) Q@ & 80212 Wed 9:30AM  Dolphins 1 2012
MCDOUGAL (Mary McDougal) 7
Q& 1302112 Mon 200PM  Dolphins 12012
MORRISON (Celia Morrison) || Suburb  Churton Park -
NIGHTINGALE (Barbara City  Wellington PC 4001 Q& s012 Wed ~ 10:30AM Seals 12012
O'DONNELL (Patricia O'Donnell) -~ Email  barbaras@xt Q & 1302112 Mon 9:30 AM  Seals 12012
mail  barbaras@xira.co.nz |
PATTERSON (Mary Patterson) - QP 20512 Wed  9:30AM Dolphins 2 2012 |v
PATTERSON (Neil Patterson) Telephone ) )
PEARSON (Jenny Pearson) Home 04 478 4616 fe) First Booking 712111 Last Booking 115
PULL (Pull Sandra) Work o =
RIM (Gladys Rim) @ Mobile 0272222082 @© 64272222082 = Exit Reason v
ROBINSON (Nicola Robinson) .
SCHWASS (Robyn Schwass) (EBEED
SINCLAIR (Linley Sinclair) =

10 =g 5 Browse

NB: Define the default telephone number by clicking the radio button to the right
of the telephone number you would like to appear on all booking reports.

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
left of the Mobile telephone number.
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Family Bookings —The Bookings tab card within the family file displays a list of all bookings
made by the family. Each booking line displays the payment status, day, time, class name,
and block. Catchups and exits are also displayed in the list, however they are colour coded to
represent future catchups, current catchups, past catchups or exited bookings.

Navigate quickly to a selected booking by clicking the magnifier to the left of the required

booking.

800

Splash

Families

Splash

Filter By Family Name:

SortBy | Family Name j

ANDERSON (David Anderson) |4 |
APLIN (Sylvia Aplin)

APOLLO (Martha Apolio)
BEAUCHAMP (Russell
BRADLEY (Patricia Bradley)
BROWN (Peter Brown)

BROWN (Sam Brown)
BUCHANAN (Debbie Buchanan)
CRANDLEY (Joanne Crandley)
FAIRBROTHER (Mark Fairbrother)
HARGREAVES (Susan
HARPER (Edith Harper)
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop)

JONES (Barbara Jones)
JONES (Barry Jones)

JONES (David Jones)

KIMBLE (Amanda Kimble)

KING (Nathan King)

LARSEN (John Larsen)
MACPHERSON (Virginia
MCARTHUR (Andrew McArthur)
MCDOUGAL (Mary McDougal)
MORRISON (Celia Morrison)
NIGHTINGALE (Barbara
O'DONNELL (Patricia O'Donnell)
PATTERSON (Mary Patterson)
PATTERSON (Neil Patterson)
PEARSON (Jenny Pearson)
PULL (Pull Sandra)

RIM (Gladys Rim)

ROBINSON (Nicola Robinson)
SCHWASS (Robyn Schwass)
SINCLAIR (Linley Sinclair)

<

11 June 2014

»

VS

U CustomReports |

Saws[ Active v
Family Bookings ] Accounts [ [ Custom Fields
Family D 2
Name  Smith Total Enrolments  (65) TermiYear
Family Members Q& 10002114 Mon 2:00PM  Dolphins 1 2014 |4
(s X sam Smith 77m |A] Q & 60214 Thu 10:30AM  Seals 1 2014
% | Nicholes Smith 7m | | Q1002114 Mon  930AM Dolphins 12014
‘X Jacob Smith 87m |[v
QP 402114 Tue  10:30AM Seals 2014
Comments Q@ & 60514 Tue 9:30AM  Dolphins 2 2014
QP 40514 Sun 200PM  Dolphins 2 2014
Q & 60514 Tue  10:30AM  Seals 2 2014 ||
QP 40514 Sun 930AM  Seals 2 2014
Q& 902t Wed  9:30AM Dolphins 12011
OK to Email Yes ‘v e 3 Qy 7102111 Mon 2:.00PM  Dolphins 1 2011
Q7 90211 Wed  10:30AM  Seals 12011
Primary Contact | Other Contact | Emergency Contact | Comments @ 70z on 930 AN Seals PR
Neme | Barn I smin QP 20004111 Wed  9:30AM Dolphins 2 2011
arbara mi
First Name Last Name Q & 20511 Mon  200PM Dolphins 2 2011
Relationship | Mother v QW 27004111 Wed  10:30AM Seals 2 2011
Q& 20511 Mon 930AM  Seals 2 2011
Address A Erlestoke Crescent 5
& 80212 Wed 9:30 AM  Dolphins 1 2012
ot T QP 1302112 Mon 200PM  Dolphins 12012
Gty Welington = I Qq & 80212 Wed  10:30AM  Seals 12012
e 3 Qy 13/02/12 Mon 9:30AM  Seals 1 2012
Email  barbaras@xira.co.nz — |
QP 20612 Wed  9:30AM Dolphins 2 2012 |y
Telephone
Home 04478 4616 o First Booking 71211 Last Booking 115
Work
’ c =
@ Mobile 0272222082 ® 64272222082 = Exit Reason v
Exit Date

100 = 5 Browse

Family Accounts — The Accounts tab card within the family file display a list of all payments
made by the family for either bookings or products. Use this screen to review a history of
payments or reprint a receipt.

e 00 Splash
Families 11 June 2014 ¢ P
Splash . N
Filter By Family Name: e
staus Active v
SortBy [ Family Name v]| Famiy Bookings Accounts [ | Custom Fields
TP — Family D 2
ANDERSON (David Anderson) |4 |
APLIN (Sylvia Aplin) Name  Smith Date InvID Amt
APOLLO (Martha Apolio) Family Members ‘Q 30514 146915 gg;gee Jnr $21.00 (4]
BEAUCHAMP (Russell A X samsmin 7m |4
BRADLEY (Patricia Bradley) 4 |XNicholas Smith 7_7m Q30514 146915 Sam Smith - Dolphins - 9:30 AM Wed (Term 4 2014) $76.50
BROWN (Peter Brown) Q_Jacob Smith 87m _|v
BROWN (Sam Brown) Commants 3/05/14 146915 Lucas Smith - Dolphins - 2:00 PM Sun (Term 4 2014) $81.00
BUCHANAN (Debbie Buchanan)
CRANDLEY (Joanne Crandley) 3/05/14. 146915 Missile Goggles $29.00
FAIRBROTHER (Mark Fairbrother) $30
HARGREAVES (Susan " .
Q200514 146899 Nicholas Smith - Dolphins - 9:30 AM Sun (Term 3 2014) $9.00
HARPER (Edith Harper)
HUGHSON (Ngaire Hughson) - -
JESSOP (Tony Jessop) oKktoEmal | ves . Q2005114 146899 Sam Smith - Dolphins - 9:30 AM Wed (Term 4 2014) $76.50
JONES (Barbara Jones)
JONES (Barry Jones) Primary Contact | Other Contact | Emergency Contact | Comments Q@ 2/0514 146899 Boys Bathers $0.00 ||
JONES (David Jones)
KIMBLE (Amanda Kimble) Name | Barbara /" smith Q200514 146899 Missile Goggles $30.00
i $30
KING (Nathan King) First Name Last Name
LARSEN (John Larsen) Relationship  pother v Q 29/04/14 146855  Sam Smith - Dolphins - 9:30 AM Tue (Term 4 2014) -$15.00
MACPHERSON (Virginia o
ress A Erlestoke Crescent
MCARTHUR (Andrew McArthur) Q2904114 146855 Lucas Smith - Dolphins - 2:00 PM Sun (Term 3 2014) $108.00
MCDOUGAL (Mary McDougal)
Suburb Churton Park
MORRISON (Celia Morrison) = Q2904114 146863 Missile Goggles $30.00
NIGHTINGALE (Barbara City | Welington PC 4001 $30
ODONNELL (Patriciz ODomnel) Email | barbaras@xt 146863 Sam Smith - Dolphins - 9:30 AM Wed (Term 3 2014 $30.00
mai ras@xtra.co.nz Q@ ith - ins - 9: K
PATTERSON (Mary Patterson) R 20044 e prins ed (Term )
PATTERSON (Neil Patterson) Telephone
PEARSON (Jenny Pearson) Home | 04478 4616 o Q2004114 146863 Nicholas Smith - Seals - 1:00 PM Wed (Term 3 2014) $108.00
PULL (Pull Sandra) Work 1)
i Q2004114 146863 Nicholas Smith - Seals - 1:00 PM Wed (Term 4 2014) $81.00
RIM (Gladys Rim) @ Mobile 0272222082 ©® | 64272222082 * Ny )
ROBINSON (Nicola Robinson)
SCHWASS (Robyn Schwass) Q 28/04/14 146833 Sam Smith - Dolphins - 9:30 AM Wed (Term 3 2014) $102.00 |V

SINCLAIR (Linley Sinclair)

1

100 = g 5 Browse
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Family Correspondence — The Correspondence tab card within the family file displays a list

of all correspondence created for the selected family.

Create Correspondence button.

To create a new item, simply click the

[cXeXs) Splash
* Families 11 June 2014 $ é
Splash 4
Filter By Family Name: R S S G R
staus Active v
SortBy [ Family Name v| Famiy Bookings. Accounts I Custom Fields
Family ID
AANDERSON (David Anderson) |a] vl 2 Create Correspondence +
APLIN (Sylvia Aplin) Name  Smith
APOLLO (Martha Apollo) Family Members ¢ 10/08/14 Letter Jacob Smith |
BEAUCHAMP (Russell A | samsmin 7m  |A Happy Birthday
BRADLEY (Patricia Bradley) 4= |'® Nicholas Smith 7_7m R 0064 Leter Sam Smith s
BROWN (Peter Brown) X _Jacob Smith 87m |v
- Happy Birthday
BROWN (Sam Brown) . _
BUCHANAN (Debbie Buchanan) Q10006114 Letter Nicholas Smith
CRANDLEY (Joanne Crandley) Happy Birthday
FAIRBROTHER (Mark Fairbrother) N r
HARGREAVES (Susan ¢ 10/06/14 Email Nicholas Smith g
HARPER (Edith Harper) Happy Birthday
HUGHSON (Ngaire Hughson) Q@ 2008014 Email Barbara Smith o8
JESSOP (Tony Jessop) OKtoEmail  Yes [+ il Rousive - complaint
JONES (Barbara Jones) -
JONES (Barry Jones) Primary Contact Other Contact | Emergency Contact | Comments. Q2000414 Booking Barbara Smith o8
JONES (David Jones) Swim School Multiple Booking Confirmation
. Name !
KIMBLE (Amanda Kimble) E:"’:T SL:::‘N ‘@ 2804114  Email Barbara Smith g o8
KING (Nathan King) EBlED 2
LARSEN (John Larsen) Relationship | pother v
MACPHERSON (Virginia Q@ 27/04114  Reminder Barbara Smith o8
Address
MCARTHUR (Andrew McArthur) 6 Ertestoke Crescent ‘Swim School Account Reminder Notice
MCDOUGAL (Mary McDougal) -
Q@ 27/04/14 Reminder Barbara Smith 28
MORRISON (Celia Morrison) | Suburb | Churton Park
NIGHTINGALE (Barbara City | Wellington PC 4001 Swim School Account Reminder Notice
ODONNELL (Patricia O'Donnell - ' . 2700414  Remind i Y
(Patricia O'Donnell) S ere— Q minder Barbara Smith ol
PATTERSON (Mary Patterson) Swim School Account Reminder Notice
PATTERSON (Neil Patterson) Telephone - —
PEARSON (Jenny Pearson) Home | 04478 4616 o Q26004114 Email Barbara Smith g ok
PULL (Pull Sandra) Work o
RIM (Gladys Rim) @ Mobile | 0272222082 © | 64272222082 Q1204114 Email Barbara Smith |t
ROBINSON (Nicola Robinson) o o
SCHWASS (Robyn Schwass) 7

SINCLAIR (Linley Sinclair)

[

100 = ¢ B Browse

Family Custom Fields — The Custom Fields tab card within the family file displays seven
additional fields for storing information about the family. Five text fields and two date fields
have been created for custom use. Define the labels for your custom fields in the
Preferences area of the database.

800

Splash

Splash

Filter By Family Name:

SortBy | Family Name v

ANDERSON (David Anderson) |4
APLIN (Sylvia Aplin)

APOLLO (Martha Apolio)
BEAUCHAMP (Russell

BRADLEY (Patricia Bradley)
BROWN (Peter Brown)

BROWN (Sam Brown)
BUCHANAN (Debbie Buchanan)
CRANDLEY (Joanne Crandley)
FAIRBROTHER (Mark Fairbrother)
HARGREAVES (Susan

HARPER (Edith Harper)
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop)

JONES (Barbara Jones)

Family
Family ID

Name

2
Smith

Family Members

-

"X sam Smith

3

& Nicholas Smith

Comments

"X Jacob Smith

OKtoEmail ~ Yes [+

11 June 2014

$ X

saws[  Active v

Bookings Accounts

[ Custom Fields

JONES (Barry Jones)

Primary Contact

Other Contact | Emergency Contact | Comments

JONES (David Jones)

KIMBLE (Amanda Kimble)

KING (Nathan King)

LARSEN (John Larsen)
MACPHERSON (Virginia
MCARTHUR (Andrew McArthur)
MCDOUGAL (Mary McDougal)
MORRISON (Celia Morrison)
NIGHTINGALE (Barbara
O'DONNELL (Patricia O'Donnell)
PATTERSON (Mary Patterson)
PATTERSON (Neil Patterson)
PEARSON (Jenny Pearson)
PULL (Pull Sandra)

RIM (Gladys Rim)

ROBINSON (Nicola Robinson)
SCHWASS (Robyn Schwass)

SINCLAIR (Linley Sinclair) v

Name

Relationship

Address

Suburb
City

Email

Telephone
Home

Work

€D wobie

Barbara /

First Name

Mother

Smith
Last Name

v

BA Erlestoke Crescent

Churton Park
Wellington PC 4001

barbaras@xira.co.nz

04478 4616 o
[e]

0272222082 ®© | 64272222082

Custom One
Custom 2
Custom 3
Custom 4

Custom 5

Custom Date 1

Custom Date 2

=
=

100 = ¢ B Browse
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Listing Family Records

Each record in your database can be displayed in either the entry screen or list view. List
view will display all records in the found set — see the bottom left corner of the screen for the

size of the current found set.

8 06 Splash
e Find Family Named
** Families Evoryons 11 June 2014 é
Splash N
SortBy | FamiyName ¥ Detail View Add Family Find Family Show All Families Delete Family Custom Reports
) Family Name Contact Name Address Children Discount Telephone Last Booking Select for Merge
Q 2 Smith Barbara Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas 5% Percent 0272222082 11/1/2015
g 9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 11/1/2015 [x]
Q 10  Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 04 564 3212 11/1/2015 O
Q 11 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 09 897 9845 11/1/2015
Q 14  zimmerman ‘Andy zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 09 765 1445 6/5/2016 O
Q 15 Thomson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, John, 027 2222082 9/1/2015 O
e 16 King Nathan King 46 Brooklyn Rd, Brooklyn, Wellington 4008 David, Craig 056784564 | 11/1/2015
Q 33 Taylor Martha Taylor 79 Main St, Tawa, Wellington 4010 Georgia, Bruce, denise .05 ’ 04 236 9137 11/1/2015 O
Displaying all (Total of 48). Find Marked ‘Unmark Found Set Mark Found Set
100 = g 5 Browse |

NB: Click magnifier to the left of the Family Name to display the data entry

screen.

Displaying a List of Families (from Family Details)

1. Click once the List View button displayed in the blue stripe at the top of your

screen.

800 Splash

Families

Splash
) } ( List View ‘Add Family Find Family Show All Families Delete Family
Filter By Family Name:

2. The Families List View screen will be displayed

Displaying a List of Families (from outside Family screen)

11 June 2014

e

~ . Custom Reports

7. Click once on the Splash icon on the top left corner of your screen.

8. Select the Families List icon

1
-0 2
N Families

9. The Families List View screen will be displayed
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Entering a New Family

A new family record must be created whenever a new family joins the school. A student
cannot be booked in to a session unless the family has been registered within Splash.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Families icon

amilies () =l

3. The Families data entry screen will be displayed

800 . Splash

i Families 11 June 2014 p

o
i i List Vie ‘Add Family Fidd Family Show All Families  Delete Family ca < ~> Custom Reports
Filter By Family Name:

2. Click once on the Add Family button displayed in the blue stripe at the top of
your screen.

3. The Add New Family dialog will be displayed.

Y. Add New Family

e
» 4b Enter New Family Details

Family Name = Rjm

Primary Contact Other Contact Emergency Contact
Name  Gladys /" Rim
First Name Last Name
Relationship  \other v

Address 322 New Horizon Blvd

Suburb  Johnsonville
City ~ Wellington PC 4008
Email  gladys.rim@rim.org

Telephone
Home 478 5674

Work

Mobile 027 543 2287 @ ‘
[

Referred From v

Referral Family (if applicable)

Discount Rate Type v
Payment by Direct Debit o v |
Alert Message
# cancel ‘ | Done % ‘

4. Complete as many details as possible within the dialog and click the Done
button to save the details and return to the family entry screen.

5. Continue below to add family members
Adding a Student to the Family
6. Ensure the correct family record is displayed on your screen.
7. Click the Add Student button to display the Add New Student dialog.

8. Complete as many details as possible within the dialog and click the Done
button to save the student details and return to the family entry screen.

9. Repeat steps 6 & 7 above until all family members have been added.
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)
. Enter New Student Details

Name  George / Rim
First Name Last Name

Personal Details
Date of Birth ~ 6/2/2008 Age 6

Gender [ |Female [X]Male

Medical I Glasses v I
Comments
Discount Rate Type \ v
Rollover Bookings  Yes v
Preferred Client v

“ Family Details

Family Name Rim
Contact  Gladys Rim
Address 322 New Horizon Bivd,

Johnsonville,
Wellington 4008

Telephone 027 543 2287
Email  gladys.rim@rim.org

Page 150

User Documentation — Splash V6.0



Finding a Family
13.Click once on the Splash icon on the top left corner of your screen.

14.Select the Families Find icon

) Families =)

15.The Search for a Family dialog box will be displayed on your screen.

I

‘@00 Splash

-
“A Search for a Family

Famiy D @ Status v

Name | Smith

Address o

Email Q OKtoEmail Q

Contact Details Name Phone (Hm)  Phone (Mobile) Phone (Default)
Primary Contact @ Q Q Q

Other Contact @ Q Q

Emergency Contact Q. Q Q

Discount Rate  Q Discount Type | Q.

Payment by Direct Debit = Q Bookings Referral & Exit Custom Fields

Family Alertt @

£

First Booking Date Q.
Latest Booking Date @
Total Family Bookings @

Comments &
Outstanding Balance @

#® cancel 4New Request | |==Omit Records ‘ Constrain Set ‘ Extend Set @® Find Now ‘

100= & B Find

16.Enter the criteria for your find by typing your request in the corresponding
field/s.

17.Click the Find Now button.

18.1f one record is located the record will be displayed on the Family entry
screen. If multiple records are located the found set will be displayed in the
list view.

NB: See Advanced Find Techniques within this guide for assistance with
Constraining or Extending the found set.

Updating Family Details

1. Use the Finding a Family function to locate the family record you wish to
update.

2. When the correct family screen is displayed simply overtype any of the
information to update the information that has been stored.
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Exiting a Family

When all members of a family have withdrawn from lessons it is important you record the
reason why there will be no further bookings. Information entered for exited families can be
monitored in exit summary reports.

1. Use the Finding a Family function to locate the family record you wish to
exit.

2. When the correct family screen is displayed update the Reason for Exit field
and enter the Exit Date.

8 00 Splash
Families 27 September 2014 $ p
Splash . -
Filtor By Family Name:
Everyone Status Active v
SortBy | Family Name v]| Famiy Bookings | Accounts [ | Custom Fields
- Famiy D 2
ANDERSON (David Anderson) |4 |
APLIN (Sylvia Aplin) Name  Smith Lot Eniments R 48 Block/Year
APOLLO (Martha Apolio) Family Members Q & 1000214 Mon 2:00PM  Dolphins 1 2014 |4
BEAUCHAMP (Russell ~ X sam Smith 7_10m |4 Q 6102114 Thu  10:30AM  Seals 12014
BRADLEY (Patricia Bradley) % |'X_Nicholas Smith 7_10m Q & 100214 Mon  S30AM Dolphins PR
BROWN (Peter Brown) Q_Jacob Smith 8 1om |v X oz o 0% A Sems o1
BROWN (Sam Brown)
- Comments 9
BUCHANAN (Debbie Buchanan) Q & 60514 Tue 9:30AM  Dolphins 2 2014
CCRANDLEY (Joanne Crandley) OK to Email Yes \ M Q 4/05/14 Sun 2:00PM  Dolphins 2 2014 ||
FAIRBROTHER (Mark Faibrother)
HARGREAVES (s ) Primary Contact | Other Contact | Emergency Contact | Comments Q eosie Tue | 1030AM Seals 2 2o
(Susan Q 4/05/14 Sun 930AM  Seals 2 2014
e i Hareen N; / & 90211 Wed 9:30AM  Dolphi 1 2011
ame i : olphins
HUGHSON (Ngaire Hughson) ?:::me sl_'i"“Name Q g el
JESSOP (Tony Jessop) Q & To21 Mon  200PM Dolphins 12011
JONES (Barbara Jones) Relationship ~ Mother L Q & 90211 Wed  1030AM Seals 1 2011
JONES (Barry Jones) Address g Erlestoke Crescent Q& 70211 Mon 9:30AM  Seals 1 2011
JONES (David Jones) Q & 2704111 Wed 930AM  Dolphins 2 2011
KIMBLE (Amanda Kimble) L] .
KING (Nathan King) Suburb  Churton Park Q & 20511 Mon  200PM Dolphins 2 2011
LARSEN (John Larsen) City  Wellington PC 4001 Q& 270411 Wed  10:30AM  Seals 2 2011
MACPHERSON (Virginia () Email  bararas@xtra.conz Q & 20511 Mon 9:30AM  Seals. 2 2011 | |
MCARTHUR (Andrew McArthur) VT e 9a0 AN Doioh T 202 17|
Telophone
MGOOUGAL (Mary McDougel) Home 04478 4616 First Booking 71211 Last Booking 137114
MORRISON (Celia Morrison)
NIGHTINGALE (Barbara Work o
O'DONNELL (Patricia O'Donnell) @ Mobile 0272222082 © 64272222082 = Exit Reason _]
PATTERSON (Mary Patterson) Goals Met
PATTERSON (Neil Pa n) Other .
PEARSON (Jenny Pearson) [v] ::’;:‘;‘:"“s"“
Palanatinn |
v
100 = & Browse

NB: Exit information may also be entered in the comments tab card in the centre
of the family record screen

Primary Contact | Other Contact | Emergency Contact [ Comments

Referred From  School v
Referral Family (if applicable)

ExitReason  Goals Met v
Exit Date 271912014

Alert Message

Preferred Client ‘ Yes v

DiscountRate 5% Type  Percent |v

Payment by Direct Debit v
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Sending a SMS Message

SMS messages can be sent to individual recipients or all recipients in the found set. This
command outlines the process for sending an SMS message to the current family. This
command will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGlobal.

7. Use the Finding a Family function to locate the family record you wish to
update.

8. When the correct family screen is displayed simply click the SMS button @
displayed to the left of the Mobile telephone number.

8 006 Splash

X * Families 11 June 2014
Splash

b &

ami in ow Al Fariies mi > | Custom Reports
Filter By Family Name: e
Everyone Status Active v
Sort By Family Bookings [ Accounts = [ Custom Fields
- Famiy D 2

ANDERSON (David Anderson) | 4|
APLIN (Sylvia Aplin) Name  Smith jEctallEncoimonts(65) Term/Year
APOLLO (Martha Apolio) Family Members Q& 1002114 Mon 2:00PM  Dolphins 1 2014 |4
BEAUCHAMP (Russell ~ X sam Smith 7_7m |4 & 602114 Thu 10:30 AM  Seals 1 2014
BRADLEY (Patricia Bradley) 4 | Nicholas Smith 7m | | Q& 0024 Mon 9:30AM Dolphins 1 2014
BROWN (Peter Brown) Q Jacob Smith 87m |v -

Q& 40214 Tue 10:30 AM  Seals 2014
BROWN (Sam Brown) @ o
BUCHANAN (Debbie Buchanan) omments q & 605114 Tue 9:30AM  Dolphins 2 2014
CRANDLEY (Joanne Crandley) Q & 40514 Sun 200PM  Dolphins 2 2014
FAIRBROTHER (Mark Fairbrother) Q & 60514 Tue  1030AM Seals 2 2014 ||
HARGREAVES (Susan Q & 405114 Sun 9:30AM  Seals 2 2014
HARPER (Edith Harper) -

Q@ 90211 Wed 9:30 AM  Dolphins 1 2011
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop) oktaEmel| Yes |v Q& 70211 Mon  200PM Dolphins 12011
JONES (Barbara Jones) Qq & 902t Wed  10:30AM Seals 12011
JONES (Barry Jones) Primary Contact | Other Contact | Emergency Contact | Comments X P T on 930 AV Seals T 2om
JONES (David Jones) N / Q& 270411 Wed  9:30AM Dolphins 2 2011
KIMBLE (Amanda Kimble) ame  Barbara Smith —
KING (Nathan King) First Name Last Name Q& 2005011 Mon  200PM Dolphins 2 2011
LARSEN (John Larsen) Relationship  other = & 27004111 Wed  10:30AM Seals 2 2011
MACPHERSON (Virginia i Q & 20511 Mon  ©30AM Seals 2 2011

Iress BA Erlestoke Crescent

MCARTHUR (Andrew McArthur) q & 80212 Wed 9:30AM  Dolphins 1 2012
MCDOUGAL (Mary McDougal) p

Q& 1300212 Mon 200PM  Dolphins 1 2012
MORRISON (Celia Morrison) L Suburb  Churton Park ’
NIGHTINGALE (Barbara City  Wellington PC | 4001 R & 80212 Wed  10:30AM  Seals 1 2m2
O'DONNELL (Patricia O'Donnell) . ) Q& 1300212 Mon  930AM Seals 1 2012

Email barbaras@xtra.conz 5 =

PATTERSON (Mary Patterson) - Qq & 20512 Wed  9:30AM Dolphins 2 2012 |v
PATTERSON (Neil Patterson) Telephone
PEARSON (Jonny Pearson) Home | 04 4784818 o First Booking 712111 Last Booking 1115
PULL (Pull Sandra) fork o) =
RIM (Gladys Rim) @ Moffile 0272222082 © 64272222082 — Exit Reason v
ROBINSON (Nicola Robinson) -
SCHWASS (Robyn Schwass) Edtiaie
SINCLAIR (Linley Sinclair) fv]

100 =g 5 Browse

9. The Enter New SMS dialog will be displayed on your screen.

| 6 0.0 Create SMS

,{g_‘ Enter New SMS

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pi

Message Length : 75 Chars

10.Enter the message you wish to send.

11.Click the Done button to send your message and return to the family entry
screen.

NB: Each SMS message is sent via your email application as per the sample
below.

[CNGNG] SMS Message

To:  64272222082@email.smsglobal.com

Ca

| = v |Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm
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Processing a Payment

1. Use the Finding a Family function to locate the family record you wish to
update.

2. Click once on the Dollar Symbol displayed on the top right of the screen.

e 00 Splash

Families 11 June 201 &
Splash —

Filter By Family Name:
status Active v
SortBy | Family Name v|| Famiy Bookings ] Accounts C | Custom Fields
T — | Family D 2
ANDERSON (David Anderson) [a]
APLIN (SyNvia Aplin) Name  Smith jrotalEnroiments ) (65) Term/Year
APOLLO (Martha Apolio) Family Members Q& 100214 Mon 200PM  Dolphins 1 2014 |4
BEAUCHAMP (Russell A |'X_samSmith 77m |a Q7 602114 Thu  10:30AM  Seals 12014
BRADLEY (Patricia Bradley) 4 |'QNicholas Smith 7_7m Q & 100214 ‘Mon 930AM Dolphins 1 2014
BROWN (Peter By i
(Peter Brown) || Jacobsmih ______87m g @ o 40214 Tue  10:30AM Seals 2014
BROWN (Sam Brown) .
BUCHANAN (Debbis Buchanan) Q 60514 Tue 9:30AM  Dolphins 2 2014
CRANDLEY (Joanne Crandiey) QP 40514 Sun 200PM  Dolphins 2 2014
FAIRBROTHER (Mark Fairbrother) Q@ & 6/05114 Tue 10:30AM  Seals 2 2014 ||
HARGREAVES (Susan Q¢ & 4005114 Sun 9:30AM  Seals 2 2014
HARPER (Edith Harper) -
Q&7 90211 Wed  9:30AM Dolphins 12011
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop) e vce [v Q& 70211 Mon  200PM Dolphins 1 2011
JONES (Barbara Jones) Q7 90211 Wed  10:30AM Seals 12011
JONES (Barry Jones) Primary Contact__|_Other Contact | Emergency Contact | Comments @ & 7021 on 930 AN Seals P
JONES (David Jones) N f Q& 27004111 Wed 9:30AM  Dolphins 2 2011
KIMBLE (Amanda Kimble) ame | Barbara Smith "
KING (Nathan King) First Name Last Name Q@ 2/05/11 Mon  200PM Dolphins 2 2011
LARSEN (John Larsen) Relationship | Mother v Q P 2004111 Wed  10:30AM  Seals 2 2011
MACPHERSON (Virginia e QP 20511 Mon 930 AM  Seals 2 2011
ress  GA Erlestoke Crescent
MCARTHUR (Andrew McArthur) Q@ & 80212 Wed 9:30AM  Dolphins 1 2012
MCDOUGAL (Mary McDougal) y
e 3 QQ 13/02/12 Mon 2:.00PM  Dolphins 1 2012
MORRISON (Celia Morrison) | Suburb  Churton Park -
NIGHTINGALE (Barbara City  Welington PC 4001 Q& sz Wed  10:30AM  Seals 12012
O'DONNELL (Patricia O'Donnell) - Q& 1300212 Mon 9:30AM  Seals 1 2012
Email  barbaras@xira.co.nz — |
PATTERSON (Mary Patterson) - QP 20512 Wed  9:30AM Dolphins 2 2012 |y
PATTERSON (Neil Patterson) Telephone
PEARSON (Jenny Pearson) Home 04 478 4616 o) First Booking 71211 Last Booking 1S
PULL (Pull Sandra) Work [e) =
RIM (Gladys Rim) @ Moblle 0272222082 © 64272222082 = Exit Reason v
ROBINSON (Nicola Robinson)
SCHWASS (Robyn Schwass) (EBEED
SINCLAIR (Linley Sinclair) =

100 = g 5 Browse

3. The POS Sales Entry screen will be displayed. The selected family details will
be entered with all outstanding bookings displayed on the right of the screen.

Splash POS
Invoice # 146957 Date 16/10/2014 [ETIILE)
B Bothers [EECTEEE Cantsen POS 1 Time 11:57:24 AM ’
L Shift: 2842 Barbara Smith SMITH (Barbara Smith)
Passes Goggles Drinks With Balance I Zero Balance
" I Jacob Smith $100.00
Ice Creams Seals - 10:30 AM Thu (Term 1 2014)
Lep Swim || Aqua Senior © Amount Disc 10%
pass Lucas Smith $81.00
Dolphins - 2:00 PM Sun (Term 2 2014)
O Amount Disc 10%
™ Jacob Smith $81.00
Seals - 10:30 AM Tue (Term 2 2014)
O Amount Disc 10%
Sen Jacob Smith $81.00
Lep Pass Seals - 9:30 AM Sun (Term 2 2014)
© Amount Disc  10%
Sam Smith $72.00
Seals - 1:00 PM Wed (Term 3 2014)
mount O Percent Disc  $15
Jacob Smith $70.00
Seals - 9:00 AM Mon (Term 1A 2014)
User Member
P ®Amount O Percent bsc 1
Burbers Smith Lucas Smith $108.00

Dolphins - 9:00 AM Sun (Term 3 2014)

O Amount @ Percent Disc 10%

100=& 8 Browse

4. Select the booking/s you would like to pay for by clicking once on each
booking on the right of the screen.
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Invoice # 146957
PO!

Common  Bathers  Accessorie Canteen
s

S 1
Shift: 2842

Splash POS

Date 16/10/2014 [IETIIALI]
Time 11:57:24 AM
Barbara Smith

SMITH (Barbara Smith)

Passes Goggles Drinks Lesson |

[ With Balance |

Zero Balance

Sam Smith - Seals - 1:00 PM Wed (Term 3 2014)

Ice Creams

Lap Swim

Aqua Senior
Pass

Jacob Smith - Seals - 10:30 AM Thu (Term 1 2014)

Jacob Smith
Seals - 10:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc

00 Sam Smith

Lucas Smith - Dolphins - 2:00 PM Sun (Term 2 2014) $81.00

Seals - 1:00 PM Wed (Term 3 2014)

Jacob Smith - Seals - 9:30 AM Sun (Term 2 2014) $81.00

@® Amount O Percent Disc

Jacob Smith

Seals - 9:00 AM Mon (Term 1A 2014)

@® Amount O Percent Disc

Lucas Smith

Sen
Lap Pass

Dolphins - 9:00 AM Sun (Term 3 2014)

O Amount @ Percent Disc

Lucas Smith

Dolphins - 9:30 AM Sun (Term 3 2014)

O Amount @ Percent Disc

100 = & B

Browse

$81.00

10%
$72.00

$108.00

10%
$108.00

10%

5. When all the bookings you wish to process are displayed in the centre of the
screen, click the END button (if paying by Cash or Eftpos) or click NEXT to
specify alternative payment methods.

6. If NEXT is clicked the End Sale screen will be displayed.

606

DEL [CreditCard 2842 |G

CASH
GIFT
VOUCHER
INTERNET

DIRECT
DEBIT

100=d 5 Browse

Splash POS
Invoice # 146957 Date 16/10/2014
POS 1 Time 11:57:24 AM
2842 Barbara Smith

Jacob Smith - Seals - 10:30 AM Thu (Term 1 2014)

Lucas Smith - Dolphins - 2:00 PM Sun (Term 2 2014)

Jacob Smith - Seals - 9:30 AM Sun (Term 2 2014)

Sam Smith - Seals - 1:00 PM Wed (Term 3 2014)

Total : $334.00

Choose the required method of payment — edit the value of the payment and

select and select additional payment types for the same sale if required.
8. Click the END button to complete the sale.
9. Click the DIARY button to exit the Sale Entry screen.

NB: To amend the content of the sale, click the BACK button to return to the

Sale Entry screen.
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Viewing a History of Payments

1. Use the Finding a Family function to locate the family record you wish to

update.

2. Click once on the Accounts tab card displayed on the right of the screen.

e 06 Splash
11 June 2014 é
Splash v :
Fitar By Family Name: List View Add Family Find Family Show All Families  Delete Family CITTUT Gustom Reports
Everyone Status Active v
SortBy [ Family Name v]| Famiy Bookings [ Accounts Correspondence [ Custom Fields ]
- Family D 2
ANDERSON (David Anderson) 4
APLIN (SyMia Apiin) Name  Smith Date InvID Amt
APOLLO (Martha Apolio) Family Members Q300514 146915 }sggee Jnr $21.00 |4 |
BEAUCHAMP (Russell . & sam Smith 7m |4
BRADLEY (Patricia Bradley) 4 | Nicholas Smith 7_7m :1 Q 3/05/14 146915 Sam Smith - Dolphins - 9:30 AM Wed (Term 4 2014) $76.50
BROWN (Peter Brown) Q. Jacob Smith 87m _[v
BROWN (Sam Brown) Commante Q3005114 146915 Lucas Smith - Dolphins - 2:00 PM Sun (Term 4 2014) $81.00
BUCHANAN (Debbie Buchanan)
CRANDLEY (Joanne Crandley) Q305114 146915 Missile Goggles $29.00
FAIRBROTHER (Mark Fairbrother) $30
HARGREAVES (Susan -
Q20514 146899 Nicholas Smith - Dolphins - 9:30 AM Sun (Term 3 2014) -$9.00
HARPER (Edith Harper)
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop) N vo: v Q205014 146899 Sam Smith - Dolphins - 9:30 AM Wed (Term 4 2014) $76.50
JONES (Barbara Jones)
JONES (Barry Jones) Primary Contact | Other Contact | Emergency Contact | Comments Q20514 146899 Boys Bathers $0.00 |
JONES (David Jones)
KIMBLE (Amanda Kimble) Name  Barbara /| smith Q200814 146899  Missile Goggles $30.00
KING (Nathan King) First Name Last Name $30
LARSEN (John Larsen) Relationship  pother 7 Q  20/04/114 146855  Sam Smith - Dolphins - 9:30 AM Tue (Term 4 2014) -$15.00
MACPHERSON (Virginia
MCARTHUR (Andrew McArthur) Address | 6 Edestoke Crescent Q@ 20/04/14 146855  Lucas Smith - Dolphins - 2:00 PM Sun (Term 3 2014) $108.00
MCDOUGAL (Mary McDougal)
MORRISON (Celia Morrison) Suburb | Ghurion Park Q2004114 146863  Missile Goggles $30.00
NIGHTINGALE (Barbara City | Wellington PC 4001 $30
ODONNELL (Patricla O'Donnel) Email barbaras@xtra.co.nz Q 29/04/14 146863 ‘Sam Smith - Dolphins - 9:30 AM Wed (Term 3 2014) -$30.00
PATTERSON (Mary Patterson)
PATTERSON (Neil Patterson) Telephone
PEARSON (Jenny Pearson) Home 04478 4616 o Q200414 146863 Nicholas Smith - Seals - 1:00 PM Wed (Term 3 2014) $108.00
PULL (Pull Sandra) Work o
RIM (Gladys Rim) @ voble | o272222008 o Q200414 146863 Nicholas Smith - Seals - 1:00 PM Wed (Term 4 2014) $81.00
ROBINSON (Nicola Robinson)
SCHWASS (Robyn Schwass) Q 28/04/14 146833 Sam Smith - Dolphins - 9:30 AM Wed (Term 3 2014) $102.00 | ¥
SINCLAIR (Linley Sinclair) =

100 = b Browse

Viewing or Reprinting a Receipt

6.

Use the Finding a Family function to locate the family record you wish to

update.

Click once on the Accounts tab card displayed on the right of the screen.

Click once on the magnifier displayed to the left of the required payment.

Q3.

4 146915 Sam Smith - Dolphins - 9:30 AM Wed (Term 4 2014)

$76.50

3/05/1.

4 146915 Lucas Smith - Dolphins - 2:00 PM Sun (Term 4 2014)

$81.00

A copy of the receipt will be displayed on your screen.

8 00 Invoice 146915

YOUR SCHOOL NAME HERE
Street Address, 2nd Line of Street Address, Suburb, CITY

Telephone: Fax: UMTED

GST: 123-456-789

Invoice # : 146915 (POS 1)
3/05/2014 12:40:55 pm

Barbara Smith

6A Erlestoke Crescent,

Churton Park,

Wellington 4001

Thank you for your payment for the following items:

Description Qy units Total
Vorgee Jnr 1 s2100  $21.00
$21
Sam Smith - Dolphins - 9:30 AM Wed (Term 1 $7650  §76.50
42014)
Lucas Smith - Dolphins - 2:00 PM Sun (Term 1 $81.00  $81.00
42014)
Missile Goggles 1 $2000  $3000
$30

Total Inc GST $207.50

$6.52

Payment Method GST Amt
Eftpos $188.50

10.Click the Print button to reprint the receipt or click Close to return to the
family screen without printing the receipt.
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Generating Family Documents

The Correspondence tab card within the family file displays a list of all correspondence
created for the selected family (with the exception of broadcast email or SMS messages).

Document records can be created as letters, emails, SMS messages, or file notes.

9. Use the Finding a Family function to locate the family record you wish to
update.

10.Click once on the Correspondence tab card displayed on the right of the

8006 Splash
iy ** Families 11 June 2014 &
Splash ¢ )
Filter By Family Name: L
Everyone Status | Active v
Sort By Family Bookings Accounts. C I Custom Fields
Family ID
AANDERSON (David Anderson) [ vib|2 Create Correspondence +
APLIN (Sylvia Aplin) Name |~ Smith
APOLLO (Martha Apolio) Family Members Q@ 10/06/14 Letter Jacob Smith [a]
BEAUCHAMP (Russell A |X_samSmith 7.7m |A Happy Birthday
BRADLEY (Patricia Bradley) 4 |®_Nicholas Smith 7m | | @ towena Leter Som Smith
BROWN (Peter Brown) T Jacob Smith 8m _[v
BROWN (Sam Brown) P Happy Birthday ||
BUCHANAN (Debbie Buchanan) @ 1000614 Letter Nicholas Smith S
CRANDLEY (Joanne Crandiey) Happy Birthday
FAIRBROTHER (Mark Fairbrother) T — S
HARGREAVES (Susan Q mail Nicholas Smith ﬂ
HARPER (Edith Harper) Happy Birthday
HUGHSON (Ngaire Hughson) Q@ 200514 Email Barbara Smith [
JESSOP (Tony Jessop) OktoEmail | Yes [v Email Receive - complaint
JONES (Barbara Jones) -
JONES (Barry Jones) Primary Contact Other Contact | Emergency Contact | Comments Q200414 Booking Barbara Smith ()}
JONES (David Jones) Swim School Multiple Booking Confirmation
KIMBLE (Amanda Kimble) Neme | Barbara ! smin Q@ 2800414  Email Barbara Smith o4
KING First Name Last Name ﬂ -
(Nathan King)
LARSEN (John Larsen) Relationship  pother v
MACPHERSON (Virginia Q@ 27104114 Reminder Barbara Smith [ 3}
Address 6 Erlestoke Cr t
MCARTHUR (Andrew MoArthur) riestoke Crescen Swim School Account Reminder Notice
MCDOUGAL (Mary McDougal) -
27/04/14 Reminder Barbara Smith %
MORRISON (Celia Morrison) L Suburb  Churton Park < .
NIGHTINGALE (Barbara City  Weliington PC 4001 Swim School Account Reminder Notice
O'DONNELL (Patricia O'Donnell) @ 2700414 Remind 24
(Patricia O'Donnell) B ool | barbaras@rraconz Q eminder Barbara Smith 24
PATTERSON (Mary Patterson) Swim School Account Reminder Notice
PATTERSON (Neil Patterson) Telephone - ~
PEARSON (Jenny Pearson) Home 04478 4616 fe) X 26004114 Email Barbara Smith g 23
PULL (Pull Sandra) Work o)
RIM (Gladys Rim) @ Mobile 0272222082 ©® 64272220082 Q120414 Email Barbara Smith [T
ROBINSON (Nicola Robinson) - =
SCHWASS (Robyn Schwass) ™7
SINCLAIR (Linley Sinclair) (v

100 = E  Browse

11.Click once on the Add Correspondence button to display the Create
Document dialog box.

Create Correspondence %

12.Choose the type of document you want to create and click the Done button.

8 0 O Create Document

/é Create New Document

Please select the type of document you would like to create

[ Emai v|

13.The Create Document dialog box will be displayed on your screen. Select
the document you wish to use or click Use Blank Document and click Done.

8 00 Create Document

’A Create New Document

Please select the template you would like to use, leave
blank to begin with an empty document

[ <Blank Template> v |
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14.The selected document will be displayed on your screen.

® 00

Splash

* Documents
Splash

Other Documents Same Family

Sort By ‘ First Name M

10/6/14 Happy Birthday

10/6/14 Happy Birthday

10/6/14 Happy Birthday

10/6/14 Happy Birthday

2/5/14 Email Receive - complaint
20/4/14 Swim School Multiple
2804114

271414 Swim School Account
27/4/14 Swim School Account
27/4/14 Swim School Account
2604114

1214114

12/4/14 We are updating our Details
12/4/14 We are updating our Details
12/4/14 test fa email

12/4/14 tesstfa

12/4/14 test fa other

12/414 tst

14114

11/4/14 test email to barbara
11/4/14 testing

11/4/14 testing more

11/4/14 anotehr test email

114114 dskkfisd

11/4/14 test again

10/4/14 We Haven't Seen You Fora
10/4/14 Happy Birthday

15/3/14 Swim School Booking
15/3/14 Booking SMS

15/3/14
15/3/14 Transfer SMS
15/3/14 Fee Reminder SMS
15/3/14 Fee Reminder SMS

9/3/14 Swim School Multiple

11/6/14 Swim School Newsletter |4 |

D 1t - Email

Subject  Swim School Newsletter

11 June 2014

Please find attached the swim school newsletter for 2014.

Y . CustomReports |
— T,
BRI
Date 11.Jun 2014
A Family Details L«
M Barbara Smith <
6A Erlestoke Crescent
Churton Par
Wellington 4001
Email v

Attachment

100 = b [ Browse

barbaras@xira.co.nz

2
([

15.Edit the document as necessary.
16.Click the Print or Email button.

800

Splash

Documents

Splash

| Other Documents Same Family

Adding an Attachment to an Email

11 June 2014

When an email is created you have the option of including an attachment with your message.
Although the attachment icon is displayed as a pdf symbol any document type can be

included.

800

Splash

Splash

Other Documents Same Family

SortBy | First Name v]

11/6/14 Swim School Newsletter | 4 |
10/6/14 Happy Birthday

10/6/14 Happy Birthday

10/6/14 Happy Birthday

10/6/14 Happy Birthday

2/5/14 Email Receive - complaint
29/4/14 Swim School Multiple
28/4/14

271414 Swim School Account
27/4/14 Swim School Account
27/4/14 Swim School Account
2604114

12/4/14

12/4/14 We are updating our Details
12/4/14 We are updating our Details
12/4/14 test fa email

12/4/14 tesstfa

12/4/14 test fa other

12/4114 tst

17414

11/4/14 test email to barbara
11/4/14 testing

11/4/14 testing more

11/4/14 anotehr test email

11/4/14 dslkfisd

11/4/14 test again

10/4/14 We Haven't Seen You Fora
10/4/14 Happy Birthday

15/3/14 Swim School Booking
15/3/14 Booking SMS

15/3/14

15/3/14 Transfer SMS
15/3/114 Fee Reminder SMS
15/3/114 Fee Reminder SMS

9/3/14 Swim School Multiple

D 1t - Email

Subject  Swim School Newsletter

11 June 2014

Please find attached the swim school newsletter for 2014.

a2 © CustomReports
—— iy
Date 11.Jun 2014
A Family Details L«
7 Barbara Smith <
6A Erlestoke Crescent
Churton Park
Wellington 4001
Email v

barbaras@xira.co.nz

Attachment

<

100 = dp [ Browse

[0
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NB: The Attachment field and buttons are only on the screen for email document types.
6.
7.

Ensure the correct email document is displayed on your screen.
Click once on the Insert PDF button.

The Insert File dialog will be displayed on your screen. Locate the file you
wish to attach and click the Insert button.

Insert File

v |[ Casplash6 POSFM12 3

FAVORITES
{Z] Dropbox
= All My Files
Desktop
[ Archive 2.zip
[ nick mths stats
ﬁj barbarasmith
#\ Applications
@ Documents
DEVICES
Remote Disc

Name

(L Archive Files
|1 Archive.zip

|| family find.png
| Import.log

|2 | Photo.jpg

« SMSglobal Email-2-SMS.pdf
'y splash Data.zip

Splash REports

Splash User document V6.docx
Splash V6 Live

Splash V6 Live.zip

Snlash V6 Trial 30 lune

E>

= B

Show: | All Available

“

v/ Store only a reference to the file

Cancel | @

9. The inserted document will appear in the Attachment field on the selected

8060

record.

Splash

Splash

*** Documents

Other Documents Same Family

SortBy | First Name

11/6/14 Swim School Newsletter
10/6/14 Happy Birthday

10/6/14  Happy Birthday

10/6/14 Happy Birthday

10/6/14 Happy Birthday

2/5/14 Email Receive - complaint
20/4/14 Swim School Multiple
28/4/14

27/4/14 Swim School Account
27/4/14 Swim School Account
271414 Swim School Account
2604114

1214114

12/4/14 We are updating our Details

12/4/14  test fa email

12/4/14 tesstfa

12/4/14 test fa other

12/4114 st

14114

11/4/14  test email to barbara
11/4/14 testing

11/4/14  testing more

11/4/14 anotehr test email
11/4/14 dslkifisd

11/4/14 test again

10/4114 We Haven't Seen You For a
10/4114 Happy Birthday
15/3/14 Swim School Booking
15/3/14 Booking SMS
15/3/14

15/3/14 Transfer SMS
15/3/14  Fee Reminder SMS
15/3/14 Fee Reminder SMS
9/3/14 Swim School Muttiple

12/4/14 We are updating our Details

|

Document - Email

Subject | Swim School Newsletter

100 = dp ¢ Browse

Please find attached the swim school newsletter for 2014. ........ a

11 June 2014
o

Date

%=

11.Jun 2014

Family Details
Barbara Smith
6A Erlestoke Crescent

Churton Park
Wellington 4001

Email

barbaras@xtra.co.nz

Attachment

(v

6 POS FM12/June

10.Click the Print or Email button.

Splash

11 June 2014

User Documentation — Splash V6.0

Page 159




Creating a Family Statement

A family statement contains a list of bookings for the selected family. The list can be filtered
to show a selection of bookings or can include all bookings ever recorded for the family. The
subsequent report can be printed or automatically emailed to the selected family.

1. Use the Finding a Family function to locate the family record you wish to
produce.

2. When the correct family screen is displayed simply click the Print Statement
of Activity button below the list of bookings.

8 0 0 Splash
Families 11 June 2014 é
Splash >
List View Add Famil Find Fami Show All Families Delete Famil "2 custom Reports.
Filter By Family Name: ly iy ly A AL b >
Everyone Status Active v
SortBy [ Family Name v]| Famiy Bookings ] Accounts C | Custom Fields
TP —— Family ID
ANDERSON (David Anderson) |4 | S
APLIN (SyNvia Aplin) Name  Smith jroiEnioimonts}(65) Term/Year
APOLLO (Martha Apolio) Family Members Q & 1002114 Mon 2:00PM  Dolphins 1 2014 |A]
BEAUCHAMP (Russell ~ & sam Smith 7m |A q & 60214 Thu  1030AM Seals 12014
BRADLEY (Patricia Bradley) & | Nicholas Smith 7_7m Q & 100214 Mon 9:30AM Dolphins 1 2014
BROWN (Peter Brown) Q Jacob Smith 8_7m v >
Q & 40214 Tue 10:30 AM  Seals 2014
BROWN (Sam Brown) ot
BUCHANAN (Debbie Buchanan) Q & 605114 Tue 9:30AM  Dolphins 2 2014
CRANDLEY (Joanne Crandley) Q & 405114 Sun 200PM  Dolphins 2 2014
FAIRBROTHER (Mark Fairbrother) Q & 60514 Tue 10:30AM  Seals 2 2014 | |
HARGREAVES (Susan Q & 405114 Sun 9:30AM  Seals 2 2014
HARPER (Edith Harper) -
& 90211 Wed 9:30 AM  Dolphins 1 2011
HUGHSON (Ngaire Hughson)
JESSOP (Tony Jessop) OKtoEmail | Yes |+ Q& 70211 Mon 2:00PM  Dolphins 12011
JONES (Barbara Jones) q & g0t Wed  10:30AM  Seals 1201
JONES (Barry Jones) Primary Contact | Other Contact | Emergency Contact | Comments & T on 930 AV Seals T 2om
JONES (David Jones) N / Q & 2704111 Wed 9:30AM  Dolphins 2 2011
KIMBLE (Amanda Kimble) ame | Barbara Smith 7
2/05/11 M 2:00PM  Dolphi 2 2011
KING (Nathan King) First Name Last Name Q@ on iphins
LARSEN (John Larsen) Relationship | Mother v Q& 270411 Wed  10:30AM Seals 2 2011
MACPHERSON (Virginia Add (e 3 & 200511 Mon 9:30AM  Seals 2 2011
Iress BA Erlestoke Crescent
MCARTHUR (Andrew McArthur) Q& 80212 Wed 9:30AM  Dolphins 12012
MCDOUGAL (Mary McDougal) -
Q & 130212 Mon  200PM Dolphins 12012
MORRISON (Celia Morrison) | Suburb | Churton Park
NIGHTINGALE (Barbara City = Wellington PC | 4001 X & 80212 Wed  10:30AM  Seals 1 02
O'DONNELL (Patricia O'Donnell ’ Q & 13002112 Mon  9:30AM Seals 12012
Email barbaras@xtra.co.nz > =
PATTERSON (Mary Patterson) Q & 20512 Wed 9:30 AM  Dolphins 2 2012 v
PATTERSON (Neil Patterson) Telephone
PEARSON (Jenny Pearson) Home | 04 478 4616 o First Booking 712111 Last Booking 14115
PULL (Pull Sandra) Work o
RIM (Gladys Rim) @ Mobile 0272222082 © 64272222082 Exit Reason v
ROBINSON (Nicola Robinson) IR
SCHWASS (Robyn Schwass) it Date
SINCLAIR (Linley Sinclair) v

100 =g 5 Browse

3. The Specify Records for Reporting dialog will be displayed on your screen.
4. Select one of the following;
Balance - to include bookings with an outstanding balance

Some - to include bookings within a specified date range
All - to include all bookings ever made for related family members

006 Specify Records for Reporting

Would you like to include ALL booking records or SOME
bookingsrecords or only bookings with a BALANCE in the activity
report

|  Balance | Some | [ All ]

5. The report will be previewed on your screen.
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Bookings - Current Balance of Booking
Balance as at 11/6/2014 Cos
(Less Discount/Credits) Paid Bal.
Smith (Barbara Smith) 0272222082 $1,694.50 $0.00 $1,694.50

Jacob Smith Seals Mon  BS Term: 1A 2014 $70.00 $0.00 $70.00
Lucas Smith Dolphins Sun  BS Term:3 2014 $108.00 $0.00 $108.00
Lucas Smith Dolphins Sun  BS Term:3 2014 $108.00 $0.00 $108.00
Lucas Smith Dolphins Sun BT Term:4 2014 $81.00 $0.00 $81.00
Lucas Smith Dolphins Sun BT Term:4 2014 $81.00 $0.00 $81.00
Lucas Smith Dolphins Sun BS Term:4 2014 $81.00 $0.00 $81.00
Lucas Smith Dolphins Sun BT Term:4 2014 $81.00 $0.00 $81.00
Lucas Smith Dolphins Sun BT Term:1 2015 $81.00 $0.00 $81.00
Lucas Smith Dolphins Sun BT Term: 1 2015 $81.00 $0.00 $81.00
Nicholas Smith Seals Wed BS Term: 1 2015 $81.00 $0.00 $81.00
Nicholas Smith Seals Wed BS Term: 1 2015 $81.00 $0.00 $81.00
Sam Smith Seals Wed BT Term:3 2014 $72.00 $0.00 $72.00
Sam Smith Seals Wed BS Term:4 2014 $76.50 $0.00 $76.50
Sam Smith Dolphins Wed BT Term:4 2014 $76.50 $0.00 $76.50
Sam Smith Seals Wed BS Term:4 2014 $76.50 $0.00 $76.50
Sam Smith Dolphins Wed BT Term:4 2014 $76.50 $0.00 $76.50
Sam Smith Seals Wed BS Term:4 2014 $76.50 $0.00 $76.50
Sam Smith Dolphins Tue BS Term:1 2015 $76.50 $0.00 $76.50
Sam Smith Dolphins Wed BT Term:1 2015 $76.50 $0.00 $76.50
Sam Smith Dolphins Wed BT Term:1 2015 $76.50 $0.00 $76.50
Sam Smith Seals Wed BS Term:1 2015 $76.50 $0.00 $76.50

11/6/2014 : 09:10:52 AM Page 1

6. Press Enter or click the continue button to progress to the print or email
options.

7. Select whether you wish to Email or Print the selected report (or choose
Cancel to return to the family file without printing or emailing).

006 Message

Do you want to PRINT or EMAIL the Summary of Family Activity?

Cancel Email | [ Print ]

NB: If Email is selected the email will be displayed with the document attached.

® 00 Activity Report for Family

To: | barbaras@xtra.co.nz

Cc:

= v |Subject: ‘Activity Report for Family

Please find attached the latest record of activity for the Smith family.

Bookings - Current Balance of Booking

Balance as at 11/62014. Cost
_ (Less DiscountCredis) Paid Baiance

‘Smith (Barbara Smith) 0212222082 $180450 s000 $169450
J— Sens [T Tom 18 2016 s o0 s
[Ip— oapies sn s Tom:3 zute stonon s stuee
s s Dapies snes Tom:3 216 sn0 o0 steo
[— Dapies s oar T 216 s o0 S0
[Ips— Daies P Tomia zute S0 s ss1c0
s smn Dapies snoes Tom:a 216 se1c0 s ssic0
[— Dapies s T 216 s s ssic0
s smn oapies P T 26 s s ss1c0
s s Dapies s or Tom: 1 2015 s s ssic0
Nerass S Seas s ss Ty 2016 s s ssico
Nerass s Sens wes 88 Toris 26 sei s ss100
Samsin Sens wee Ty zme snwo s snw
Sam i Seas s s T 2316 s soo srs0
Samsmin oapies o T 26 s s S50
Sam it Seas s T zme sras0 s sras0
Samsnin Dapins e T 2316 s oo ss0

Samsmin sens wes s Toria_ 26 s s sra%0
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Deleting a Family Record

As a rule a record should only be deleted if it was made in error. To ensure data integrity a
family record can only be deleted if there are no bookings or payments attached. Family
records can be deleted from either the Family entry screen or the list view.

7. Use the Finding a Family function to locate the family record you wish to
exit.

8. When you can see the correct family record on your screen.

(NN - Splash
11 June 2014 |

"§A%& - Families )
Splash -~ Fo
m List View Add Family Find Family Show Al Fa ] - Custom Reports

11.Click once on the Delete Family button.

12.A dialog will be displayed asking you to confirm the family record should be
deleted.

00 6 Delete Family

Are you sure you want to remove the Rim family from the family
list?

| OK | Cancel

13.Click OK to delete the record or Cancel to return to the family screen without
making a change.
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Sending a Broadcast SMS Message

A broadcast SMS is a single message sent to multiple recipients. A SMS message sent in
this way will not be recorded on the family file.

Group SMS messages are sent to all recipients in the found set that have a valid mobile
telephone number stored on file.

This function will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGlobal.

8. Use the Finding a Family function to locate the group of records you wish to
send a message to. Locate only families with a mobile telephone number by
placing an asterisk (*) in the mobile field along with any other find criteria.

9. The found set of records will be displayed in a list on your screen (if the list is
incorrect repeat step 1).

00 splash
) - Find Family Named
a " Families Everyone 11 June 2014 é
Splash l
SortBy | FamiyName ¥ | Detail View Add Family Find Family Show All Families Delete Family Custom Reports
| ID Family Name Contact Name Address. Children Discount Telephone Last Booking Select for Merge
Q 2 Smith Barbara Smith BA Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas 5% Percent 0272222082 11/1/2015 [x]
Q 9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 11/1/2015
q 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 04 564 3212 11/1/2015 O
Q 11 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 09 897 9845 111112015 [x]
Q 14 zimmerman Andy zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 09 765 1445 6/5/2016 O
Q 15 Thomson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, John, 027 2222082 9/1/2015 O
Q 16 King Nathan King 46 Brookiyn Rd, Brooklyn, Wellington 4008 David, Craig 056784564 | 11/1/2015 x]

10.Select the Scripts menu... choose Send SMS...choose Send SMS to
Family [Found Set].

11.A dialog will be displayed on your screen warning that you are about to send
multiple SMS messages. Click OK to continue or Cancel or exit the script.

O 06 Send SMS Messages

You are about to send 100 SMS messages to all Families in the
found set. Do you wish to continue?

ok | Cancel ]

L )|

12.The Enter New SMS dialog will be displayed on your screen.

.8.0.0 Create SMS

,J/.qf Enter New SMS ‘

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pm|

Message Length : 75 Chars

‘ # cancel ‘ ‘ Done % ‘ |

13.Enter the message you wish to send.

14.Click the Done button to send your message and return to the family entry

screen.
NB: Each SMS message is sent via your email application as per the sample
below.

® 006 SMS Message

To:  64272222082@email.smsglobal.com

Cc:

= v |Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm
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Sending a Broadcast Email

A broadcast email is a single email sent to multiple recipients. An email sent in this way will
not be recorded on the family file.

Group email messages are sent to all recipients in the found set that have a valid email
address stored on file.

8. Use the Finding a Family function to locate the group of records you wish to
send a message to. Locate only families with an email address by placing an
asterisk (*) in the email field along with any other find criteria.

9. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

10.Select Send Broadcast Email from the Scripts Menu.

006 Broadcast Email

You are about to send a broadcast email to all families in the
FOUND SET the details of the email will not be recorded on the
client file. Do you wish to continue? ‘

OK | Cancel ‘

11.A dialog will be displayed on your screen warning that you are about to send
multiple email messages. Click OK to continue or Cancel or exit the script.

12.The Enter Broadcast Email dialog will be displayed on your screen.

@00 Create Broadcast Email

i .
4 Enter New Email
LT I

Email Details

Subject  Swim School Newsletter

Body Please find attached our swim school newsletter for June 2014| A

Attachment

@ f # cancel Done &

Parent_H

13.Enter the message you wish to sent and attach a document if required.
14.Click the Send button.

NB: To ensure the privacy of all clients the email address will automatically be
placed in the BCC box. You can view the messages that have been sent if you
look within the Sent Items folder of your email application.
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Generating a Family Mail Merge

The mail merge function within Splash operates using a marked record system. All marked
records will be included in the mail merge. Marked families appear in the Family listing with a

cross in the box on the far right of the screen.

800 Splash
- Find Family Named
. - Families Everyone 11 June 2014 é
Splash N
SotBy | FamilyName ¥ Detail View Add Family Find Family Show All Families Delete Family Custom Reports
D Family Name Contact Name Address Children Disfount Telephone Last Booking Select for Merge
Q 2 Smith Barbara Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas 5% P>
Q 9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 | 11/1/2015 X
&3 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 045643212 | 11/1/2015 [
(o3 11 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 09 897 9845 11112015 X]
e 14 zimmerman Andy zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 097651445 | 6/5/2016 O
e 15 Thomson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, John, 0272222082 | 9/1/2015 [
Q 16 King Nathan King 46 Brooklyn Rd, Brooklyn, Wellington 4008 David, Craig 056784564 | 11/1/2015 X
o3 17 White Julie White 76 Moorefield Road, Johnsonville, Wellington 4001 Jane 046751432 | 28/5/2014 [

Creating a mail merge is a two step process; the first step involves identifying the families you
wish to receive the merge document, the second step involved writing the document you wish

18.Click once on the Splash icon on the top left corner of your screen.

- Ve
) Families

21.Click once on the Find Marked button displayed at the bottom right of the
screen. This command will display a list of all families that are currently

22.Click once on the Unmarked Found Set button. This will clear all settings for

to send.
19.Select the Families List icon
20.The Families List View screen will be displayed.
marked.
previously marked records.
g 33 Taylor Martha Taylor 79 Main St, Tawa, Wellington 4010

Displaying all (Total of 48).

100 = % Browse

Georgia, Bruce, denise

‘ 05 ‘ 04 236 9137 ‘11/1/2015 [

Find Marked Unmark Found Set Mark Found Set

23.Use the Finding a Family function to locate the group of records you wish to

send a message to.

24.The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 4)

25.Click once on the Mark Found Set button to select the records for the mail
merge. A cross should appear for each family in the Mark column on the right

of the screen.

26.Repeat steps 4 to 6 above until all required families have been marked.

27.Select Perform Mail Merge from the Scripts menu.

28.A dialog will be displayed advising the number of records which have been
selected for the mail merge. Click OK if this number is correct, or click Cancel
to exit the script and begin again at step 1.

006 Continue to Merge

6 records have been located. Do you want to continue with the

merge?

OK

| Cancel

29.The Create Merge Document dialog will be displayed asking you to define
the type of document you wish to create. Select the required type of
document from the drop-down menu provided.
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f_é 0 O Create Merge Document

/| Select Merge Document

Please select the type of document you would like to create

_

| Letter

|

30.Click the Continue button.

31.The Create Merge Document dialog box will be displayed on your screen.
Select the template you wish to use or click Use Blank Document

32.Click the Continue button.

‘r_é O O — -__Create Merge Document

/ | Select Merge Document

Please select the template you would like to use, leave
blank to begin with an empty document

| We Are Updating Our Details

']

33.The selected template will be displayed on your screen. Edit the content of
the template as required.

-YeYe

Create Merge Document

YA

Subject

Body

Attachment

A

Create Merge Document

We are updating our Details|

Hi <<FA::Contact Name First>>,

We are currently updating contact details for all of our student/families. Please check
the information listed below. If any of the information is incorrect please contact our

office on <<SC::Telephone>>.
At the moment we have your details recorded as follows:

Primary Contact: <<FA::Contact Full Name>>

Address: <<FA::Address 1>>, <<FA::Address 2>>, <<FA::Address 4>> <<FA::Post

Code>>
Email: <<FA:Email>>

It is vital that we have correct contact details in case of emergencies etc. Thank you

for your assistance in this matter.

Regards

Learn To Swim Coordinator
<<SC::School Name>>

34.Click the Done button to complete the merge or Cancel to exit the script with
making a change.

NB: If Done was selected at step 17 a personalised document will be created for
each family, it will automatically be printed or emailed. A copy of each document

will be placed on the respective Family record.
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Importing Family Data

¢ add new records from the source file
¢ update records with information from the source file

» update matching records with information from the source file

Importing Records from Excel

17.Click once on the Splash icon on the top left corner of your screen.

18.Select the Families List icon

- A I
. ‘ Families

19.The Families List View screen will be displayed.

20.Select Import Family Data from the Scripts menu.

21.The Open File dialog will be displayed on your screen.

When you import data, you’re bringing data from another file into Splash. When you import
data into an existing FileMaker Pro file, you can:

22.Locate the file containing the data you wish to import and click the Open

button.
{ O 06 Open File
(<> (=2 m | mi | = v || & Downloads @
FAVORITES Name
(2] Dropbox Y Unmatched Filemaker Prepaid Contracts . Converted.fp7
= Al My Files

Desktop

[ Archive 2.zip
[ nick mths stats
{3} barbarasmith h]
#\; Applications

@ Documents

(©) Remote Disc

) Westpac Pivot Table Converted Copy.fp7
¥ Westpac Pivot Table Converted.fp7

DEVICES ¥ Westpac Stock.fp7

Show: | All Available

A | Remote... |

Cancel Open |

23.The Import Field Mapping dialog will be displayed on your screen.

0.0 6

Import Field Mapping

Source: us-500.csv

Source Fields

(e) Add new records
) Update existing records in found set

() Update matching records in found set

Add remaining data as new records

|| Don't import first record (contains field names)

Target: | Current Table (“FA_Families”) :

Target Fields

first_name =p ¢ Contact Name First
last_name ==p ¢ Family Name
address =p ¢ Address 1
Suburb =p ¢ Address 2
City =p ¢ Address 4
postcode ==p ¢ Post Code
CEE S
phone2 =) ¢ Telephone Hm
email «p ¢ Email
Z» R : i s
4 ecord 1 of 501 Arrange by: | custom import order +
Character Set: | Macintosh s
Import Action Field Mapping

=p  |mport this field

Don't import this field

Match records based on this field
=<l Target cannot receive data

| Manage Database...

Cancel

[ Import |

User Documentation — Splash V6.0

Page 167



24.In the Import Action area, choose the type of import to perform.
To add new records to the end of the target file — select Add New Records

To update the found set of records in the target file with the records you're
importing — select Update existing records in found set.

To update data in the target file with the data from matching records in the
source — select Update matching records in the found set.

15. If the first record of the data you’re importing contains field names (column
headings) instead of data, select Don’t import first record (contains field
names).

Selecting Don’t import first record (contains field names) skips the first record
during import.

16. Drag fields in the Target Field column to align with fields in the Source Field
column to indicate where data will be imported or updated.

To align a field, move the pointer over the t icon next to a target field name

in the list. When the pointer changes to a double arrow =, drag the field to a
new location.

17. When all fields have been aligned correctly, click the Import button.
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Exporting Family Data

You can export Splash data to a new file and then open it in another application . For
example, you can export Splash data as a spreadsheet for use in Microsoft Excel. Use the
export function when you want to export records in the found set of records.

Exporting Records to Excel

27.Use the Finding a Family function to locate the group of records you wish to
export.

28.The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

29.Select Export Family Data from the Scripts menu.
30.The Export Records to File dialog will be displayed on your screen.

31.Enter the name you wish to call your file and choose a location to store the

file.
0086 Export Records to File
Save As: Family Data B
Tags:

:‘ NHEE!UD Ullly%'\J\;SplashGPOSFMlz e
FAVORITES Name

(=] Dropbox

[Z] Desktop

Archive 2.zip

nick mths stats
{5} barbarasmith {0 Splash V6 Live
#\; Applications

Snlash V6 Trial 30 lune
[} Documents

Type: | Excel Workbooks (.xIsx) i

After saving: [ | Automatically open file
| Create email With file as attachment

}
1  Hide extension New Folder | Cancel | Save |
' i
32.Choose a file type from the Save as Type (Type) field and click the Save
button.

33.The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is being exported to enter it in the Worksheet
field. Click Continue.

[P Excel Options

(¥ Use field names as column names in first row
Worksheet:
Title:
Subject:

Author:

| Cancel [ Continue... |

34.The Specify Field Order for Export dialog will be displayed on your screen.
Use this dialog to indicate the order of the fields in which Splash will export
the data.

35.All fields displayed in the Field Export Order list will be exported.

36.To move a field to the Field Export Order simply double-click the field name
on the left of the screen.
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006 Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the

other fields.
| Current Layout (“FA_Detail”) v J Group by
Address 1 (Unsorted)
Address 2
Address 3
Address 4 Field export order
Comments . + Family ID
Contact Name First Move + Family Name
(C:ontact Sl.n;name S + Address 1
Oﬂf.laC( Title M ¢ Address 2
E:::I o M ¢ Address 3
" 4 Address 4
Exit Date ¢ Post Code
Exit Reason i
Exit Reason + Email
Options

Output file character set: | Unicode (UTF-16)

| Apply current layout's data formatting to exported data

| Cancel |

Current Layout (“FA_Det:

Related Tables
FA_BO_Bookings
FA_BO_Bookings on ID Status
FA_CU_Custom Fields
FA_DO_Documents
FA_DT_Document Templates on Subject
FA_FA_Families Marked
FA_FA_Families ReferralFamily

>

37.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

v Current Table (“FA_Famil

38.When all the required fields are displayed in the Field Export Order list click

the Export button.

39.The Excel file will be saved to your comp

uter ready for use.

8006 [* Family Data.xlsx

PEGHS XEh& 9 -6 3-8 % EE B b= @

CO." Search in Sheet

)

| A Home | layout | Tables | Charts | SmartArt | Formulas | Data | Review |

|~ 3~
Edit Font Alignmen:. Number Farmat. Cells Themes
o ) ; = ==
ﬁ L [®]mn + [catibri@osy)  [+[10 |+ A A~ SoWmpTextv [General |+ . . ﬁaﬁ . . EAau . Bs,
. iy = = = = = Ga| 00 =~ .
Paste  ( Clear E 1|U]| | (AL = Merge (B |7 % 3 || %8| S5 jcond 'r";' o Grm G040 Gomr C Tomm AF
Al i @ @ (- fx| FamilyID -
| | [ C [ D [ E [ F [ G [ H [ 1
Family D Family Name Address 1 Address 2 Address3 ‘Address 4 Post Code Emai Telephone default <
2 2 Smith 64 Erlestoke Crescent Churton Park Wellington 4001 | barbaras@xtra.co.nz "o272222082 Barbara
3 9 Smith 89 Roberta Road Tawa 4008 computerize@xtra.co.nz To272222082 Daniel
4 11 Anderson 876 Somewhere Rd Tawa ‘Wellington 4010 computerize@xtra.co.nz 09 897 5845 David
5 16 King 46 Brooklyn Rd Brooklyn ‘Wellington 4008 computerize@xtra.co.nz 05 678 4564 Nathan
6 20 McDougz! 118 South St Newlands ‘Wellington 4006 computerize@xtra.co.nz 04478 3156 Mary
7 21 Williams 171 Cnapel St Khandallah ‘Wellington 4005 computerize@xtra.co.nz 04477 8952 Mzlealm
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Printing Family Reports

You must be in the Families module of Splash to generate the following reports. All reports
are accessed from the Print menu.

Printing a List of Families

This report provides a listing of family 1D, address and contact details, it should be printed and
kept as a reference guide for making bookings.

15.Use the Finding a Family function to locate the group of records you wish to
include in your report.

16.The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

17.Select List of ... from the Print menu and select Families from the pop-out
menu displayed.

® FileMaker Pro Advanced File Edit View Insert Families Format Scripts {8l Tools Help EmM DO t D s%E Suns2lam Q =
800
‘. Summary of > mew
** Families Chart Showing > | 28 September 2014 é
Splash Statement of Activity )
SortBy | FamiyName v | Detail View, Add Family Find Family Show All Families  Delete Family Custom Reports

| D Family Name Contact Name Address Children Discount Telephone Last Booking _Select for Merge.

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
] 7 & [
Save as Excel Save as PDF Print Page Setup

Y. e T = s Pausea | Comtrue |

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

006 Print Report

Would you like to print the List of Families?

| Cancel | PDF OK

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

7}
List of Families 5
Family Name and Contact g
ANDERSON David 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845 3
APLIN Sylvia 76 High St, Tawa, Wellington 4010 04 236 5981 3
APOLLO Martha 78 Youngs Road, Tauranga 7902 756 7898 2
BEAUCHAMP Russell
BRADLEY Patricia 943 Beach Parade, Tauranga 7902 765 4563 1
BROWN Peter 234 any street, Wellington 1
BROWN Sam 345 Nowhere St, Brooklyn, Wellington 4009 04 564 3212 4
BUCHANAN Debbie 29 Victoria St, Khandallah, Wellington 4007 0272222082 2
CRANDLEY Joanne 123 Any St, Wellington 1
FAIRBROTHER Mark 56 Watt St, Tatahi Bay, Wellington 4012 04 789 4568 2
HARGREAVES Susan 24 lane St, Wallaceville, Upper Hutt 5014 0272222082 2
HARPER Edith 76 Colombo Road, Tawa, Wellington 4010 04 236 4567 2
HUGHSON Ngaire 98 Barrett St, Ngaio, Wellington 4007 04 654 9524 2
JESSOP Tony 180 Essex St, Ngaio, Wellington 4007 04 4783215 3
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Printing a Summary of Exits by Date

This report counts the number of families and the number of students who have exited the
swim school.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Families List icon

1
- al
" Families

3. The Families List View screen will be displayed.

4. Select Summary of ... from the Print menu and select Exits by Date from
the pop-out menu displayed.

&  FileMaker Pro Advanced File Edit View Insert Families Format Scripts [T Tools Help L@ DO P D E Suns35am Q =
8060 List of >
Y Summary of »> Exits by Date
JaAds - Families Chart Showing > Families by Referral Source 28 September 2014 9
Splash - Families by Exit Reason
P Statement of Activity Families by Postcode
SortBy | FamiyName v |WNDSGINIEW: Add Family Find Family Show AllFamiies  Delete Famity I Custom Reports.
D Famiy Name Contact Name Addross Custom Report Discount Telephone Last Booking_Select for Merge

5. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and End Date for the families to be included in your report.

100 6 Specify Dates for Reporting

Please specify the start and end date for the reporting period.

Start Date

1/1/2014

End Date

130/6/14 ‘

| Cancel \’ OK

6. 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 & L
Save as Excel Save as PDF print  Page Setup
oot (FAFRI List I viewas: (= [l 5 | (exicpreview ) Script s Paused | Continue

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

00 6 Print Report

Would you like to print the Summary of Exits?

Cancel PDF oK

8. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families

. Number Number
Summary of Exits of Families  of Students
Financial 1 3
Goals Met 2 2
Other Commitments 1 4
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Printing a Summary of Referral Source

This report counts the number of families and the number of students for each source of
referral.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Families List icon

" Families

3. The Families List View screen will be displayed.

4. Select Summary of ... from the Print menu and select Families by Referral
Source from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Families Format Scripts [ZIH Tools Help L@ O ) ¢ D %G Suns30am Q =
C XX - List of >
NG Summary of »> Exits by Date
“JW%% - Families CITETTIC I Families by Referral Source 28 September 2014 ?
splash Families by Exit Reason
P Statement of Activity Families by Postcode
SortBy | FamiyName ¥ | Detail View Add Family Find Family ‘Show All Families ‘m [ Custom Reports
D Famiy Name Contact Name Address Custom Report Discount Telephone Last Booking_Select for Merge

5. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and End Date for the families to be included in your report.

L0 O 6 Specify lDafeQ for‘ Reporting

Please specify the start and end date for the reporting period.

Start Date

1/1/2014

End Date

30/6/14 ‘

| Cancel | OK

6. 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).
|

00806 Splash
‘79 e 5 i
<E» : i
ke T %l o (i) S| = L]
Pages Save as Excel Save as PDF Print_Page Setup

st (EAFRT List I viewas: (=[5 5 | (exicprevien] Script I Paused | Continue

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

0.0 6 Print Report

Would you like to print the Summary of Referrals?

Cancel PDF | OK

8. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families

Number Number
Summary of Referrals of Families  of Students
Existing Client 7 13
Family 3 6
Local Newspaper 4 16
Preschool 2 4
School 9 22
Signage 12 26
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Printing a Summary of Exit Reasons

This report counts the number of families and the number of students who have exited the
swim school.

1. Use the Finding a Family function to locate the group of exited families you
wish to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Families by Exit
Reason from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Families Format Scripts Tools _Help BWO W P D sHE Suns7am Q iE
0o | List of »
e Exits by Date
i-i' /' Families Chart Showing > Families by Referral Source 28 September 2014 é
Families by Exit Reason L]
Splash Statement of Activity J

Families by Postcode
SortBy | FamiyName ¥ Detail View Add Family Find Family Show All Families  Delete Family 1 F Custom Reports

[ D Famiy Name Contact Name Address Custom Report Discount Telephone Last Booking_Select for Merge

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
Save as Excel Save as PDF Print  Page Setup

S Tr— T = ) g paes | Conime |
5. The Print Report dialog will be displayed on your screen.

006 Print Report

Would you like to print the Summary of Exits?

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families

s £ Exi Number Number

ummary of Exits of Families  of Students
Financial 1 3
Goals Met 2 2
Other Commitments 1 4
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Printing a Summary of Postcodes
This report counts the number of families and the number of students for each postcode.

1. Use the Finding a Family function to locate the group of families you wish to
include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of ... from the Print menu and select Families by
Postcode from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Families Format Scripts Tools _Help LW O § D 9WE suns37am Q IE
€00 List of > |
il Exits by Date
w * Families Chart Showing > Families by Referral Source 28 September 2014 é
Splash i Families by Exit Reason ®
P Statement of Activity Families by Postcode
SortBy | FamiyNeme ¥ Detail View Add Family Find Family Show All Families Delete Custom Reports
Custom Report Discount Telephone. Last Booking_Select for Merge

[ D Family Name Contact Name Address

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
i) | & L
Save as Excel Save as PDF Print  Page Setup

L FAPRT List Viewas: | = [=] 5 | | [extpreview Script Is Paused | Continue

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

O 06 Print Report

Would you like to print the Summary by Postcode?

| cancel | PDF oK

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families

Summary by Postcode of Familios  of Students
PC = :4000 1 1
PC = :4001 4 9
PC = :4002 1 3
PC = :4005 2 6
PC = :4006 1 3
PC = :4007 4 9
PC = :4008 6 16
PC = :4009 1 4
PC = :4010 7 17
PC =:4012 1 2
PC =:5014 1 2
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Printing a Custom Report

In addition to the generic family reports, Splash provides custom report writing. Custom
reports are specific reports layouts where you can change the grouping for summary totals.

Displaying the Custom Report Dialog

7. Use the Finding a Family function to locate the group of families you wish to
include in your report.

8. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

9. Click once on the Custom Report button displayed in the blue stripe at the top
of your screen. |

e 006 - Splash
% Families Maune2014 &5
Splash v S
Filter By Family Name: y y y SIS

2. The report writer will be displayed on your screen.

(looe6e Produce Summary Report

Step 1 : Choose Existing Report Format

Report Name Summary by Referral Source v

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Referred From v
Group 2 v
Group 3 v

Show Detail

Step 3: enter Report Title
Report Title  Summary by Referral Source

Step 4: Produce Report _

# cancel
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Defining a Custom Report

The custom report dialog is divided into three steps. When you have completed each of the

three sections you are ready to generate your report. Create your custom report by

completing the steps outlined below:

7. Choose the Report Type

8. Choose the Reporting Groups.

9. Give your report a title.

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels

one, two and three.

If you wish to include detailed information about each family in your report, click the Show

Detail button.

Group 1

Group 2
Group 3

Show Detail

Step 2: Choose/Update Report Summary Groups

Summarize by Referred From

X <€

Custom Report Sample (No Detail)

The sample report below demonstrates the use of summary levels.

blank when the report was created.

Show Detail was left

Summary of Families

Summary by Referral Source

Existing Client
Family

Local Newspaper
Preschool
School

Signage

Television

Number
of Families

© N b B @

19

Custom Report Sample (Show Detail)

Information in the report below has been grouped by the same categories, however this time
Show Detail has been selected.

Number

of Students

16
7
16
4
22
29
1

Summary of Families

Summary by Referral Source

Existing Client
JESSOP
MCARTHUR
MORRISON
PEARSON
RIM

SMITH

User Documentation — Splash V6.0

Number
of Families

180 Essex St, Ngaio, Wellington 4007

39 River Road, Kelson, Wellington 4008

8 Victoria St, Redwood, Wellington 4010

456 Any St, Wellington 4000

3225New Horizon Blvd, Johnsonville, Wellington

Ann

89 Roberta Road, Tawa 4008

Number
of Students

16

04 478 3215

04 566 7894

04 237 8536

04 477 6543

027 543 2287

0272222082
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Printing a Chart
Printing a Chart Showing Families by Referral Source

1. Use the Finding a Family function to locate the group of families you wish to
include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Referral Source
from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Families Format Scripts [ Tools Help WO ) ¢ D WE SunsS3am Q IE
806 B Listof > .
i . Summary of P med
/' Families Chart Showing » Referral Source 28 September 2014 é
Exit R >
Splash Statement of Activity e

Postcode

SortBy | FamilyName ¥ h
D Family Name Contact Name Address Custom Chart Discount Telephone Last Booking _Select for Merge

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

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

006 Print Report

Would you like to print the Referral Summary?

Cancel | E

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families

Referral Summary

10 10

9
8
7
6
| .
0 s 0
& 3

Total Families
N w (6]
N w £ (¢, (o)) ~

-
-

> . o> 3> @
& N S & )
XS & & & X oS

&8 o &

& N
<" P

\/0
Summarize by Referred From
14/6/2014 : 06:41:13 PM Page 1
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Printing a Chart Showing Families by Exit Reason

1. Use the Finding a Family function to locate the group of families you wish to
include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Exit Reason from
the pop-out menu displayed.

&  FileMaker Pro Advanced File Edit View Insert Families Format Scripts [ Tools Help E WO ) ¢ T 9%EE SunsS3am Q =
806 . Listof > L
ERE Summary of > med
% - Families Chart Showing [ Referral Source 28 September 2014 \p
Splash st i Exit Reasons U A
atement of Activity Postcode

SortBy | FamiyName ¥
) Family Name Contact Name Address Custom Chart Discount Telephone Last Bookin
'g_Select for Merge.

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

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

0086 Print Report

Would you like to print the Exit Summary?

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families
Exit Summary
2.4 24
22 22
2.0 20
18 1.8
16 16
(72}
[0}
=14 1.4
§
S 12 12
©
E 1.0 1.0
0.8 08
0.6 06
0.4 0.4
0.2 02
0.0 0.0
Summarize by Exit Reason
14/6/2014 : 06:42:40 PM Page 1
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Printing a Chart Showing Families by Postcode

1. Use the Finding a Family function to locate the group of families you wish to
include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing ... from the Print menu and select Postcode from the
pop-out menu displayed.

@&  FileMaker Pro Advanced File Edit View Insert Families Format Scripts [ Tools Help WO ¢ T 9%EE Sun8&S3am Q =
806 | Listof > B
e Summary of > med
“i’ ** Families NS  Referral Source 28 September 2014 ¢
SPIash - Exit Reasons L4
Statement of Activity " Postcode
[SortBy | Famiyname v | DetsiiView ~ AddFamiy ~ FindFamly  ShowAlFamiles DeielaFamiy B Custom Reports
1D Famiy Name Contact Name Address Custom Chart Discount Tolephone Last Booking_Select for Merge

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).

0086 Splash |
LEUEM T W \1,

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

00 6 Print Report

Would you like to print the Postcode Summary?

6. Click OK to print the report, PDF to save the report as a PDF, or Cancel to
return to your original screen without printing.

Summary of Families
Postcode Summary
8 8
7 7
6 6
85 5
g
L4 4
S
(o)
3 3
2 2
0 S S & P & Q e O QO ) L & 0
7 v 7 7 7 7 4 7 7 7 4 4 4 7
L L L L L L L L L L L L
Summarize by Post Code
14/6/2014 : 06:39:34 PM Page 1
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Defining Booking Details

This module contains a record of each permanent or catchup booking. Attached to each
booking record is a progress report containing the goals each student is aiming to achieve.
Use this module to print a selection of booking related documents and reports e.g.
confirmation letters, instructor lists, attendance summaries, assessment lists and student
certificates. An automated rollover function enables you to carry all current bookings forward
to the subsequent term.

The Booking Record

In the centre of the screen you will see generic student information along with a photograph of
the child. Along with student information there are three central tab cards that contain
information about the Session, Booking Info, and Primary Contact information.

Each booking record contains also contains the following three tab cards on the right of the
screen:

Attendance and Payments — displays attendance for all dates within the block along with
information about how the booking cost was defined. The cost of booking includes the initial
cost, less any discount, credits, or free lessons. In addition to these values which reduce the
value of a booking; you can also add a late payment fee. All payments made towards the
booking will be displayed at the base of the screen.

8060 Splash

¥ * Bookings 14 June 2014 é
Splash >
List View ‘Add Booking Find Booking ~ Show All Bookings  Delete Booking A > Custom Reports
Filter By Student Name:
Booking ID  g119
Everyone ]
E 2014 R Attendance and Payments Goals [ Comments
Torm Non Q Student D 103 H
Name  Gareth Buchanan
SortBy | First Name v L2/ Student Attend:
Gender M Age | 10_2m 1 udent Aftendance
\melia Harpe UR Wed |4 o oz72z22082 4152014 v 1/6/2014 v 29/6/2014. v
Anthony Apollo DOL Sun
Medical 11/5/2014 v 8/6/2014 v — v
Billy Jones SEA Sun
Bridgette TUR Wed Comments 18/512014 v 15/6/2014 v —
Bruce Taylor DOL  Sun 25/5/2014 v 22/6/2014 v - v
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA  Sun
Initial Cost $0.00
Craig King TUR Sun
Craig King DOL Sun Discount Rate 10% Type Percent Discount Applied $0.00
Catchup  No g
Craig King DOL Sun Credit Due Credit Taken Credit Applied <=
David King DoL Fri Session Booking Info Primary Contact Value of Free Lessons
denise taylor UR Wed Exit Value Written Off
Gareth Buch: DOL S .
el Sicharen 2 ClassID  dol T Session 1D 1844 Late Payment Fee
Gaylene DOL  Wed
Georgia Taylor DOL Sun Class Name | Dolphins Payments Received $0.00
Class Level 5
Harry Williams SHA  Sun Balance Due $0.00
Jack McArthur DOL  Wed Programme
Jack McArthur SEA Sun €D instructor | Brian Thomson Payments by Direct Debit P TE— -
) ocate Family's
Jacob Smith SEA Tue Losation | Vi Poot Payments Recelved Bookings with a Balance
Jacob Smith SEA  Sun e —
Jamie watkins DOL Sun Start Date  4/5/2014 ] End Date = 5/7/2014 A
ane White TUR  Wed Start Time  9:30 AM Weekday = Sunday
Jennifer Smith TUR Wed Tem 2 Year 2014
Jenny Williams DOL Tue shift | Morming
Jessica TUR Wed Cost of Session
Jessica Sinclair DOL Sat
Cost Method  Cost Per Session Cost Unit
Jessica Sinclair DOL Sat
Joanne Jones SEA  Sun lololSessionsyl 9 Total Cost $0.00 1
v
Lucas Smith DOL Sun |[v Payment Required By 4/5/2014
100 = b Browse

NB: If the session details are updated after the booking has been made, use the Update
Session Details command within the Scripts menu.

Enter a Credit Value to reduce the cost of a session
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Goals— displays the goals and progress towards completion of all goals associated with the
current booking. Assessment information is transferred from one booking to another when a
student is rebooked at the same level for another term. The Student Level defines the goals
that are displayed. By default the Student Level is set at the same value as the class level.
You have the ability to override the default and choose another level for this booking.

800 splash

Bookings 14 June 2014 é
Splash )
ST Custom Repors
Filter By Student Name:
Booking ID 8119
Everyone
—EZ 2014 Attendance and Payments Goals I Comments
- Year | “C¥Studentid 103
Name | Gareth Suchanan Student Level | 4 Last Goal Achieved:
SortBy | First Name \ / a
ender| o A 102m z i Bubble and breathe 10 metres |4
Amelia Harper TUR Wed |& g Mastered v Date Achieved  4/04/14 ®
= Telephone 0272222082
Anthony Apollo DOL Sun ”
Billy Jones SEA Sun Medical Kick on Back 10 metres
Bridgette TUR  Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL Sun
Caroline SEA Fri Breaststroke Kick 5 metres
Celia Brown TUR Sun Leaming v Date Achieved  28/04/14 ®
Corey Morrison SEA Sun Needs to work on xxox
Craig King TUR Sun
Butterfly Arms 5 metres
Craig King DOL Sun
Catchup  No Learning v Date Achieved  28/04/14 ®
Craig King DOL  Sun
o N add a
David King poL F Session Booking Info | Primary Contact
denise taylor TUR Wed Testing a Level with 5 Goals
Mastered v Date Achieved  1/05/14 ®
Gareth Buchanan ~ DOL  Sun ClassID gl QSession D 1844
Gaylene DOL  Wed
Goorga Taylr oL s Class Name  Dolphins Testing a Level with 6 Goals
Harry Wiliams SHA Sun Class Level 5 Mastered v Date Achieved ~ 28/04/14 x L
Jack McArthur DOL Wed Programme
Jack McArthur SEA Sun @ ey [ — Testing a Level with 7 Goals
Jacob Smith SEA Tue Introduced v Date Achieved ®
- Location  Main Pool
sreob Smin SeA s StartDate 452014 | EndDate | 5/7/2014 STk Kiod Kines
ate nd Date
Jamie watkins DOL Sun il Testing a Level with 8 Goals =
Jane White TUR Wed Start Time  9:30 AM Weekday | Sunday Mastered v Date Achieved __3/05/14 b 4
Jennifer Smith TUR Wed Tem 2 Year | 2014
Jenny Williams DOL Tue shift | Moming Certificate Issued Assessed
Jessica TUR Wed Cost of Session Next Term Move to Class v
Jessica Sinclair DOL Sat
CostMethod  Cost Per Session Cost Unit Rollover This Booking ~ Yes
Jessica Sinclair DOL  sat =B. =
Joanne Jones SEA Sun No. of Sessions 9 T $0.00 = Rebooked Next Term  Yes
Lucas Smith DOL Sun |v| Payment Required By 41512014
100 = & Browse

Comments— displays two types of comments; Booking Comments and Transfer Notes.
Transfer notes can be edited manually, however are updated by Splash whenever a student
booking is changed from one session to another. Transfer notes will show the details of the

previous booking held.

Splash

14 June 2014 ¢
“ F oS

SIS Custom Reports
Filter By Student Name:
Booking ID
Everyone J sie
2 17 2014 = ‘Attendance and Payments Goals [ Comments
Term Year Q StudentID 103
Name | Gareth Buchanan
SortBy | First Name A 4
Gender M Age  10_2m
Amelia Harper TUR Wed |4 . ot
— Telephone 0272222082

Anthony Apollo DOL Sun ?
Billy Jones SEA Sun Reckel
Bridgette TUR Wed Comments
Bruce Taylor DOL Sun
Caroline SEA Fii
Celia Brown TUR Sun
Corey Morrison SEA Sun
Craig King TUR Sun
Craig K DoL s

rélg King un Catchup  No
Craig King DOL Sun
David King oL F Session Bookingnfo | Primary Contact
denise taylor TUR Wed
Gareth Buchanan ~ DOL  Sun ClassiD | gt Qg Session D 1843
Gaylene DOL  Wed

Class Name  Dolphins
Georgia Taylor DOL Sun
Harry Williams SHA  Sun Class Level 5
Jack McArthur DOL  Wed Programme v
Jack McArthur SEA Sun @ (s [ —
Jacob Smith SEA Tue Transfer Notes
Location  Main Pool
Jacob Smith SEA  Sun Previously booked in Dolphins on Sunday at 9:30 AM with Brian Thomson, moved on 14/6/2014. A
Jamie watkins DOL Sun StartDate  4/52014 | EndDate = 5/7/2014 <
Jane White TUR Wed StartTime  2:00 PM Weekday | Sunday
Jennifer Smith TUR Wed Tem 2 Year | 2014
Jenny Williams DOL Tue shift | Aftermoon
Jessica TUR Wed Cost of Session =
Jessica Sinclair DOL Sat
CostMethod  Cost Per Session Cost Unit $10.00
Jessica Sinclair DOL Sat
Joanne Jones SEA Sun RolcSessinsy 9 Total Cost $90.00
Lucas Smith DOL Sun v | Payment Required By 41512014
100 = & Browse
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Listing Booking Records

Each record in your database can be displayed in either the entry screen or list view. List
view will display all records in the found set — see the bottom left corner of the screen for the
size of the current found set.

e 06 Splash
; . Current Term
. ** Bookings Term [ 2 Year | 2014 14 June 2014 é
Splash :
gl
SortBy | FirstName v | Detail View 'Add Booking FindBooking ~ Show All Bookings  Delete Booking il Custom Reports
ID  Student Name Age Class Name Weekday Start Time Instructor Term  Year Location |
166 william Smith e O 44m Dolphins Sunday 4/512014 9:30AM |  Brian Thomson 2 2014 Main Pool
Q 65 Wiliam Jessop @ 1210 | Seals Sunday 4/5/2014 | 11:00AM | Barbara Smith 2 2014 Main Pool
ey 159 Tony Zelish %2 8.3m Turtles Sunday 4/512014 9:30AM |  Brian Thomson 2 2014 Learners Pool
Y 158 simon thomas ¥ = 4_5m Seals Friday 9/5/2014 10:30AM Brian Thomson 2 2014 Main Pool
Q 93 Sandra Patterson 4 2_11m Sharks Tuesday 6/5/2014 1:00PM Brian Thomson 2 2014 Main Pool
e} 15 Sam Smith v =5 7m Dolphins Tuesday 6/512014 9:30AM | Barbara Smith 2 2014 Main Pool
3 31 Sally Anderson @ 11.0m | Turties Sunday 4/512014 9:00AM | Barbara Smith 2 2014 Leamners Pool
q 160 Paula Schwass 4 ° 8_2m Dolphins Tuesday 6/5/2014 2:00PM Brian Thomson 2 2014 Main Pool
o3 151 Mary Brown Y4 ° 4_5m Seals Sunday 4/5/2014 9:30AM Barbara Smith 2 2014 Main Pool
Q 162 Lucas Smith 4 2.3m Dolphins Sunday 4/512014 200PM |  Brian Thomson 2 2014 Main Pool
iy 33 Caroline Thomson "4 1010 | Seals ‘ Friday ‘ 91512014 ‘ 9:30AM ‘ Barbara Smith | 2 2014 ‘ Main Pool

Displaying found set (41 out of 844).
100 = gp Browse

e NB: Click the magnifier to the left of the Family ID to display the data entry

screen.
Displaying a List of Bookings

1. Click once on the List View button displayed in the blue stripe at the top of

your screen.
8 006 Splash
NS Current Term |
d * Bookings Term [ 2 |vear [ 2014 14 June 2014 é
Splash > ’
SortBy | FirstName N\ | Detail View. Booking FindBooking  Show All Bookings  Delete Booking Custom Reports
| ID  Student Name Age Class Name. Weekday Start Time. Instructor Term  Year Location ] |

Displaying a List of Bookings (from outside the Booking Screen)
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking List icon

~ ) . ap. )
i Bookings

3. The Booking List View screen will be displayed
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Entering a New Booking

A new booking record must be created whenever a student registers to attend a session. The
student will not appear in the class unless a booking has been generated.

Bookings can only be created from either the Diary or the Session screen. If you attempt to
create a booking within the Bookings module the following dialog will be displayed.

006 New Booking g

Please return to the Diary or the Session to create a new booking.

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, Term and Year at the top of the diary screen to
locate the session you wish to book the student in to.

2. Within the left pane, click once on the session you wish to book the student in
to.

@  FileMaker Pro Advanced File Edit View Diary
8 006

Jﬁ*ﬂ * Swim School Diary

Splash
Filter By: Class
Weekday | Wednesday | ¥ Al
Block 3 7

v

Year 2014 =

Time Class nstuctr 8 & &
Q' 9:00AM TURTLES 8s 17 o[
Q
R 9:30AM  TURTLES w 8
QA 9:30AM  SEALS 8T 4 0 0
e i
Q
Q
QX 10:00AM  TURTLES w 4 4 0
QX 10:30AM  TURTLES BS 6 2 OP“"
R 10:30AM  SEALS 8s 1 3 oW
Q 11:00AM  SEALS 8s 4 0 0
Q 1:00PM_ SEALS 8T 4 0 0
Q
Q
Q 1:30PM_ WHALES 8s 0 10 0
Q

100 = & Browse

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

<+ Add Booking

4. Click once on the Add Booking button to display the Select a Student
dialog.
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18,00 Select a Student

-~
v Select a Student

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

5. Enter either the student first name or last name (or part thereof) in the Filter
box to display a list of all students matching the name entered.

.8.0.0 Select a Student
=)
| Select a Student
ot St ey s ot 0% =
Smith Jacob 8_11m 0272222082 6A Erlestoke Crescent, Churton Park, Wellington Seals |a)
Smith, Jason 14.9m 0272222082 89 Roberta Road, Tawa 4008 Turtles
Smith Jennifer 4_5m 0272222082 89 Roberta Road, Tawa 4008 Dolphins
Smith john 7_4m 0272222082 89 Roberta Road, Tawa 4008 Turtles
Smith Lucas 2.7m 478 4616 1243 Any Street, Wellington Dolphins.
Smith Nicholas 7_11m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington Dolphins
Smith Phillip 2_10m 0272222082 89 Roberta Road, Tawa 4008 Turtles
Smith Sam 7_11m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington Dolphins
Smith william 4_8m 1234 567 123 Any St, Wellington Sharks
v

6. Click on the name, age or address of the student you wish to add to the class.

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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“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

Session Detalls

Session ID 7456 ClassID poL

Class Name Dolphins
Instructor - Barbara Smith
Location  Main Pool b/

Start Time  09:30:00 No. of Sessions 12

0.0 Create New Booking

Payment Required By 26/10/2014

#Bookings This Block 2

Block 3
Year 2014

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.

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

booking and return to the diary screen.
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Working in the Booking Screen

The Booking screen displays all information relevant to the selected booking. It will contain:

¢ The name of the student
¢ The name of the Class

¢ Details of the session

*  The booking payment information

¢ Attendance information...

and much more

Use this screen to either review information about the current booking or use it to navigate to

other areas of Splash.

80606

Splash
: Bookings 14 June 2014 é
Splash >
Filter By Student Name:
s B | e
ER 2014 , Attendance and Payments Goals [ Comments
= Year | TC¥StudentD 103
Name ~Gareth Buchanan 4
Sty ’
i B Aes [ 10.zm £ Student Attendance
Amelia Harper TUR Wed (4] Telephone | 0272222082 41512014 v 1/6/2014. v 29/6/2014 v
Anthony Apollo DOL Sun
Sy dones sEn sun Medical 11/512014 v 8/612014 v _ v
Bridgette TUR Wed Comments 18/512014 \/ 15/6/2014 \/ - v
Bruce Taylor DOL  Sun 25/5/2014 v 22/6/2014 v - v
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA Sun
Craig K TUR S Initial Cost $0.00
raig King un
Craig King DOL Sun DiscountRate  10% Type Percent  Discount Applied $0.00
Catchup  No . .
Craig King DOL Sun i Credit Due Credit Taken Credit Applied
David King DoL Fri Session I Booking Info | Primary Contact Value of Free Lessons
denise taylor TUR Wed Exit Value Written Off
Gareth Buchanan DOL Sun
ClassID  dol Session ID 1844 Late Payment F
Gaylene DOL  Wed < ale Payment Fee
Class Name  Dolphi
Georgia Taylor DOL Sun olphins Payments Received $0.00
Class Level 5
Harry Williams SHA Sun ErmED $0.00
Jack McArthur DOL Wed Programme
Jack McArthur SEA Sun @ (e [ — Payments by Direct Debit
Jacob Smith SEA Tue
Location ~ Main Pool Payments Received
Jacob Smith SEA Sun
Jamie watkins poL sun | StartDate 4152014 | EndDate  5/7/2014 4
Jane White TUR  Wed Start Time ~ 9:30 AM Weekday = Sunday
Jennifer Smith TUR Wed Tem 2 Year 2014
Jenny Williams DOL Tue shift | Moming
Jessica TUR Wed Cost of Session
Jessica Sinclair DOL  Sat
CostMethod  Cost Per Session Cost Unit
Jessica Sinclair DOL  sat
Joanne Jones SEA Sun No. of Sessions 9 Total Cost $0.00
= v
Lucas Smith DOL Sun |[v Payment Required By 4/5/2014
100= Browse

Navigating to the Student Details

Click the magnifier to the left of the Student ID

@K“ Student ID

Name
Gender

Telephone

Medical

Comments

Catchup

103
Gareth

M
0272222082

No

Buchanan

Age  10_2m
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Transferring a Booking to Another Student
Hold down the Shift Key while you click the magnifier to the left of the Student ID

@ Student ID 103

Name Gareth Buchanan : :;

Gender M Age  10_2m

Telephone 0272222082
Medical

Comments

Catchup  No

Navigating to the Family Details
Click the magnifier to the right of the Primary Contact Last Name

Session | Booking Info | Primary Contact
Name  Debbie /" Buchanan Ee3
First Name Last Name

Relationship Mother

Address 29 Victoria St,
Khandallah,
Wellington 4007

Email  computerize@xtra.co.nz

Telephone 0272222082

@ Cellular 0272222082

Navigating to the Session Details

Click the magnifier to the right of the Session ID

Session | Booking Info

ClassID ol 'Q‘Sé'm- 844

Class Name  Dolphins

Primary Contatt

Class Level 5
Programme

@ Instructor  Brian Thomson

Location =~ Main Pool

Start Date ~ 4/5/2014 l EndDate  5/7/2014
Start Time ~ 9:30 AM Weekday  Sunday
Term 2 Year 2014
Shift  Morning
Cost of Session
CostMethod  Cost Per Session Cost Unit
No. of Sessions 9 Total Cost $0.00
Payment Required By 4/5/2014
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Transfer the Child to Another Session

Hold down the SHIFT key while you click the magnifier to the right of the Session ID

Session I Booking Info I Primary Contact

ClassID  dol Q“Ses D 1844

Class Name  Dolphins
Class Level 5
Programme

@ Instructor  Brian Thomson

Location = Main Pool

Sending an SMS to the Instructor
Click the SMS icon to the left of the Instructor Name

Start Date ~ 4/5/2014 End Date  5/7/2014
Start Time ~ 9:30 AM Weekday | Sunday
Term 2 Year 2014
Shift  Morning
Cost of Session
CostMethod  Cost Per Session Cost Unit
No. of Sessions 9 Total Cost $0.00
Payment Required By 4/5/2014
Session | Booking Info | Primary Contact
ClassID  dol 'Q Session ID 1844
Class Name  Dolphins
Class Level 5
Programme
@ Instructor  Brian Thomson
Location = Main Pool
Start Date  4/5/2014 End Date  5/7/2014
Start Time ~ 9:30 AM Weekday  Sunday
Term 2 Year 2014
Shift  Morning
Cost of Session
Cost Method  Cost Per Session Cost Unit
No. of Sessions =~ 9 Total Cost $0.00
Payment Required By 4/5/2014
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Finding a Booking
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking Find icon

3. The Search for a Booking dialog box will be displayed on your screen.

9

» Bookings &® =)

® 00 Splash
g% Search for a Booking
Studentd  Q BookingID @ Date Booked | Q
Name Q Booking Status Q.
Gender Q Age Q ClassName @
Medical @ Instructor @
Address Q. Weekday Q. \ v
shit | @ |v
T o Term | 2 Year 2014
Emal  Q Catchup Lesson Q. |
Comments  Q
Transfer Notes @
Number of Student Bookings in the Term Q
Number of Family Bookings in the Term @
Session Info Booking Info Cost of Lessons Attendance Payment Info Exit Info
ClassiD | Q v SessiniD Q
Class Name Q.
Instructor  Q
StartDate Q End Date Q No. of Sessions  Q
StartTime  Q Weekday = Q v Class Lovel | Q
Frequency o v Student Level Q0
Location Q v
Programme  Q
Classification @ Previous Session ID @
# Cancel ‘ ‘{=New Request ‘=Omi( Records Constrain Set | Extend Set | |0\ Find Now |
100[= Find

4. Enter the criteria for your find by typing your request in the corresponding
field/s.

5. Click the Find Now button.

6. If one record is located the record will be displayed on the Booking entry
screen. If multiple records are located the found set will be displayed in the
list view.

Session Info Booking Info Cost of Lessons Attendance Payment Info Exit Info
CostMethod q Initial Cost Q.
Disoount Rae | @ Discount Applied Q.
CreditDue Credit Taken  Q Credit Applied | @
Value of Free Lessons O
Exit Value Written Off Q0
Late Payment Fee Q.
Payments Received Q.

Payment Required By Q. Balance Due

NB: Access additional find criteria by clicking the tab cards at the base of the
dialog box.

NB: See Advanced Find Techniques within this guide for assistance with
Constraining or Extending the found set.
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Transfer the Booking To Another Student

This command enables you to transfer the selected booking to an alternative student. Given
a booking with payment attached cannot be deleted; you may need this function if you have
accidentally booked and processed a payment for an incorrect child.

1.

Use the Finding a Booking function to locate the record you wish to update.

2. When the correct booking screen is displayed simply hold down the Shift key
while you click the Student icon displayed to the left of the student’s name.

8 06 Splash
“§k% Bookings 14 June 2014 é
Splash .
List View Add Booking FindBooking ~ Show All Bookings  Delete Booking "2 custom Reports
Filter By Student Name:
Booking ID
SR 1200
A = ‘ Attendance and Payments Goals | Comments
— Qg StudentiD Y5
Name /David King
SortBy | First Name Student Attendance
ender  Male Age  11_11m
Amelia Harper TUR Wed (4 Telephons |05 678 4564 4/512014 v 1/6/2014. v 29/6/2014
Anthony Apolio DOL Sun
Medical 1/5/2014 v 81612014 v
Billy Jones SEA Sun
Bridgette TUR Wed Comments 18/5/2014 = 15/6/2014 =
Bruce Taylor DOL  Sun 25/5/2014 v 22/6/2014 v
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA  Sun
Initial Cost $120.00
Craig King TUR Sun
Graig King Dol sun - Discount Rate ~ 10% | Type Percent  Discount Applied $12.00
chup
David King DoL Fri ° Credit Due Credit Taken Credit Applied
Eavid kg DOL " Sun Session Booking Info___| Primary Contact ] Value of Free Lessons $0.00
denise taylor TUR Wed e
Gareth Buchanan DOL  Sun
ClassID  dol Y SessionID 1848 Late Payment Fee $0.00
Gaylene DOL  Wed
Georgia Tayior DOL Sun Class Name | Dolphins Payments Received $108.00
i ClassLevel 5
Harry Williams SHA Sun Satance Due 5000
Jack McArthur DOL  Wed Programme
jack thcAr::ur :E: iun @ nstrucior | Brian Thomson Payments by Direct Debit T
acon Smi ue Location ~ Main Pool Payments Received BockipositiaEdance
Jacob Smith SEA Sun
Jamie watkins Dol sun StartDate  4/5/2014 | E EndDate  5/7/2014 T 24l04na 146762 Lesson $108.00 [a]
Jane White TUR Wed Start Time ~ 1:30 PM Weekday = Sunday
Jennifer Smith TUR  Wed Tem | 2 Year 2014
Jenny Willams DOL Tue Shift | Morming
Jessica TUR  Wed Cost of Session
Jessica Sinclair DOL  Sat
CostMethod  Cost Per Session i
Jessica Sinclair DOL Sat CostUnit $10.00
Joanne Jones SEA Sun NolofiSeasies)l 12 Total Cost $120.00 L
v
Lucas Smith DOL Sun |v Payment Required By 41512014
100 = Browse
8 0O 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... “ Filter:
King Craig 510m 056784564 46 Brooklyn Rd, Brooklyn, Wellington 4008 Turtles [a]
King David 11_11m 056784564 46 Brooklyn Rd, Brooklyn, Wellington 4008 Dolphins
[v]

4. Your cursor will be placed in the filter field; begin typing the student first name
or last name. As you type list of all students matching the name entered will
be displayed on your screen.
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5. To select a student for your booking, simply click once on the student’s name,
age, or address.

Splash
14 June 2014 ’U
Filter By Student Name:
Booking ID 41200
Attendance and Payments ] Goals [ Comments
- Year | CStudentD 138
Name  Craig King
Sy
Gender 2o [ 5.10m Student Attendance
Amelia Harper TUR Wed |4
M Telephone 05 678 4564 4/512014 v 1/6/2014 v 200612014 v
Anthony Apollo DOL Sun
' Medical 11512014 v 81612014 v v
Billy Jones SEA  Sun
Bridgette TUR Wed Comments 18/512014 \/ 15/6/2014 \/ \
Bruce Taylor DOL Sun 25/5/2014 v 22/6/2014 v v
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA Sun
Initial Cost $120.00
Craig King TUR Sun
Greig King boL Sun . DiscountRate  10%  Type Percent  Discount Applied $12.00
o .
Craig King DOL Sun CreditDue =~ 90 Credit Taken Credit Applied
David King DoL  Fri Session) Booking Info [ Primary Contact Value of Free Lessons $0.00
denise taylor TUR Wed Exit Value Written Off
Gareth Buchanan ~ DOL  Sun @D P g session D | 1848 R 5000
Gaylene DOL  Wed S
lass Name i i
Georgia Taylor DOL Sun Dolphins Payments Received $108.00
Harry Williams SHA  Sun Class Level 5 FHED $0.00
Jack McArthur DOL  Wed Programme
Jack McArthur SEA Sun @ ISRt Brian Thomeon Payments by Direct Debit
Jacob Smith SEA Tue
Location  Main Pool Payments Received
Jacob Smith SEA  Sun
JSsanie watkirs poL s StartDate  4/52014 | @ EndDate | 5/7/2014 T 240414 146762 Lesson $108.00 4l
Jane White TUR Wed Start Time  1:30 PM Weekday =~ Sunday
Jennifer Smith TUR Wed Tem 2 Year | 2014
Jenny Williams DOL Tue Shift | Moming
Jessica TUR Wed Cost of Session
Jessica Sinclair DoL sat
CostMethod  Cost Per Session t Unit 10.
Jessica Sinclair DOL Sat Cost Un $1000
Joanne Jones SEA Sun bolofiSessicuel 12 Total Cost $120.00 L
= v
Lucas Smith DOL Sun |v Payment Required By 4/5/2014
100= | Browse

6. The selected student information will be displayed in the booking.

NB: If the new student has a permanent discount on file the price of the current
booking may change.
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Updating Student Details

When you first create a booking, information is copied from the student file into the booking.
Class name, session dates, maximum size, cost, level, programme and classification are also
all copied to the session you are creating. This command will update student information; it
should be used if you have created a booking and later changed any information in the
student file.

Student details can be updated for a single student or for all students in the found set.
Updating Student Details for the Current Record

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon [

@ookings & =

Filter By Student Name: Show All
3. The Booking data entry screen will be displayed, enter the criteria sm‘my
for the record you wish to update in the filter fields at the top of 3 ul ik
the portal list on the left of your screen. > B"’“‘ “"
SortBy | First Name \/
4. Using the portal on the left of the screen, click once on booking Jason Smith TR Wed |4
you wish to update. ;"H"Z::hm"“ el
5. The portal row will be highlighted to indicate the active record. e .
The details of the selected booking will be displayed on the right Lucas Smith Do sun
of your Screen Lucas Smith DOL Sun

6. Go to the Scripts menu, select Update Student Details.

o Fil ker Pro Advanced File Edit View Insert Format BookingsPrint Tools Help s m

S = 86%@F Mon4:39pm Q i

600 Reconcile Booking Balance
e Update Student Details
‘#W%¥ ' Bookings Update Session Details 6 October 2014 ;
Splash Update Attendance for a Date >

‘ | List View 'Add Booking Find Booking § Locate Boo}(!ngs in}Credit I

[POBRoN Danbinmr s b Dacimnnms Meinvdiin

Custom Reports

7. The Update Student Details dialog will be displayed on your
screen. Click once on the Current button.

006 Update Student Details

Would you like to update the CURRENT record or all records in the
FOUND SET. ***Warning*** this will update discount rates so may
affect current pricing.

Cancel | Found Current

NB: Hold down the CONTROL key while you click the student icon to update a single record.
Updating Student Details for the Found Set
1. Use the Finding a Booking function to locate the required records.

2. When the correct bookings are displayed on your screen select Update
Student Details from the Scripts menu.

@ FileMaker Pro Advanced File Edit View Insert Format Bookings m Print  Tools Help VMmO o 2 6% @ Mon4:39pm Q iE
8 00 . Reconcile Booking Balance |
e Update Student Details
'S4+ * Bookings Update Session Details 6 October 2014 y
Splash Update Attendance for a Date o
‘ | List View Add Booking Find Booking s Locate Bookings in Credit ’ o

I aratn Danbinae with Daumant Muardin

3. The Update Student Details dialog will be displayed on your
screen. Click once on the Found button.

00 6 Update Student Details

Would you like to update the CURRENT record or all records in the
FOUND SET. ***Warning*** this will update discount rates so may
affect current pricing.

Cancel | Found Current
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Updating Session Details

When you first create a booking, information is copied from the session file into the booking.
Class name, session dates, maximum size, cost, level, programme and classification are all
copied to the session you are creating. This command will rewrite all session information; it
should be used if you have created a new booking/s and subsequently changed instructor,
level or location information.

Class details can be updated for a single session or for all sessions in the found set.
Updating Session Details for the Current Record

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon

y j ookings “

= * Bookings
. Splash

3. The Booking data entry screen will be displayed, enter the criteria | ritersy student Name: ~ show an

for the record you wish to update in the filter fields at the top of [_smitn

the portal list on the left of your screen. g L [z ]
4. Using the portal on the left of the screen, click once on booking SortBy | First Name 0

you wish to update. e TUR e 14
5. The portal row will be highlighted to indicate the active record. ::z::: —

The details of the selected booking will be displayed on the right Lucas Smith DOL Sun

of your screen. s Smin por &

6. Go to the Scripts menu, select Update Session Details.

@ FileMaker Pro Advanced File Edit View Insert Format Book Print Tools Help Q{/@DM O O 2= 100% @& Mon 1:31pm Q =
8 00 | Reconcile Booking Balance
g, Update Student Details
e al /** Bookings Update Session Details 6 October 2014 p
Splash Update Attendance for a Date &
o [ Radgssira W rramssa sy o BookingsinCredt | f e

7. The Update Session Details dialog will be displayed on your
screen. Click once on the This One button.

0.0.6 Update Session Details

Are you sure you want to update the session information for
current bookings in the 73 of records?

| Cancel | This One

Updating Session Details for the Found Set
1. Use the Finding a Booking function to locate the required records.

2. When the correct bookings are displayed on your screen select Update
Session Details from the Scripts menu.

@ FileMaker Pro Advanced File Edit View Insert Format BookingsPrin( Tools Help Q{/@mM OO 2= 100% @@ Mon 1:31pm Q iE

8 00 | Reconcile Booking Balance

i Update Student Details
“&V * Bookings Update Session Details 6 October 2014 ;
Splash Update Attendance for a Date &
’ List View Add Booking Find Booking st Locate Bookings in Credit b i < =T

3. The Update Session Details dialog will be displayed on your
screen. Click once on the OK button.

0.0.6 Update Session Details

Are you sure you want to update the session information for
current bookings in the 73 of records?

| Cancel | This One OK
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Updating Student Goals

Goals (or progressions) will automatically be attached to each booking when a booking is
made. The goals that are imported are those attached to a matching Class Level within your
Preferences.

8006 Splash
F " Bookings 14 June 2014 é
Splash -
ST custom Reports
Filter By Student Name:
Booking ID
EE 2014 = Attendance and Payments Goals | Comments
Torm Year | Q¥ StudentiD 103
Name  Gareth Buchanan Student Level 4 Last Goal Achieved:
SortBy | First Name \ e I Age [ 10.2m Bubble and breathe 10 metres [4]
Amelia Harper TUR Wed |A = Mastered v Date Achieved  4/04/14 ®
| Telephone 0272222082
Anthony Apolio DOL Sun i
Billy Jones SEA Sun (=] Kick on Back 10 metres
Bridgette TUR  Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL  Sun
Caroline SEA Fri Breaststroke Kick 5 metres
Celia Brown TUR Sun Leamning v Date Achieved  28/04/14 ®
Corey Morrison SEA Sun [Nesds toworkon ]
Craig King TUR Sun
g ki oL s Butterfly Arms 5 metres
reig King o Catchup | No Learning v Date Achieved  28/04/14 ®
Craig King DOL  Sun
add a
David Kin DOL Fri
9 Session Booking Info [ Primary Contact Testing a Level with 5 Goals
denise taylor TUR Wed 9
Mastered v Date Achieved  1/05/14 ®
Gareth Buchanan  DOL  Sun oD [P Cgsession D | 1843
Gaylene DOL  Wed
Georgia Taylor oL Sun Class Name | Dolphins Testing a Level with 6 Goals
Harry Williams SHA Sun Class Level 5 Mastered v Date Achieved ~ 28/04/14 x L
Jack McArthur DOL  Wed Programme
Jack McArthur SEA Sun @ ey [— Testing a Level with 7 Goals
Jacob Smith SEA Tue Introduced v Date Achieved ®
Location | Main Pool
Jeced Smin SEA o StartDate | 41512014  |E EndDate  5/7/2014 Skl inss
Jamie watkins DOL Sun |0 Testing a Level with 8 Goals
Jane White TUR  Wed Start Time | 2:00 PM Weekday  Sunday Mastered v Date Achieved  3/05/14. ®/v]
Jennifer Smith TUR Wed Term | 2 Year 2014
Jenny Williams DOL  Tue Shift  Afternoon Certificate Issued Assessed
Jessica TUR  Wed Cost of Session Next Term Move to Class \A
Jessica Sinclair DOL Sat
CostMethod | Cost Per Session Cost Unit $10.00 Rollover This Booking ~ Yes
Jessica Sinclair DOL Sat + =
Joanne Jones SEA Sun No. of Sessions | 9 Total Cost $90.00 - Rebooked Next Term ~~ Yes
Lucas Smith DOL Sun |[v| Payment Required By 4/52014

100 = g 5 Browse

Adding or Amending Goals for a Single Booking

Although goals will automatically be assigned to a booking, this will not occur if the student is
working towards goals at a level which is different to default class level. This command
allows you to attach an alternative set of goals to an existing booking.

1. Use the Finding a Booking function to locate the record you wish to update

2. Click once on the Goals tab card displayed on the right of your
screen.

3. Ensure the correct Student Level is displayed, if it is not - select
an alternative level from the drop-down menu provided.

Splash

i

E¥ Bookings 14 June 2014

Splash &

S0 custom Reports

Booking D g119

Filter By Student Name:

Everyone

(2 [v] 2014 B Attendance and Payments [ Goals [ Comments
— Year | C¥StudentiD 103 %
i Buchanan | 4 Student Level 4 b Last Goal Achieved:
Sort By / Bubble and breathe 10 metres A
Gender M Age | 10_2m ™
‘Amelia Harper TUR Wed | = Mastered v Date Achieved  4/04/14 ®
1 Telephone 0272222082
Anthony Apollo DOL Sun
’ Medical
Billy Jones SEA Sun ! Kick on Back 10 metres
Bridgette TUR Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL Sun
Caroline SEA Fii Breaststroke Kick 5 metres
Celia Brown TUR Sun Learning v Date Achieved  28/04/14 X
Corey Morrison SEA  Sun [[Needs to workon | |
Craig King TUR  Sun
oK oL s Butterfly Arms 5 metres
a9 King un Catchup  No Leamning v Date Achieved  28/04/14 ®
Craig King DOL Sun
adda
David King poL Fr I Session | Booking Info [ Primary Contact P —
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eo0o . Splash

** Bookings 14 June 2014

[ 4
Splash
List View 'Add Booking FindBooking  Show All Bookings  Delete Booking 1. CustomReports
Filter By Student Name:
Booking ID  g119
Everyone
:EZ 2014 Attendance and Payments Goals ] Comments
D Year | C¥StudentiD 103 %
Neme | Garoth Buchanan y Student Level 4 Last Goal Achieved:
SortBy | First Name \ % N
e Age | 102m ﬂ Bubble and breathe 10 metres [4]
Amelia Harper TUR Wed |A > Mastered v Date Achieved  4/04/14 ®
Il Telephone = 0272222082
Anthony Apollo DOL Sun
Billy Jones SEA Sun Vedieal Kick on Back 10 metres
Bridgette TUR  Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL Sun
Caroline SEA Fii Breaststroke Kick 5 metres
Celia Brown TUR Sun Learning v Date Achieved  28/04/14 ®
Corey Morrison SEA Sun Tl ]
Craig King TUR Sun
Craig K oL s Butterfly Arms 5 metres.
a9 King un Catchup | No Leaming v Date Achieved  28/04/14 ®
Craig King DOL Sun
. adda
David King poL Fri Session Booking Info Primary Contact Testing a Level with 5 Goal
denise taylor TUR Wed esting a Level wi oals %
Mastered v Date Achieved 1/05/14
Gareth Buchanan  DOL  Sun G [ Cpsession D | 1843
Gaylene DOL  Wed
Georgia Taylor DOL Sun Ciass Name | Dolphins Testing a Level with 6 Goals
Harry Wiliams SHA Sun CiassLevel | 5 Mastered v Date Achieved  28/04/14 x|
Jack McArthur DOL  Wed Programme
Jack McArthur SEA  Sun @ Instructor | Brian Thomson Testing a Level with 7 Goals
Jacob Smith SEA Tue Introduced v Date Achieved ®
. Location | Main Pool
Jacob Smith SEA Sun s o = e S kdj kisd kfihds
tart Date | 4/5/2014 nd Da 712014
Jamie watkins DOL - Sun ) Testing a Level with 8 Goals &
Jane White TUR  Wed Start Time | 2:00 PM Weekday  Sunday Mastered v Date Achieved  3/05/14. %l
Jennifer Smith TUR Wed Tem | 2 Year 2014
Jenny Williams DOL Tue Shift  Afternoon Certificate Issued Assessed
Jessica TUR Wed Cost of Session Next Term Move to Class v
Jessica Sinclair DOL  Sat
CostMethod  Cost Per Session Cost Unit 10.00 Rollover This Booking ~ Yes
Jessica Sinclair DOL Sat .{:, =
Joanne Jones SEA Sun plolofiSsssiousy) 9 Total Cht $90.00 = Rebooked Next Term ~~ Yes
Lucas Smith DOL Sun |[v Payment Required 4/512014

100 = g 5 Browse

4. Click once on the Add Goals button displayed in the Goals tab
card.

5. The selected level goals will be displayed on your screen.
Importing Goals for the Found Set of Bookings

This command should be used when a group of bookings have been created without a
corresponding set of goals (or if you have amended the student level within a number of
bookings).

1. Use the Finding a Booking function to locate the records you wish to update.

2. Locate bookings without goals attached by placing a 0 in the Goals Attached
field on the Booking Info tab card within the Find screen. Define additional
criteria if required (ie. Term and Year).

[ Session Info Booking Info | Cost of Lessons | Attendance Payment Info Exit Info

Student Level @

Attempts A <
Gons Atachea[ @] Last Goal Achoved | @

Booked By Q

Date Confirmation Sent  Q

Assessed Q %

Certificate Issued
Move to Class A M
Rollover This Booking @ v
Rebooked \

Previous BookingID  q

3. When the correct bookings are displayed on your screen select Add Goals
[Found Set] from the Scripts menu.

@ FileMaker Pro Advanced File Edit View Insert Format ki m Print Tools Help Q{/@M O 0 ¢ = 95x@ MonlS52pm Q =
8 00 | Reconcile Booking Balance |
e Update Student Details
“ ‘ Bookings Update Session Details 6 October 2014
Splash Update Attendance for a Date L4
Locate Booki in Credit T << ]
List View Add Booking Find Booking - S Custom Reports
Filter By Student Name: Show All | Locate Bookings with Payment Overdue R J

BookingID 41316

[smn ] Add Goals [Found Set] _ _ — )

4. Splash will loop through each booking in the found set and add goals to any
booking where goals are not currently defined.

NB: Goals will be carried forward from one booking to the next when a student
is rebooked in a class of the same level.
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Updating Progress Towards Goals

Progression towards goals can be updated in either the Diary, the Bookings file or an iPad.
These instructions provide guidance for updating goals via the bookings file.

1. Use the Finding a Booking function to locate the records you wish to update

2. Click once on the Goals tab card displayed on the right of your
screen.

Splash
i /* Bookings 14 June 2014 é
Splash >
SO custom Reports |
Filter By Student Name:
Booking ID 8119
@ Attendance and Payments Goals ] Comments
o Year | “C¥StudentiD 103 &
Neme | Garoth Buchanan - Student Level 4 Last Goal Achieved:
SortBy Bubble and breathe 10 metres R
Gender M Age  10_2m |
Amelia Harper TUR Wed |A Mastered v Date Achieved  4/04/14 ®
| Telephone 0272222082
Anthony Apollo DOL Sun
Bily Jones SEA Sun Vedical Kick on Back 10 metres
Bridgette TUR Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL Sun
Caroline SEA Fii Breaststroke Kick 5 metres
Celia Brown TUR  Sun Learning v Date Achieved  28/04/14 ®
Corey Morrison SEA Sun Tl ]
Craig King TUR  Sun
P Ki poL s Butterfly Arms 5 metres
a9 King un Catchup | No Leaming v Date Achieved  28/04/14 ®
Craig King DOL Sun
ki adda
David King DoL Fri Session Booking Info [ Primary Contact Testing a Level with 5 Goal
denise taylor TUR Wed esting a Level wi oals %
Mastered v Date Achieved  1/05/14
Gareth Buchanan DOL Sun ol ol gsession 0 | 1843
Gaylene DOL  Wed
Georgla Tayior DOL Sun Ciass Name | Dolphins Testing a Level with 6 Goals
Harry Wiliams SHA Sun Class Level 5 Mastered v Date Achieved  28/04/14 b 4
Jack McArthur DOL Wed Programme
Jack McArthur SEA Sun @ ey [— Testing a Level with 7 Goals
Jacob Smith SEA Tue Introduced v Date Achieved ®
Location | Main Pool
Jacob Smith SEA Sun sutome | stzons | P — jd ko kjsd kfinds
etk L art Date nd Da
Jamie watkins DoL - Sun Testing a Level with 8 Goals o
Jane White TUR  Wed Start Time | 2:00 PM Weekday  Sunday Mastered v Date Achieved  3/05/14. b M|
Jennifer Smith TUR Wed Term | 2 Year 2014
Jenny Williams DOL Tue Shift  Afternoon Certificate Issued Assessed
Jessica TUR Wed Cost of Session Next Term Move to Class %
Jessica Sinclair DOL  Sat
CostMethod | Cost Per Session Cost Unit $10.00 Rollover This Booking ~ Yes
Jessica Sinclair DOL Sat ;&. =R
Joanne Jones SEA Sun No. of Sessions | 9 Total Cost $90.00 - Rebooked Next Term ~ Yes
Lucas Smith DOL Sun |v| Payment Required By 4/5/2014

100 = g 5 Browse

3. There are up to three fields to be updated within each goal.

Attendance and Payments | Goals Comments
Student Level | 4 Last Goal Achieved:
Bubble and breathe 10 metres [4]
Mastered v Date Achieved  4/04/14 ®

Kick on Back 10 metres.
Mastered v Date Achieved  4/04/14 b4

Breaststroke Kick 5 metres
Learning v Date Achieved  28/04/14 ®

[[Needs to workon | |

Butterfly Arms 5 metres.
Learning v Date Achieved  28/04/14 ®

add a commenttest

Testing a Level with 5 Goals
Mastered v Date Achieved  1/05/14 ®

Testing a Level with 6 Goals
Mastered v Date Achieved  28/04/14 ®

Testing a Level with 7 Goals

Introduced v Date Achieved ®
sjd kdj kjsd kfjhds
Testing a Level with 8 Goals =
Mastered v Date Achieved  3/05/14 b~ dM|
Certificate Issued Assessed
Next Term Move to Class v
Rollover This Booking ~ Yes
+= =
- Rebooked Next Term  Yes

4. Select the current progress towards a goal from the drop-down
menu (customise the content of the menu in your Preferences)

5. Add a Comment and if the goal has been achieved, click once
on the Date Achieved field to enter today’s date.

NB: Hold down the Ctrl Key while you click the date field to edit
within the field.
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Updating Booking Status Fields

Displayed on the goals tab card in the booking file are several additional fields which relate to
the on-going status of the booking.

StartDate | 452014 @ Enavae o121
DOL Sun Testing a Level with 8 Goals

Start Time |~ 2:00 PM Weekday | Sunday Mastered v Date Achieved  3/05/14. R’

TUR Wed Term | 2 Year 2014
DOL Tue Shift | Afternoon Certificate Issued Assesse d

TUR  Wed Cost of Session Next Term Move to Class
DOL Sat

CostMethod  Cost Per Session Cost Unit $10.00
DOL Sat aP
SEA  Sun No. of Sessions 9 Total Cost $90.00

Rollover This Booking ~ Yes

= Rebooked Next Term ~ Yes

ucas Smith DOL Sun |[v Payment Required By 4/5/2014

J00 =& Browse

These fields determine whether the child has been assessed, whether the booking should be
rolled over, whether the child should be promoted to the next level and lastly whether the
booking has been rolled over to the next term. Updating these fields gives you the ability to
accurately monitor who needs to be assessed, whether a booking will rollover, and whether a
child is progressing to another level. Likewise you have the ability to locate students who are
not rebooking.

Updating the Assessed Status

After assessing a student it is important this field is updated. Using this field correctly will
enable you to locate any student that was absent during the assessment and may need to be
assessed at a later date.

Updating Next Class Details

After assessing a student it will be evident which class the student needs to be booked into
for the next term. In some cases the student will be progressing to the next level. If the
student is progressing to another level, use this field to define which class the student should
be booked into for the next term. If the child is not progressing to a higher level, leave this
field blank.

Updating the Rollover Status

The rollover status is used to define which students will be automatically rebooked into the
same session in the next term. When set to Yes the booking will be included in the rollover.
If after assessing a student it is evident the student will be moving to another level the rollover
may be set to No. This gives you the ability to locate any student who has not rolled over so
a manual booking can be made. If a child exits the program mid-term, the Rollover Status will
automatically be set to No.

Updating the Rebooked Status

The default setting on this field is No, however if the booking is included in the rollover this will
automatically be updated to Yes after the rollover has been performed. If a student is not
included in the rollover it is important you manually update this field to display Yes after you
have rebooked the student into another session. Another option available on this field is NB
(Not Booking). Using this field correctly will enable you to easily monitor student retention
rates.
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Printing a Record of Achievement
1. Use the Finding a Booking function to locate the required booking record.

2. Click once on the Goals tab card displayed on the right of your
screen.

8006 Splash
* Bookings 14 June 2014 é
Splash -
Booking s Booking 21T custom Reports |
Filter By Student Name:
Booking ID
ER 2014 Attendance and Payments Goals | Comments
Torm Year | Q¥ StudentiD 103 ﬂ
Name  Gareth Buchanan o Student Level 4 Last Goal Achieved:
SortBy | First Name % R o [ 10.2m 8% } Bubble and breathe 10 metres [
Amelia Harper TUR Wed |A = w v Mastered v Date Achieved  4/04/14 ®
| Telephone 0272222082
Anthony Apolio DOL Sun i
Billy Jones SEA Sun (=] Kick on Back 10 metres
Bridgette TUR  Wed Comments Mastered v Date Achieved  4/04/14 ®
Bruce Taylor DOL  Sun
Caroline SEA Fri Breaststroke Kick 5 metres
Celia Brown TUR  Sun Learning v Date Achieved  28/04/14 ®
Corey Morrison SEA Sun [esds to workon | ]
Craig King TUR Sun
g ki oL s Butterfly Arms 5 metres
raig Kin un N No eaming v ate Achieved  28/04/14
ig King Catoh L Date Achieved
Craig King DOL  Sun
add a
David Kin DOL Fri
9 Session Booking Info | Primary Contact Testing a Level with 5 Goals
denise taylor TUR Wed
Mastered v Date Achieved  1/05/14 ®
Gareth Buchanan DOL Sun Class 1D | dol g Session 1D | 1843
Gaylene DOL  Wed
Goorgia Tayor oL sun Class Name | Dolphins Testing a Level with 6 Goals
Harry Williams SHA Sun Class Level 5 Mastered v Date Achieved ~ 28/04/14 x L
Jack McArthur DOL  Wed Programme
Jack McArthur SEA Sun @ ey [— Testing a Level with 7 Goals
Jacob Smith SEA Tue Introduced v Date Achieved ®
Location = Main Pool
Jacob Smith SEA Sun id kdj Kjsd kfihds
Jamie watkins DOL  Sun Start Date | 4152014 | End Dafe | 6712014 Testing a Level with 8 Goals
Jane White TUR  Wed Start Time | 2:00 PM Weekday _Sunday Mastered v Date Achieved _ 3/05/14 Jvaid
Jennifer Smith TUR Wed Term | 2 Year 2014
Jenny Williams DOL  Tue Shift  Afternoon Certificate Issued Assessed
Jessica TUR  Wed Cost of Session Next Term Move to Class \)
Jessica Sinclair DOL Sat
CostMethod | Cost Per Session Cost Unit $10.00 Rollover This Booking ~ Yes
Jessica Sinclair DOL Sat =B. =
Joanne Jones SEA Sun olotlSeasionz) © Total Cost $90.00 <
Lucas Smith DOL Sun |[v| Payment Required By 4/52014

100 = g 5 Browse

3. Click once on the Print Record of Achievement button displayed
at the base of the screen.

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
B | = |k
Save as Excel Save as PDF Print  Page Setup
aiost @w st Viewns:| = [ = | e

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

Do you want to PRINT or EMAIL the Record of Achievement?

Cancel | [ Email | E—Fﬂm—}

6. Click Print to print the report, Email to save the report as a PDF and email to
the client, or Cancel to return to your original screen without printing.

Record of Achievement for Gareth Buchanan
Level 4 - Dolphins

1 Bubble and breathe 10 metres Mastered
4/4/2014

2 Kick on Back 10 metres Mastered
4/4/2014
2 Breaststroke Kick 5 metres Learning
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Transferring a Student to Another Session

1. Use the Finding a Booking function to locate the record you wish to update

Splash
: * Bookings 14 June 2014 &
Splash -
2 customReports |
Filter By Student Name:
oo B | ovie
2 [ o) Attendance and Payments Goals [ Comments
e Year | “C¥StudentD 103 ﬂ
Name Gareth Buchanan A
SortBy | First Name hA /
M e e[ 10.2m Student Attendance
st |
Amella Herper TUR Wed I ToeeY oz72zzz00z 4/5/2014 v 11612014 v 20/6/2014 v
Anthony Apollo DOL Sun
Medical 11512014 v 80612014 v ——
Billy Jones. SEA  Sun
Bridgette TUR Wed Comments 18/5/2014 ~ 15/6/2014 ~ i A
Bruce Taylor DOL  Sun 25/5/2014 v 22/6/2014 v - v
Caroline SEA Fii
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA Sun el Cost $0.00
nitial Cost X
Craig King TUR Sun
Craig King DOL Sun Discount Rate 10% Type Percent  Discount Applied $0.00
Catchup  No
Craig King DoL Sun e Credit Due Credit Taken Credit Applied
David King DoL Fri = EAre | e Value of Free Lessons
denise taylor TUR  Wed Exit Value Written Off
Gareth Buchanan DOL  Sun Class D dol @ 5essi<
Gaylene DOL  Wed s
lass Name  Dolphi
Georgia Taylor Dol sun olphins Payments Received $0.00
i ClassLevel 5
Harry Williams SHA Sun Balance Due $0.00
Jack McArthur DOL Wed Programme
Jack McArthur SEA Sun @ (e [— Payments by Direct Debit Pre—
Jacob Smith SEA T
acob Smi v Location  Main Pool Payments Received Bookings with a Balance
Jacob Smith SEA Sun
Jamie watkins oo s StartDate  4/52014 | EndDate | 572014 [4]
Jane White TUR Wed Start Time ~ 9:30 AM Weekday =~ Sunday
Jennifer Smith TUR Wed Tem 2 Year | 2014
Jenny Williams DOL Tue Shift | Moming
Jessica TUR Wed Cost of Session
Jessica Sinclair DOL Sat
CostMethod  Cost Per Session Cost Unit
Jessica Sinclair DOL Sat
Joanne Jones SEA Sun BolcSessioney o Total Cost $0.00 =
I v
Lucas Smith DOL Sun |v Payment Required By 41512014
100=d  Browse

2. Hold down the SHIFT key on your keyboard and click once on the Session
Icon.

3. You will be asked to confirm whether you wish to transfer the child to another
session.

1006 Transfer Student to Another Session

Are you sure you want to transfer Gareth Buchanan into another
session?

om0k

4. The Select a Session dialog will be displayed on your screen.

5. Choose a class name, term and year from the drop down menus provided
and select the preferred weekdays.

Transfer Booking
.
] . . - } )
al— Select a Session Specify search criteria for sessions to be displayed.
| Dolphins N ‘ ‘ Al % ‘ ‘ 2 ] M ‘ v=ar[ 2014 ‘
Class Name Instructor Term
Spaces
Mond
sy poL sun 9:00AM  Barbara Smith 4 o]
[] Tuesday
DoL Sun 9:30AM Brian Thomson 1
[] Wednesday
DOL Sun 9:30AM Barbara Smith 3
[ Thursday
DOL Sun 1:30PM Brian Thomson 3
[ Friday
[ Saturday DOL Sun 2:00PM Brian Thomson 3
Sunday
[v]

6. A list of all sessions matching the criteria you have entered will be displayed
on your screen.

7. Click once on the line, which contains the session you wish to move the
student into.
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NB: Place your cursor over the desired line (without clicking) to view a list of
students currently booked into the session.

8. After clicking on the required Session you will be returned to the Booking
Details screen.

9. The transfer notes will be updated to show the session the student’s previous

Splash
i+ Bookings 14 June 2014 &
Splash -
List View 'Add Booking Find Booking ~ Show All Bookings  Delete Booking .. 1 . CustomReports
Filter By Student Name:
Booking ID
ER 2014 ) Attendance and Payments Goals [ Comments
— Year | [QStucentid 103 &i
Name  Gareth Buchanan s
SortBy | First Name 7 2/ N
Gender M Age  10_2m " b
Amelia Harper TUR Wed |4
= Telephone 0272222082 .
Anthony Apolio DOL Sun i
Billy Jones SEA Sun e
Bridgette TUR  Wed Comments
Bruce Taylor DOL Sun
Caroline SEA Fri
Celia Brown TUR Sun
Corey Morrison SEA Sun
Craig King TUR Sun
Craig Ki DOL S
reig King " Catchup  No
Craig King DOL Sun
David King poL Fr Session Booking Info [ Primary Contact
denise taylor TUR Wed
Gareth Buchanan DOL Sun ClassiD | gt Qsession D 1543
Gaylene DOL  Wed
ClassName  Dolphins
Georgia Taylor DOL Sun
Harry Wiliams SHA Sun Class Level 5
Jack McArthur DOL Wed Programme =
Jack McArthur SEA Sun @ (e | —
Jacob Smith SEA Tue Transfer Notes
" Location Main Pool
Jacob Smith SEA  Sun Previously booked in Dolphins on Sundali at 9:30 AM with Brian Thomson, moved on 14/6/2014. a
Jamie watkins ool sun B StartDate  4/5/2014 |E EndDate  5/7/2014
Jane White UR  Wed Start Time  2:00 PM Weekday = Sunday
Jennifer Smith TUR  Wed Tem 2 Year 2014
Jenny Wiliams DOL Tue Shift | Aftemnoon
Jessica TUR  Wed Cost of Session .
Jessica Sinclair DOL Sat
CostMethod  Cost Per Session Cost Unit $10.00
Jessica Sinclair DOL Ssat
Joanne Jones SEA Sun oloiSesioe] © Total Cost $90.00
Lucas Smith DOL Sun |v Payment Required By 41512014
100 = & Browse

Reconcile the Balance Due on Bookings

If you are unsure about the accuracy of the financial reporting this script can be run.
Reconcile Balance Due forces Splash to relook for any payments made towards the found set
of bookings. During the script Splash will reconcile all payments to ensure the funds have
been allocated to each booking correctly.

1. Use the Finding a Booking function to locate the records you wish to
reconcile.

2. Select Reconcile Booking Balance from the Scripts menu.
o Fil ker Pro Advanced File Edit View Insert Format BookingsPrint Tools Help QYL@ O o = 85% @I Mon 4:42pm Q iE

8 00 . Reconcile Booking Balance

Update Student Details

“Sab&i ' Bookings Update Session Details 6 October 2014 g
Splash Update Attendance for a Date 7o
Locate Bookings in Credit T ;
o N—— e SISO S as 7 Gustom Roports

3. Splash will step through all of the records in the found set. It will calculate
payments received and update the balance due on all bookings in the found
set.
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Updating Attendance for Multiple Bookings

This command can be used to update attendance fields for all bookings on a specified date.
It is commonly used to define a selected date as a Public Holiday however can be used on a
daily basis to update the attendance for all students. Many schools enter non-attendance
throughout the day and then use this function at the end of the day to mark all other students
as attended:

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

3. Select Update Attendance for a Date from the Scripts menu.

® Fil ker Pro Advanced File Edit View Insert Format Booki Print Tools Help VH@mMO = 8% @F Mon4:50pm Q =
8 00 Reconcile Booking Balance
e Update Student Details
w Bookings Update Session Details 6 October 2014
Splash Update Attendance for a Date 7o
- [ atviw Raagssing s ocate BookingsinCredtt .| Custom Raports

4. The Locate Bookings to Update dialog will be displayed on your screen.
You will be requested to confirm the Weekday, Term, and Year for the
bookings to be updated.

O O 6 Locate Bookings to Update

Please specify the details below to locate bookings to update.

Weekday
Sunday

Term
2

Year
2014

Cancel | [ OK ]

5. Enter the required day, term and year and click OK. Splash uses this
information to locate the bookings to be updated. If no bookings are located
the script will stop here.

6. If bookings are located the Update Attendance dialog box will be displayed
on your screen. Enter the date you wish to update and define the attendance
code you wish to enter for the selected date.

O O 6 Update Aﬁendance

Globally update attendance for a specified date. Please
specify the date and attendance type to continue.

Attendance Date
1/6/14
Attendance Value (A C NA P PH)

A

| Cancel \{ OK J

7. Click OK to update the selected records.
Splash
i Bookings 14 June 2014 é
Splash S
List View ‘Add Booking Find Booking Show All Bookings ~ Delste Booking Al Custom Reports.
Filter By Student Name:
Booking D g105

Everyone
EE 2014 Attendance and Payments Goals [ Comments

Torm Year | [CYStudentD 162
orh ‘ Name  Lucas Smith

ort By | First N: A

MELDSmS, & Age 2.3m Student Attendance '

Amelia Harper UR Wed [a] Telephone | 0272222082 452014 p v 10612014 A" ¥ 29/6/2014 v

Anthony Apollo DOL Sun

il sones . Medical 11572014 v 8/6/2014 v —
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8. Splash will now step through all records in the found set. If it finds a booking
with the specified date displayed in the attendance screen, it will determine
whether or not the attendance field needs to be updated. The field will only
be updated in the record if the corresponding attendance field is currently
empty.
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Exiting a Student from the Session

Exiting a student booking releases a space in the class so another student can be booked
into the same class. If a child ceases swimming mid term you have two options available for
removing the child from the session. You can either delete the booking or exit the student
from the class. You can however, only delete a booking if no payment has been made
towards the booking. We recommend exiting a child if they have entered the water at any
time during the selected term.

An exit should be used when you wish to keep a record of the selected booking on the
student file but remove the child from the class.

1. Use the Finding a Booking function to locate the record you wish to update.

2. Click on the Student Exited From Class field to display the exit dialog for the
required student.

8006 splash

i * Bookings 14 June 2014 é
Splash >
List View 'Add Booking FindBooking ~ Show All Bookings  Delete Booking 277 CustomReports
«J >
Filter By Student Name:
Booking ID  g105
Everyone
2 11 2014 Attendance and Payments Goals Comments
g Student D 162
Year
Term Q | (0
Name  Lucas Smith
SortBy | First Name \ < Student Attendance
Gender Age 2 3m
Amelia Harper UR Wed |4
——— ot s Telephone | 0272222082 452014 | p v 1662014 A v 29/6/2014 v
nthon un
oAl Medical 11/5/2014 v 8/6/2014 v — v
Billy Jones SEA Sun
Bridgette TUR Wed Comments 18/5/2014 v 16/6/2014 v _ v
Bruce Taylor DOL Sun 25/5/2014 v 22/6/2014 v —
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA Sun el Gost $0.00
Initial Cost
Craig King TUR Sun
Craig King DOL Sun o N Discount Rate 10% Type Percent  Discount Applied $0.00
atchu
Craig King DOL Sun P Ne Credit Due Credit Taken Credit Applied
David King poL Fri Session [ Booking Info Primary Contact Value of Free Lessons
denise taylor UR  Wed Exit Value Written Off
Gareth Buchanan DOL  Sun
Booking Status  Paid in Ful Late Payment Fee
Gaylene DOL  Wed Date Bookas
ate Gl
Georgia Taylor DoL Sun 30/5/2011 Payments Received $0.00
Harry Williams SHA Sun BookedBY  parbara smith Balance Due $0.00
Jack McArthur DOL  Wed Date Confirmed Exit B‘n‘nmg
Jack McArth SEA S
ac ur un Type of Booking  Re-enrolment o @® Locate Famiy's
Jacob Smith SEA Tue - ¢ ,@ Enter Exit Reason Bookings with a Balance
Jacob Smith SEA Sun i 1
Jamie watkins DOL Sun | Previou: =
Jane White UR Wed Transfer Notes N oae Smith
Jennifer Smith TUR Wed
Jenny Wiliams DOL Tue Reason for Exit
Jessica TUR Wed \
Jessica Sinclair DOL Sat Student Exited from Class Exit Date =
Jessica Sinclair DOL  Sat Reason
Joanne Jones SEA Sun - = -
100 = % Browse

3. Update the Reason for Exit and confirm the Exit Date fields then click the
Continue button. A booking is not considered exited unless a reason has
been entered.

Exit Booking

y ﬁ@ Enter Exit Reason

Name  Lucas Smith

Reason for Exit
Financial |
Goals Met
lliness
Injury

vz Loss of Interest ™
® Can(  other 4

Exit Date

Other Commitments

v

4. If the exit date has passed a cross will appear in the Exit box. If the exit date
is the current or a future date the cross will not appear until after the date has
passed.
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Type of Booking  Re-enrolment
Previous Booking ID

Previous Session ID

Transfer Notes a

Student Exited from Class \? Exit Date 1/6/12014

Reason = Goals Met

NB: An additional dialog box will be displayed during the exit process if money
is still due on the selected booking.

NB: An exited booking is not included in the rollover; the rollover booking field
will be set to No.

NB: Exited bookings will remain on the student file, however, they will appear
dimmed on the screen. They will not print on an instructor report or appear on
the iPad view.

NB: Update the list of exit options in the Preferences module of Splash.
Reactivating an Exited Booking

1. Use the Finding a Booking function to locate the booking you wish to
reactivate.

2. The Booking Info tab card will show a cross in the Student Exited from Class
field.

Session Booking Info Primary Contact

Booking Status  student Exited
Date Booked  30/5/2011
Booked By  parbara smith
Date Confirmed
Type of Booking  Re-enrolment
Previous Booking ID

Previous Session ID

Transfer Notes A

Student Exited from Class  |XI|  ExitDate | 1/6/2014

Reason = Goals Met

3. Click on the cross in the Student Exited From Class field.

4. You will be asked whether you want to reactivate the current booking.

‘00 (@) Change Exit Information

Lucas Smith has already been exited from this class. Would you
like to reactivate or amend the booking?

Cancel Amend [ Activate |

NB: Any funds written off during the exit process will be reapplied to the
booking. The rollover booking field will be reset to match the student default.
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Deleting a Booking Record

Booking records can be deleted from the Booking details screen, the Booking list view or the
diary.

Deleting a Booking from List View

1. Ensure the appropriate Booking record is displayed within the list on your

000 splash
. Current Term
‘> Bookings Tem [ 2 |Year [ 2014 14 June 2014 é |
Splash ¢ |
Sort By First Name v Detail View ‘Add Booking Find Booking Show All mum ‘Custom Reports
| D Student Name Age Class Name ~—_ Weekday —Sart Time Instructor Term  Year Location | |

2. Click once on the row containing the booking you wish to delete.
3. Click once on the Delete Booking button.

4. You will be asked to confirm you wish to delete the selected booking.

'O [ONG) Delete Booking

Are you sure you want to remove the booking for Jacob Smith from
Seals on Tuesday?

OK | Cancel

NB: You cannot delete a booking which has received payments.

00 6 Message

Sorry... you cannot delete a booking with payment transactions.

Deleting a Group of Bookings

1. Use the Find Booking button to locate the booking records you wish to
delete.

2. Alist of bookings will be displayed on your screen.
Select Delete All Found Bookings from the Bookings menu.

4. You will be asked to confirm you wish to delete the selected bookings.

006 Delete Booking

Are you sure you want to remove all5 bookings from the list?
Bookings with payments attached will not be removed.

| OK Cancel

NB: You cannot delete the found set of bookings if the current selection contains
ANY bookings with payments attached.

0.0 6

Sorry... bookings in the list have payment transactions. You cannot
delete a booking with payment transactions.
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Defining Current Term Swimmers as Active

All student and family files can be defined as either active or inactive. During normal
operation Splash will attempt to maintain the status of each record and will automatically set
the status to Active whenever a booking is made. Splash however has difficulty changing the
status of a record to inactive in some situations.

Use this command to update the status of all student and family files for anyone booked in a
specified term/block.

1.
2.

Click once on the Splash icon on the top left corner of your screen.

Select the Booking icon

Qookings & = |

3. Select Set Current Term Swimmers to Active from the Scripts menu.

The Locate Current Students dialog will be displayed on your screen.

5. Enter the current Term and Year and click OK. Students with a booking in the

selected term and year will be set to active.

0.0 6 Locate Current Students

Please specify the current term and year.

Term

Year
2014

| Cancel [ OK |

You will be asked whether the remaining students should be set to inactive.

10 0 6 Message

Do you want to make the remaining students INACTIVE?

Cancel OK

. Splash will now attempt to do the same with the family record for each active

student. A dialog will be displayed asking if you wish to set the remaining
families to Inactive. If you select OK, Splash will locate all the families for the
active students set them to active and then set the remaining families to
inactive.

10O 6 Message

Do you want to make the remaining families INACTIVE?

Cancel [ oK ] |
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Sending a Broadcast Email

A broadcast email is a single email sent to multiple addresses. An email sent in this way will
not be recorded on the family file.

This feature works in conjunction with the email application installed on your computer or
messages can be sent directly to a nominated smtp server.

1. Use the Finding a Booking function to locate the families you wish to send a
message to. Locate only families with an email address by placing an asterisk
(*) in the email field along with any other find criteria.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Send Broadcast Email from the Scripts Menu.

4. A dialog will be displayed on your screen warning that you are about to send
multiple email messages. Click OK to continue or Cancel to exit the script
without sending a message.

O O O Broadcast Email

You are about to send a broadcast email to all students in the
FOUND SET the details of the email will not be recorded on the
client file. Do you wish to continue?

OK . Cancel

5. The Enter Broadcast Email dialog will be displayed on your screen.

(@00 Create Broadcast Email

, s
'/“r: Enter New Email

Email Details

Subject  Closed for Public Holiday

Body | Justa quick reminder that the swim school will be closed on Monday 2 June due to |4 |

Attachment

@ # Cancel ‘ Done % ‘

6. Enter the message you wish to send and attach a document if required.
7. Click the Done button.
8. The message will be sent as soon as you click Done.

NB: You can view the messages that have been sent by looking in the Sent
Items folder of your email application.
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Locate Bookings in Credit

Use this command to find any bookings that have been over paid. Credits can then be
applied to another booking if they are located.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

C j >ookings “

3. Select Locate Bookings in Credit from the Scripts menu.

=l

@  FileMaker Pro Advanced File Edit View Insert Format Bookings [JSE{I0l Print Tools Help B O A i F 10%E Wed9:37am Q IE
8 006 . Reconcile Booking Balance
g Update Student Details
ﬂil /* Bookings Update Session Details 22 October 2014
SPIash Update Attendance for a Date ”

Locate Bookings in Credit
Locate Bookings with Payment Overdue

SIS custom Reports |

Filter By Student Name: Show All

4. The Locate Bookings in Credit dialog will be displayed on your screen.

0 0 6 Locate Bookings in Credit

Please enter the term for the bookings you wish to locate.

Term (leave empty for all terms)
2 I
Year (leave empty for all terms)

2014 \

| Cancel | oK

5. Enter the required term and year (or leave blank for all credits) and click OK.

6. A list of bookings in credit will be displayed on your screen. Each booking will
be displayed with a negative symbol in the payment status column.

8 00 Splash
) ) Current Block
iy * Bookings Block[ 3 |vear [ 2014 16 October 2014 é
Splash i

SortBy | FirstName v sho Bo Delete Booking G
D Student Name Age Class Name Weekday Start Time Instructor Block  vilr Location |
Ko 160 Paula Schwass e O osm Dolphins Tuesday 81712014 2:00PM | Barbara Smith 3 204 Main Pool
‘X 109  JOSEPH zimmerman = < = . ” Main Pool
Ko 69 Bridgette Robinson = 14.0m | Turties Wednesday 9712014 | 10:30AM | Barbara Smith 3 2014 Learners Pool
Ko 71 Georgia Taylor = O oo Seals Wednesday 9712014 | 10:30AM | Barbara Smith 3 2014 Main Pool
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Locate Bookings with Payment Overdue

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

3. Select Locate Bookings with Payment Overdue from the Scripts menu.

~ X
i ookings “

@&  FileMaker Pro Advanced File Edit View Insert Format Bookings TSIl Print Tools Help L@ DO A b F 0%E Wed938am Q IE
806 Reconcile Booking Balance
NG Update Student Details
“$6%%  Bookings Update Session Details 22 October 2014 >
sp'ash Update Attendance for a Date L

List View GBI FRaBerg IS Locate Bookings in Credit o  Custom Reports
Filter By Student Name: Show All Locate Bookings with Payment Overdue

4. The Locate Overdue Bookings dialog will be displayed on your screen.

0 0 6 Locate Overdue Bookings

Please enter the term for the bookings you wish to locate.

Term (leave empty for all terms)
2 |

Year (leave empty for all terms)
2014

Cancel [ OK ]

5. Enter the required term and year (or leave blank for all outstanding accounts)
and click OK.

6. A list of all unpaid bookings will be displayed on your screen. The payment
status icon will signify part-paid or unpaid bookings. Part-paid bookings are
displayed with a cross; bookings with no payment processed will be displayed

8 06 Splash
. Current Term
i +* Bookings Torm [ 2 Year | 2014 14 June 2(114 é
Splash :
SortBy | FirstName v | Detail View ‘Add Booking FindBooking ~ Show All Bookings  Delete Booking Custom Reports
ID_ Student Name Age Class Name Weekday Start Time Instructor Term ar Location |
g 85  Corey Morrison ( e —— O 5 WS 14 Main Pool
Q 2036  Peter Wiliamson 0_4m Seals Wednesday 71512014 9:30AM |  Barbara Smith 2 2014 Main Pool
(o3 115 Jennifer Smith 4_1m Turtles Wednesday 41612014 9:00AM |  Lynda Wightman 2 2014 Leamners Pool
QU 2042 Jessica Hargreaves O r29m | Tutes Wednesday | 30/4/2014 9:00AM |  Lynda Wightman 2 2014 Learners Pool
o3 97 Gaylene Patierson 13.8m | Dolphins Wednesday | 11/6/2014 200PM |  Brian Thomson 2 2014 Main Pool

NB: You can now use this list to send reminder notices via email or sms.
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Sending Booking Related SMS Messages

SMS messages can be sent to individual families or all families in the found set. This
command will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGlobal.

All of the Send SMS commands described below are available on either the Print or the
Scripts menu.

1. Use the Finding a Booking function to locate the booking record you wish to
send a message for.

Sending a Single Booking SMS

Use the command to send a brief booking confirmation to the family. The content of this
message will be customised to display details of the selected booking. Customise the content
of the message using the Document Template module within Preferences.

2. Follow step 1 described above to locate the booking you wish to send a
message about.

3. Select Send SMS from the Print menu. Choose Single Booking from the pop-
out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Bookings Scripts m Tools Help S m O« < 66%x@F Mon9:10am Q i=
8 00 Spl  Booking Confirmation ... >
NS Payment Reminder ... >
‘%4 * Bookings List of N 20 October 2014 .4
sp'aSh Summary of >
List View Add Booking FRaBesKRgSRewAiBasE  Chart Showing > ) 2 S Custom Reports
Filtor By Student Name: Show All e
or By Student Hame o Student Certificate BookingID 41533
Jennifer o Record of Achievement E
3 v 2014 [\ Record of Achievement [Found Set] - Cosis Comments,
B Yoar | ‘Q{StdentiD 115
Name  Jennifer Smith Send SMS > Single Booking
SortBy | First Name v Student Attendance Transfer Details mt
Gender F Age 4 5m Fees Notice
Jennifer Smith DOL Sun |4 Tolaphone | 0272222082 | 1372014 ¢ v 10/8/2014 -
Medical 2072014 ¢ v 17/812014 SMS to Family
SMS to Instructor
Comments 272014 A v 24/812014
Single Booking [Found Set]
3/8/2014 31/8/2014
CoEIRp)l No z Fees Notice [Found Set]
Session Booking Info Primary Contact SMS to Family [Found Set] ~ °stofBocking

4. The Booking SMS will be generated and sent.
® OO Booking SMS

(e])(A])(B])(E)

To: | 64272222082@email.smsglobal.com

Cc:

= v | Subject: Booking SMS

Jennifer has been booked in to lessons with Lynda Wightman on Wednesday's
starting 4/06/2014 at 9:00 AM. Fees Due: $81.00

Sending a Transfer Notice SMS

Use the command to send a brief transfer confirmation to the family. The content of this
message will be customised to display details of the selected booking. Customise the content
of the message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send a
message about.

2. Select Send SMS from the Print menu. Choose Transfer Details from the
pop-out menu displayed.
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@ FileMaker Pro Advanced File Edit View Insert Format ki Scrip(sTooIs Help S @O« t <D 65%@F Mon%ldam Q =

8 0 O Spl  Booking Confirmation ... > |
e Payment Reminder ... >
“#a&i ' Bookings st of , | 20October 2014 .
sP'aSh Summary of > -
. Aigsay  Chart Showing > [ T TS Gustom Reports |
Filter By Student Name: Show All i
; Student Certificate BookingID 41533
jennifer ~ Record of Achievement
3 v [ 2014 \ I Record of Achievement [Found Set] Gosls ‘ Comments
B " Yoar | ‘X StudentiD 115
Name | Jennifer Smith Send SMS > Single Booking
SortBy | First Name v] Student Affendance Transfer Details mt
Coeel F Age 4_5m Fees Notice
dennifer Smith ] Telephone 0272222082 T4 c oA/ 1S "
Medical 02014 ¢ v 175812014 SMS to Family
SMS to Instructor
Comments 27772014 Ao v 24/8/2014
Single Booking [Found Set]
3/8/2014 31/8/2014 N
Cakchup | No A Fees Notice [Found Set]
Sesson | Bookinginfo | Primary Contact | SMS to Family [Found Set] ~ ©stof Booking

3. The Transfer SMS will be generated and sent.

‘8 O 6 Transfer SMS

(e])A) (8] (2]

To:| 64272222082@email.smsglobal.com

Cc:

= v | Subject: Transfer SMS

Jennifer has been transferred to Wednesday's at 9:00 AM with Lynda
Wightman. Fees Due: $81.00

Sending a Fees Notice SMS

Use the command to send a brief reminder of fees due. The content of this message will be
customised to display the detail of the selected booking. Customise the content of the
message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send a
message about.

2. Select Send SMS from the Print menu. Choose Fees Notice from the pop-
out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Bookings Scripts m Tools Help S @O« t < 64%@F Mon9%leam Q =
8 00 Spl  Booking Confirmation ... > |
boNE, Payment Reminder ... >
oA i ** Bookings List of R 20 October 2014 é
Splash Summary of > N
Filter By Student N: A Chart.Showing > | ST Custom Reports |
r By Student Name:
or By Student Name Show Al Student Certificate BookingID 41533
Jonnifor ~ Record of Achievement
3 v [ 2014 ‘ I Record of Achievement [Found Set] * Gosls [ Commenis |
Biock " Yoar | ‘Q@Swdentld 115
Name Jenrifor Smin IESTE N single Booking
SortBy | First Name v] ST KB Transfer Details wmt
Gender F Age 4 5m
Secnfer S DoL s LA Telephone 0272222082 12014 | OBt R
Medical 2072014 ¢ v 171812014 SMS to Family
SMS to Instructor
Comments 272014 A v 241812014
Single Booking [Found Set]
31812014 31/8/2014
CEERiE) No A Fees Notice [Found Set]
Session | Bookinglnfo | Primary Contact | SMS to Family [Found Set] ~ ©stof Booking

3. The Fee Notice SMS will be generated and sent.

® OO Fee Reminder SMS
(e])(Aa)(B](E)

To: 64272222082@email.smsglobal.com

Cc:

= v | Subject: | Fee Reminder SMS

|A reminder swim fees of $81.00 were due for payment on 4/06/2014. Thank
you
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Sending a SMS to the Family (from Menu)
Use this command to send a single SMS message to the family of the selected booking.
1. Follow step 1 described above to locate a booking for the required family.

2. Select Send SMS from the Print menu. Choose SMS to Family from the
pop-out menu displayed.

&  FileMaker Pro Advanced File Edit View Insert Format Bookings Scripts [Z{II#l Tools Help BW DA b F 0%E Wed9dSSam Q E
0o Booking C > |
NS Payment Reminder ... >
“lw 5 i 22 October 2014
N Bookings List of > P S
Splash Summary of >
Uit View AadBeskng I FiRdBeakng I ShewAlas  Chart Showing " P IS Cilstom Reports
Filter By Student Name: Show All e
Student Certificate BookingID 41300
Lonter ] . Record of Achievement | -
2014 - Record of Achievement [Found Set] - o, I Commens
== Year | ‘QYStudentiD 160
Name Pauia Schwass IEEEE Y, single Booking
SortBy | First Name Swdet endance Transfer Details Credits Eamt
Gender F Age 8 5m Fees Notice
Jennifer Smith DOL Sun |4
Jennifer Smitt L St Telephone 478 4616 81712014 v 5/8/2014
Martoal | asthens 150712014 v 121812014 SMS to Family

3. The Enter New SMS dialog will be displayed on your screen.

| 84 0.0 Create SMS

Jél Enter New SMS

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pi

Message Length : 75 Chars

4. Enter the message you wish to send.

5. Click the Done button to send your message and return to the family entry
screen.

Sending a SMS to the Family (from Icon)

An alternative to sending a SMS to the family as described above is to initiate the message
from a desktop icon rather than the menu system. Simply locate a booking for the required
family and click once on the SMS button displayed to the left of the Primary Contact
telephone number.

Session ‘ Booking Info ‘ Primary Contact

Name ' Daniel /" smith Q@
First Name Last Name

Relationship  Father

Address 89 Roberta Road,
Tawa 4008

Email  computerize@xtra.co.nz

Telephone 0272222082
E' @Cellular 0272222082
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Sending a SMS to the Instructor (from Menu)

Use this command to send a single SMS message to the instructor assigned to the selected
booking.

1. Follow step 1 described above to locate a booking for the selected instructor.

2. Select Send SMS from the Print menu. Choose SMS to Instructor from the
pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Format Bookings Scripts Il Tools Help @D 4 = 1005 Wed 10:03am Q = |
800 Booking Confirmation ... >
NS . Payment Reminder ... >
"#adi * Bookings Lstor R 22 October 2014 ?
Splash Summary of > .
List View 'Add Booking Find Booking " ShowAiiBeeq  Chart Showing "B 2] custom Reports |
Filter By Student Name: Show All ifi
f Student Certil .cate BookingID 41300
Llennfer | — ~ Record of Achievement E
B v 2014 | Record of Achievement [Found Set] - Gost ‘ St
TBok Year | QStudentD 160
Name Pauia Schwass EETTE  single Booking
SortBy | First Name \/ Transfer Details Credits E:
) Gender F Age 8 5m PE— Fees Notice s Famt
Jennifer Smith DOL s A
enniersm s Telephone 478 4616 G M S/ei2014 i
N 152016 v vz SMStoFamily
_______ o018 v 1amo0ta

3. The Enter New SMS dialog will be displayed on your screen.

r_é_5 0 — Create SMS

Jé Enter New SMS

Message

Can you please stay to cover an extra shift at 2:30pm this
afternoon?

Message Length : 69 Chars

4. Enter the message you wish to send.

5. Click the Done button to send your message and return to the booking
screen.

Sending a SMS to the Instructor (from Icon)

An alternative to sending a SMS to the instructor as described above is to initiate it from a
desktop icon rather than the menu system. Simply locate any booking for the required
instructor, and then click once on the SMS button displayed to the left of the Instructor name
in the session tgb card.

Session | Booking Info l Primary Contact ‘
Class ID | tyr Q“Session ID 1895
Class Name = Turtles
Class Level 2
Programme
% Instructor  Lynda Wightman
Location = Learners Pool
Start Date = 4/6/2014 ‘ End Date = 8/7/2014
Start Time ~ 9:00 AM Weekday = Wednesday
Term 2 Year 2014
Shift  Morning
Cost of Session
Cost Method  Cost Per Session Cost Unit $10.00
No. of Sessions 9 Total Cost $90.00
Payment Required By 4/6/2014

Page 214 User Documentation — Splash V6.0



Sending SMS Messages for Found Records

As mentioned above, SMS messages can be sent to individual families or alternatively to all
families in the found set of records. This command outlines the process for sending SMS
messages to every record in the found set.

@ FileMaker Pro Advanced File Edit View Insert Format Bookings Scripts Print Tools Help L m DO« = 100% (& Wed 10:14am Q =
8006 Splash
NG Current Block
“$6%4 ** Bookings Bock[ 3 |vear | 2014 22 October 2014 é
Splash :
SortBy | First Name -] Detail View Add Booking Find Booking Show All Bookings  Delete Booking Custom Reports
D Student Name Age Class Name Weekday Start Time Instructor Block  Year Location |
| Q 160  Paula Schwass = O &sm Dolphins Tuesday 81712014 2:00PM Barbara Smith 3 2014 Main Pool
Q 133 Jenny Williams 4 6_9m Dolphins Tuesday 8/712014 2:00PM Barbara Smith 3 2014 Main Pool
Q 162 Lucas Smith 4 0_im Dolphins ‘ Monday 137212012 2:00PM Brian Thomson 1 2012 Main Pool
35 David King 4 9_9m Dolphins ‘ Saturday 11/2/2012 2:00PM Brian Thomson 1 2012 Main Pool
Displaying all (Total of 562).
100 = & Browse

The size of the found set is displayed on the lower left corner of the list view screen.

This command will only be successful if you have configured your system defaults to send
SMS messages and you have created an account with SMSGlobal.

1. Use the Finding a Booking function to locate the booking records you wish
to send messages for.

Sending a Booking SMS to the Found Set of Bookings

Use this command to send a brief booking confirmation for all bookings in the found set. The
content of this message will be customised to display details of each booking. Customise the
content of the message using the Document Template module within Preferences.

2. Follow step 1 described above to locate the bookings you wish to send a
message about.

3. Select Send SMS from the Print menu. Choose Single Booking [Found
Set] from the pop-out menu displayed.

@& FileMaker Pro Advanced File Edit View Insert Format Bookings Scripts I8 Tools Help L@ O« = 1004 Wed 10:18am Q =
6006 Booking Confirmation ... >
o, Payment Reminder ... >
$W%% * Bookings List of n 22 October 2014 é
i
Splash Summary of »
SotBy | FistName v |DSEINEW 'Add Booking Find BookngSrewABsskngsl  Chart Showing > Custom Reports
D Sudent Name b Bl <o Coniicare — insuctor Bock_vear Locaton ]
Q 160  Paula Schwass =1 ° 8_5m Record of Achievement 014 2:00PM Barbara Smith 3 2014 Main Pool
Q 133 Jenny Williams 4 6_9m Record of Achlevement [Found Set] 014 2:00PM Barbara Smith 3 2014 Main Pool
Q1. cigking v o on IESCE NN single Booking 3 om Main Pool
T T T Transfer Details
Q 57 Sarah Williams v 9.9m Dolphins. Wednesday 9712 Fees Notice 3 2014 Main Pool
o3 67 Bary Robinson 12.3m | Dolphins Wednesday 972 SMS to Family 3 2014 Main Pool
Q 45 Stephanie Hughson 12.1m | Dolphins ‘ Wednesday g7z SMS to Instructor 3 2014 Main Pool
(o3 15 SamSmith & @ 75n | Dophins | Monday Y;  Single Booking [Found Set] 1 2014 Main Pool

4. Each Booking SMS messages will be generated and sent.

Booking SMS F
Booking SMS 14

4 (j® 6 6 Booking SMS
| r
| To: 64272222082@email.smsglobal.com
—q Cc:

Ja N ——

o | = v | Subject: Booking SMS

4/

Jennifer has been booked in to lessons with Lynda Wightman on Wednesday's
starting 4/06/2014 at 9:00 AM. Fees Due: $81.00

Sending a Fees Notice SMS to the Found Set of Bookings

Use this command to send a brief reminder of fees due for all bookings in the found set. The
content of this message will be customised to display the detail of each booking. Customise
the content of the message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send a
message about.

2. Select Send SMS from the Print menu. Choose Fees Notice [Found Set]
from the pop-out menu displayed.
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@& FileMaker Pro Advanced File Edit View Insert Format Bookings ScrlptsmTools Help. © WO« 2 = 100%E Wed10:21am Q E

806 Booking Confirmation ... >
) Payment Reminder .. >
. Bookings List of y 22 October 2014 é
Splash Summary of >
SortBy | First Name v|  Detail View ‘Add Booking FindBackingSHowAllBaokingeB  Chart Showing > B Custom Reports
[ 1D Student Name Age Student Certificate Time Instructor Block  Year Location ]
@ 93 Sandra Patierson 32m  Record of Achievement 014 | 1:00PM | JaneBrown 3 2014 Main Pool
Q 33 Caroline Thomson 111m  Record of Achievement [Found Set] .\, | o300y | parbara sitn 3 2014 Main Pool
o] 158 simon thomas 4.8m Send SMS il  Single Booking 3 2014 Main Pool
! Transfer Details
Q 77 Jessica Sinclair 10_7m | Dolphins ‘ Saturday 12772 Fees Notice 3 2014 Main Pool
Q123 Jamiewatkins 6.5m | Tutles ‘ Wednesday | 972 S to Family 3 2014 Leamers Pool
g 71 Georgia Taylor O om Dolphins ‘ Sunday 137z SMS to Instructor 3 2014 Main Pool
o3 138 CraigKing 6.2m Turtles ‘ Sunday 1372 Single Booking [Found Set] 3 2014 Leamers Pool
Fees Notice [Found Set]

@ 37 CeliaBrown 135m | seals | wednesday o2 3 2014 Main Pool

3. The Fee Notice SMS will be generated and sent.

Fee Reminder SMS
| Fee Reminder SMS
—(j® 6 e Fee Reminder SMS

pE2

J To:| 64272222082@email.smsglobal.com

Cc:

= 7 Subject: Fee Reminder SMS

|A reminder swim fees of $0.00 were due for payment on 4/05/2014. Thank you

Sending a SMS to the Family (from Menu)

Use this command to send a single SMS message to all families within the found set of

bookings.
1. Follow step 1 described above to locate a booking for the selected family.
2. Select Send SMS from the Print menu. Choose SMS to Family [Found Set]
from the pop-out menu displayed.
i @ FileMaker Pro Advanced File Edit View Insert Format Bookings _ Scripts Tools Help @@ DO« t = 100%EF Wed 10:23am Q X
8006 Booking Confirmation ... >
- e Payment Reminder ... >
"4 * Bookings List of . 22 October 2014 é
Splash Summary of > )
SortBy | First Name | el View Add Booking Find Basking W ShewAilBeskingsg  Chart Showing > B Custom Reports
b SudeniName o T— R Bock_vour Locaton ]
Q 93 Sandra Patterson 3.2m Record of Achievement 014 1:00PM | Jane Brown 3 2014 Main Pool
Q 33 Caroline Thomson 11_1m Record of Achievement [FOI‘ﬂd Se‘] 014 9:30AM | Barbara Smith 3 2014 Main Pool
Q188 simonthomas «on IEEEEN  Single Booking s | Manrod
T T Transfer Details
Q 77 Jessica Sinclair 10_7m Dolphins. | Saturday 12172 Fees Notice 3 2014 Main Pool
Q 123 Jamie watkins 6.5m Turtles Wednesday 972 SMS to Family 3 2014 Leamners Pool
Q 71 Georgia Taylor O o Dolphins. Sunday 1ama  SMS to Instructor 3 2014 Main Pool
Q 138 CraigKing 6.2m Turtles Sunday 1372 Single Booking [Found Set] 3 2014 Leamners Pool
Fees Notice [Found Set]
Q 37  Celia Brown 13_5m Seals ‘Wednesday a2 3 2014 Main Pool
Q 139 Anthony Apollo 6.7m Dolphins Wednesday O/ 3 2014 Main Pool
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3. The Send SMS Message dialog will be displayed on your screen. You will be
asked to confirm all families in the found set of bookings should receive a
message. Click OK to continue or Cancel to exit without sending any
messages.

0.0 6 Send SMS Message‘s

You are about to send 34 SMS messages to all Families in the
found set. Do you wish to continue?

oc | G

4. The Enter New SMS dialog will be displayed on your screen.
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800 Create SMs

ii! Enter New SMS

Message Length : 3 Chars

5. Enter the message you wish to send.

6. Click the Done button to send your messages and return to the booking
screen.
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Rollover Current Term Bookings

Performing a rollover of bookings will create new bookings duplicating the bookings of a
selected term. Splash will identify all the bookings in the selected term and make a copy of

them in a future term.

This command enables you to quickly rebook all or some of your existing students into the
same session for the coming block. This function will only be successful if you have rolled
over the corresponding sessions (see Rollover Sessions — Sessions Module).

800 Splash
** Bookings 15 June 2014 é
Splash S
List View ‘Add Booking FindBooking  Show All Bookings  Delete Booking s Custom Reports
Filter By Student Name:
Booking ID 8105
Everyone
2 I 2014 Attendance and Payments Goals Comments
— Year | ‘QYStudentD 162
| | - Smith Student Level 4 Last Goal Achieved: 15/6/2014
SortBy | First Name A a
Gender Age | 2 am Bubble and breathe 10 metres [4]
denise taylor TUR Wed |4 = Introduced v Date Achieved  15/06/14 ®
Telephone | 0272222082
Gareth Buchanan DOL Sun note
Gaylene DOL  Wed Medical Kick on Back 10 metres
Georgia Taylor DOL Sun Comments Mastered v Date Achieved  30/04/14 ®
Georgia Taylor DOL Sun
Harry Williams SHA Sun Breaststroke Kick 5 metres
Jack McArthur DOL  Wed v Date Achieved %
Jack McArthur SEA Sun
Jacob Smith SEA Tue
Jacob Smith SEA S Butterfly Arms 5 metres
acob Smi un Catchup | No v Date Achieved ®
Jamie watkins DOL Sun
Jane White TUR Wed = . .
Jennifer Smith TUR Wed BOOklngS W|” Only o
Jenny Williams DOL Tue S0 [P . M Date Achieved ®
ol
TR wes be rolled over if
Class Name | Dolp - -
Jessica Sinclair DoL sat . . esting a Level with 6 Goals
Jessica Sinclair DOL  Sat ClassLevel | 5 ROI IOVe r B (o]0] kl n g In v Date Achieved %
Joanne Jones SEA Sun Programme h b k d
the booking recor
Lucas Smith DOL Sun €D sicor prar esting a Level with 7 Goals
Mary Brown SEA Sun Y v Date ANgved p
wain wen 1S ST 1O YOS ate gre ®
Paula Schwass DOL  Tue
StartDate | 4/51z
Peter Williamson SEA Wed esting a Level with 8 Goals
Robert Harper TUR Wed Start Time | 2:00 PM Weekday | Sunday v Date Achieved paid|
Sally Anderson TUR Sun Tem | 2 Year | 2014
Sam Smith DOL  Tue Shift | Afternoon Certificate Issued Asses:
SandraPatterson ~ SHA Tue Cost of Session Next Term Move to Class v
simon thomas SEA Fri
Cost Method | Cost Per Session Cost Unit $10.00 Rollover This Booking ~ Yes =
Tony Zelish TUR Sun {%
=2 N v
Wiliam Jessop SEA Sun No. of Sessions | 9 Total Cost $90.00 ReockediNatilomniy No
william Smith DOL Sun |v Payment Required By | 4/5/2014
100 = & Browse

NB: Confirm how many bookings are going to rollover by performing a find which contains
the original term/block name and year, also enter Yes in the Rollover Booking field.

NB: Check which bookings will not be included in the rollover by performing a find which
contains the original term/block name and year, along with No in the Rollover Booking field.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

@ookings “

3. Go to the Scripts menu to select Rollover Bookings to Next Term.

® Fil ker Pro Advanced File Edit View Insert Format Booki Print Tools Help S W O« b <O 9@ Wed6:35pm Q =
8 00 Reconcile Booking Balance
NS Update Student Details
" “i /** Bookings Update Session Details 22 October 2014 P
Splash Update Attendance for a Date 7o
Evew Add Booking Find Booking g |locate Book!ngs in. Credit Custom Reports
Filter By Student Name: Show All Locate Bookings with Payment Overdue
BookingID 41299
jennifer Add Goals [Found Set] L
3 v 2014 Send Record of Achievement El Soals Comments,
Block Yoar | [QSwdentlD g3 Send Record of Achievement [Found Set]
Name ~Sandra Patterson
SortBy | First Name v Set Current Term Swimmers to Active Credits Eamt
Gender F Age 3 2m
Jennifer Smith DOL Sun |4 T T Send SMS > 1 v 2012014 v
—— Send Broadcast Email A = 91812014 =
Comments Roll Over Bookings to Next Term 4 v 16/9/2014 v
Catchup  No Export Booking Data I - 23582014 ~
Export Booking Balance

4. A message dialog will be displayed on your screen. You will be asked to
confirm that the sessions have been rolled over — remember this process will
fail if you have not rolled over the corresponding sessions.
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0006 Message

Are you sure you want to roll over bookings to another term? Have
the sessions already been rolled over?

Cancel | [ OK ]

5. Click OK if the sessions have been created, or Cancel to exit the rollover
process.

6. If you clicked OK (above) the Rollover Bookings dialog box will be displayed
on your screen.

7. You are now required to define the term/block and year of the bookings you
want to be copied. Click once in the Term field to display a list of available
terms/blocks. Enter the year number and click Done.

® OO Roll Over Bookings |

°

=~ Roll Over Bookings

| would like to copy the bookings from:

Term 2 v Year 2014

Perform the Rollover Now

# cancel Done %

5. Splash will display a dialog that contains the number of records it has located
for the rollover. Click Yes if this number matches the number of bookings you
expect to rollover.

0.0 6 Bookings Located for Rollover

32 records have been located for the roll over. Is this number
correct?

1
|
|

6. If you clicked Yes (above) the new bookings will be displayed on your screen.

NB: If no bookings are located for the rollover, the following message will be
displayed and the script will end.

006 Roll Over Error - No Students Located

No items were located. Please check the Roll Over Booking field.
Only bookings with Roll Over Booking set to YES will be included in
the roll over.

— o

NB: After completing the rollover use the transfer a booking button to move any students who
may be progressing to a higher level. When all amendments have been made simply forward
a confirmation letter to all families which contains the booking information along with the cost
of the fees due for the future term.
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Locate All Families Bookings with a Balance

Use this command to locate all the outstanding accounts for a selected family.

1.

Use the Finding a Booking function to locate the any booking for the

required family.

Click once on the Locate Family’s Bookings with a Balance button

displayed on the lower right corner of your screen.

Splash
14 June 2014 v
o
AddBookng  FindBooking  Show All Bookings  Delete Booking S G RERrE™
Filter By Student Name:
Booking 1D 41695
E 2014 Attendance and Payments Goals I Comments
Torm Year | “StudentiD 15 L ——N
Name Sam Smith
SortBy | First Name v e Ao 7im Student Attendance
Amelia Harper TUR Wed |4} 9/7/2014 v 6/8/2014 v 3/9/2014 v
Anthony Apollo DOL  Sun Telepm.)ne 0212222082 10/9/2014
Blly Jones SEA sun Medical  Asthma 16/7/2014 v 13/8/2014 v v
Bridgetie TUR  Wed Commeants 23/7/2014 v 20/8/2014 v 17/912014 v
Bruce Taylor DOL  Sun 30/7/2014 v 27/8/2014 v 24/9/2014 v
Caroline SEA Fri
Celia Brown TUR Sun Cost of Booking
Corey Morrison SEA  Sun
Initial Cost $90.00
Craig King TUR Sun
Craig King DOL Sun DiscountRate ~ $1.5 Type Amount | Discount Applied $18.00
Catchup  No
Craig King DOL Sun Credit Due Credit Taken Credit Applied
David King DoL Fri Session Booking Info [ Primary Contact Value of Free Lessons $0.00
denise taylor TUR Wed Exit Value Written Off
Gareth Buchanan poL sun ClassID  sea ‘g SessionID 7515 Late Payment Fee $0.00
Gaylene DOL  Wed
Georgia Tayior DOL Sun ClassName |~ Seals Payments Received $0.00
Harry Williams SHA  Sun Class Level 3 .
Jack McArthur DOL  Wed Programme School Age
Jack McArthur SEA  Sun @ Instructor  Brian Thomson Payments by Direct Debit .
=
Jacob Smith SEA Tue Location | Main Pool Payments Received Bookings with a Balance <:_'
Jacob Smith SEA  Sun
Jamle watking DOL Sun StartDate 9722014 |E EndDate = 28/9/2014 [a]
Jane White TUR Wed Start Time ~ 1:00 PM Weekday =~ Wednesday
Jennifer Smith TUR  Wed Term 3 Year | 2014
Jenny Williams DOL Tue Shift | Morning
Jessica TUR  Wed Cost of Session
Jessica Sinclair DOL Sat CostMethod | Gost Per Session R 750
Jessica Sinclair DOL Sat
Joanne Jones SEA Sun PoldiiSessionsll 12 Total Cost $90.00 |
Lucas Smith DOL Sun |v Payment Required By 9/7/2014 24
100 = & Browse
3. All bookings with an outstanding balance for the selected family will be
displayed on your screen.
Splash
Current Term
Tom [ 2| vear | 2014 | 14 June 2014 p
D Student Name: Age Class Name Weekday Start Time Instructor Term Year Location J
q 15 Sam Smith ° 7_m Seals ‘Wednesday 9/7/2014 1:00PM Brian Thomson 3 2014 Main Pool
q 15 Sam Smith ° 7_7m Seals ‘Wednesday 15/10/201 1:00PM Barbara Smith 4 2014 Main Pool
q 162 Lucas Smith 2_3m Dolphins Sunday 19/10/201 2:00PM Brian Thomson 4 2014 Main Pool
Q 15 Sam Smith ° 7_7m Dolphins Tuesday 6/1/2015 9:30AM Barbara Smith 1 2015 Main Pool
Q 15 Sam Smith ° 7_Tm Dolphins ‘Wednesday 711/2015 9:30AM Brian Thomson 1 2015 Main Pool
q 15 Sam Smith ° 7_7m Dolphins ‘Wednesday 71112015 9:30AM Brian Thomson 1 2015 Main Pool
Q 17 Nicholas Smith ° 7_Tm Seals ‘Wednesday 711/2015 1:00PM Barbara Smith 1 2015 Main Pool
Q 17 Nicholas Smith o 7_m Seals ‘Wednesday 711/2015 1:00PM Barbara Smith 1 2015 Main Pool
NB: While the list is displayed on your screen, create a PDF to email the
selected family by choosing List of ... Bookings $ Balances from the Print
Menu.
n .
Bookings - Current Balance of Booking
Balance as at 22/10/2014
Balance

Smith (Barbara Smith)

Total Due as at 22/10/2014

0272222082

Jacob Smith Seals Mon BS Block: 1A 2014
Jacob Smith Seals Tue BS Block:2 2014
Lucas Smith Dolphins Sun  BS Block:3 2014
Lucas Smith Dolphins Sun  BS Block:3 2014

$367.00

$70.00

$61.00

$108.00

$106.00
$367.00
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Exporting Booking Data

You can export Splash data to a new file and then open it in another application. For
example, you can export Splash data as a spreadsheet for use in Microsoft Excel. Use the
export function when you want to export records in the found set of records.

Exporting Records to Excel

1.

Use the Finding a Booking function to locate the group of records you wish
to export.

The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Export Booking Data from the Scripts menu.

4. The Export Records to File dialog will be displayed on your screen.

9.

Enter the name you wish to call your file and choose a location to store the
file.

.00 Export Records to File

Save As: Booking Data

Tags:
(<[> ])(sz ] m| m | = v [ & Splash 6 POS FM12 P
FAVORITES Name
{Z] Dropbox
[Z) Desktop 8]

[ Archive 2.zip
[ nick mths stats
{5} barbarasmith
r,ll\; Applications
[*% Documents

4

Type: | Excel Workbooks (.xlsx) S

After saving: (¥ Automaticallyopen file
|| Create email With file as attachment

M Hide extension New Folder Cancel . Save |

Choose a file type from the Save as Type (Type) field and click the Save
button.

The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is being exported to enter it in the Worksheet
field. Click Continue.

[P Excel Options

(¥ Use field names as column names in first row
Worksheet:
Title:
Subject:

Author:

| Cancel [ Continue... |

The Specify Field Order for Export dialog will be displayed on your screen.
A default set of export fields will be displayed on the right of the dialog. Use
this dialog to indicate any additional fields and their order.

All fields displayed in the Field Export Order list will be exported.

10.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.
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0.0 .6 Specify Field Order for Export

Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the

|| Apply current layout's data formatting to exported data

other fields.
| Current Layout (“BO_List") & Group by
Age Display (Unsorted)
Booking Status Flag
ClassName
Comment Flag Field export order
glistview Tex.tI + booking_no
gSort By Detai Move + Student ID
glerm —Move Al ¢+ Student FirstName
gyear ‘MLJ ¢ Student LastName
Instructor ¢ Age Display
Location ‘%
¢ ClassName
Medical Condition Flag
¢ StartDate
StartDate .
o 4 StartTime
Options
Output file character set: | Unicode (UTF-16) v

Cancel

| Export |

Current Table ("BO_Bookings")

Related Tables
BO_AC_Achieved
BO_BO_Bookings on Family Current Term

>

' Current Layout (“BO_List")

BO_BO_Bookings on Family Outstanding Balance

BO_BO_Bookings on Student Current Term
BO_BO_Bookings on Student Level
BO_BO_Bookings Search

11.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

12.When all the required fields are displayed in the Field Export Order list click

the Export button.

13.The Excel file will be saved to your computer ready for use.

(- NeNc]

[%) Booking Data.xlsx

PEGOHS XD Bhe 9 -6 3-5 % EF b v @

(Q" Search in Sheet

)

| | A Home | Layour | Tables | Charts | SmamArt | Formulas | Data | Review |

B

Font Alignment Number

Calibri Body) | ~[10 |+|[As|A-| [BE]==|abc~ | FowapText~ [General B

Format

Cells

Themes

| )

[~ %~

paste (/) Clear 1|U]E-](S[AHIE i = verge - (B2 v % | 3 || %8| 45 Conduotal kel Insert  Delete Format  Themes Aav
AL s @ @ (- fx| booking_no v
| [ B 4 [ D | E [ F [ G H | 1 | =
booking_no Student ID Student FirstName Student LastName ‘Age Display ClassName StartDate StartTime Term

2 8089 166 willizm Smith 4_am Dolphins 04/05/2014 09:30:002
3 8090 65 Willam Jessop 12_20m Seals. 04/05/2014 11:00002
3 091 159 Tony Zelish 8 3m Turties /052014 09300072
5 8092 158 simon thomas 4.5m Seals. 09/05/2014 10:30:002
6 8094 33 Sandra Patterson 2_11m Sharks. 06/05/2014 13:00:00 2
7 8095 15 Sam Smith 7_m Dolphins 06/05/2014 09:30:00 2
8 8098 31 saly Anderson 11_0m Turtles 04/05/2014 09:00:002
9 8101 160 Paula Schwass. 8_2m Dolphins 06/05/2014 14:00:00"2
10 8104 151 Mary Brown 4_5m Seals 04/05/2014 09:30:00 2
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Export Booking Balance

1.

Use the Finding a Booking function to locate the group of records you wish
to export.

The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Export Booking Data from the Scripts menu.

The Export Records to File dialog will be displayed on your screen.

5. Enter the name you wish to call your file and choose a location to store the

file.
00 6 Export Records to File \
Save As: *)kings With Balance =
Tags:

(<> (2B @/ m | & - | £ Splash 6 POS FM12 Q E—
FAVORITES Name

{Z] Dropbox

[ Desktop

[ Archive 2.zip
[ nick mths stats
2} barbarasmith
#\ Applications

] Splash V6 Live

[ Documents

Type: | Excel Workbooks (.xIsx) 2

After saving: (¥ Automaticallfjopen file
|| Create email With file as attachment

¥ Hide extension | New Folder | Cancel Save |

Choose a file type from the Save Ls Type (Type) field and click the Save
button.

The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is being exported to enter it in the Worksheet
field. Click Continue.

[ 6 P— Excel Options

(¥ Use field names as column names in first row
Worksheet:
Title:
Subject:

Author:

| Cancel \ Continue...

The Specify Field Order for Export dialog will be displayed on your screen.
A default set of export fields will be displayed on the right of the dialog. Use
this dialog to indicate any additional fields and their order.

9. All fields displayed in the Field Export Order list will be exported.

10.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.
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006

Specify Field Order for Export

other fields.

Select and move the fields to be exported. If you want to group data, choose the 'Group by’ fields before moving the

| Current Layout (“BO_List")

Group by

Age Display
Booking Status Flag
ClassName
Comment Flag
glistview Text

[ | Family ID

Field export order

. | 4+ Family ID
rt By Detai
gTa y Detai Move + Family Name
gYerm Move Al + BO_FA_Families on ID::Contact Full...
grear ‘\M ¢ Student FirstName
Instructor ——

( ] 4 Student LastName
Location ‘—dear Al ‘

dical sition i ¢ ClassName

Medical Condition Flag + Weekday
StartDate "
. + StartTime
Options.

Output file character set:

Unicode (UTF-16)

|| Apply current layout's data formatting to exported data

| Cancel | | Export

>

12.When all the requ

11.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

v Current Layout (“B d

Current Table ("BO_Bookings")

Related Tables
BO_AC_Achieved
BO_BO_Bookings on Family Current Term
BO_BO_Bookings on Family Outstanding Balance
BO_BO_Bookings on Student Current Term
BO_BO_Bookings on Student Level
BO_BO_Bookings Search

ired fields are displayed in the Field Export Order list click

the Export button.

13.The Excel file will

be saved to your computer ready for use.

[-NeNe]

PESHEH®S xDhe @6 Z-5-F

B E & o ©

Bookings With Balance.xlsx

)

(Q (‘search in sheet

|| A Home | Layout | Tables | Charts | Smartrt | Formulas | Data | Review | |~ 22+
Edit Font Alignment Number Format Cells Themes.
A ) . = = 0=
ﬁ L [®Fm + |calibri Body) +[10 || |Ax| A E abcy | 59 WrapText v | Text - 1 \?Eﬁ . . e J:Ad._ , .
P - : v v v <o | 00 e -
paste (PO~ |B[I|UJ[E-] (DA verge - |B8|v| % | 3 || %8| $5) Condcional L Insert  Delete Format  Themes /@
817 1[0 @ (5 fx[ smith v
_ A 1 C D I E I F [ G H [ ] [ =
1 Family 1D Family Name Al ' Classtame Weekday Starttime Booking Status 80_FA_Fam
2 2 smith Barcars Smith Sam Smith Seals Wednesday 13:00:00 Booking Made Barbarss@xt
3 2 smith Barcars Smitn Sam Smith Seals Wednesday 13,0000 Booking Made barbarss@xt
a 2 Smith Barbara Smith Lucas Smith Dolphins Sunday 14:00:00 Booking Made. barbaras@xt
5 2 Smith Barbara Smith Jacob Smith Seals Monday 09:00:00 Booking Made barbaras@xt]
6 2 Smith Barbara Smith Sam. Smith Dolphins. ‘Wednesday barbaras@xt|
7 2 Smith Barbara Smith Sam. Smith Seals ‘Wednesday i barbaras@xt|
8 2 Smith Barbara Smith Lucas Smith Dolphins. Sunday 14:00:00 Booking Made barbaras@xt|
9 2 Smith Barbara Smith Lucas Smith Dolphins. Sunday 09:00:00 Booking Made barbaras@xt|
10 2 Smith Barbara Smith Sam. Smith Dolphins. ‘Wednesday 09:30:00 Booking Made barbaras@xtf
11 2 Smith Barbara Smith Sam. Smith Seals ‘Wednesday 13:00:00 Booking Made barbaras@xtf
1z 2 smith Barcars mith Lucas Smith Dolphins Suncay 05:00:00 Booking Made varbarss@xt
13 2 Smith Barcars Smith Lucas Smith Dolphins Sunday $4:00:00 Booking Made sarbarssxt
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Printing Booking Letters

The following set of letters are generated within the Bookings module using a document
template. Each document will be personalised to contain the specific details of each booking.

Printing a Confirmation Letter
1. Locate the booking you wish to print a confirmation letter for.
2. Select Confirmation Letter...Single Booking from the Print menu.

3. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your

screen).
YOUR SCHOOL NAME HERE
Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:
BOOKING CONFIRMATION
15 June 2014
Bridget Smith

6A Erlestoke Crescent
Churton Park
WELLINGTON 4001

Thank you for booking Lucas Smith into Learn To Swim at Your School Name Here.

Lucas is booked into the following class;

Class: Dolphins

Start Time: 2:00 PM

Start Date: 4/05/2014

Instructor: Brian Thomson

If this booking is incorrect please contact us on so we can amend our records.

The balance of fees due for Lucas Smith is: $81.00. Cash, cheque and eftpos payments are accepted and

full payment is due by the second week of the term.
Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: Select Print Confirmation Letter (Found Set) to print confirmation letters
for all records in the list view.

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

{006 Message

Would you like to print or email the booking confirmation?

Print ( Email
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Printing a Confirmation Letter for a Student with Multiple Bookings
1. Locate the student you wish to print a confirmation letter for.

2. Select Print Confirmation... Student Confirmation Letter from the Print
menu.

3. If the student has more than one booking for the selected term the following
dialog box will be displayed

LA A Message

The selected student has more than one booking for the selected
term. Do you want to print a single confirmation letter for all
bookings?

4. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your

screen).
YOUR SCHOOL NAME HERE
Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:
BOOKING CONFIRMATION
15 June 2014
Barbara Smith

6A Erlestoke Crescent
Churton Park
WELLINGTON 4001

Thank you for booking Jacob Smith into Learn To Swim at Your School Name Here.

Jacob’s bookings are as follows;

Class: Seals with Barbara Smith starting on Tuesday 6 May 2014 at 10:30 AM

Class: Seals with Barbara Smith starting on Sunday 4 May 2014 at 9:30 AM

The balance of fees due for Jacob are: $162.00. Cash, cheque and eftpos payments are accepted and full
payment is due by the second week of the term.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: Select Print Confirmations for Students with Multi Bookings (Found
Set) to print confirmation letters for all records in the list view.

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

1O O 6 Message

Would you like to print or email the booking confirmation?

Print i Email |
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Printing a Confirmation Letter for a Family with Multiple Bookings

1. Locate a booking (in the required term) for the family you wish to print a
confirmation letter for.

2. Select Confirmation Letter...Family Confirmation Letter from the Print
menu.

3. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your

screen).
YOUR SCHOOL NAME HERE
Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:
BOOKING CONFIRMATION
15 June 2014
Barbara Smith

6A Erlestoke Crescent

Churton Park

WELLINGTON 4001

Thank you for your booking with Your School Name Here.

Your family members have been scheduled to attend the following lessons:

Sam is booked in Dolphins with Barbara Smith starting on Tuesday 6 May 2014 at 9:30 AM
Jacob is booked in Seals with Barbara Smith starting on Tuesday 6 May 2014 at 10:30 AM
Lucas is booked in Dolphins with Brian Thomson starting on Sunday 4 May 2014 at 2:00 PM
Jacob is booked in Seals with Barbara Smith starting on Sunday 4 May 2014 at 9:30 AM

If these lessons are incorrect or you need to change your lesson time please call .

The balance owing on your family account is $243.00 (incl GST). Please ensure payment is made by week
2 of the term.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: Select Print Confirmations for Families with Multi Bookings (Found
Set) to print confirmation letters for all records in the list view.

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

100 6

Would you like to print or email the booking confirmation?

| Print | Email ]
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Remittance Form

A remittance form will be displayed at the base of all printed booking confirmation letters and
reminder notices. The remittance form displayed is defined to display credit card details
ONLY if credit cards have been defined in the Preferences within the School Details.

Remittance for Cash or Cheque

<

Return to:

YOUR SCHOOL NAME HERE
PO Box 2086

Kuripuni

MASTERTON 5842

Family 1D: 2 (Smith)
Term: 22014

Remittance for Credit Card

Please find enclosad payment of $243.00 for the above lessons.

I wish to pay by:
Cash D Eftpos D
Cheque D

Payment is due by 4 May 2014

Return to:

YOUR SCHOOL NAME HERE
PO Box 2086

Kuripuni

MASTERTON 5842

Family ID: 2 (Smith)
Term: 22014

Payment is due by 4 May 2014

Please find enclosad payment of $243.00 for the above lessons.

| wish to pay by:

Cash Eftpos
Cheque Credit Card
Visa | Mastercard

chrrrrrrrtrrrrrrrd
ExpiryDate: | | | /| | |

For Office Use

Authorised Signature EI EEI

Card Name
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Printing a Reminder Notice
1. Locate the booking you wish to print a Reminder Notice for.
2. Select Payment Reminder... Gentle Reminder from the Print menu.

3. A Reminder Notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.

YOUR SCHOOL NAME HERE

Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:

REMINDER NOTICE

15 June 2014
Barbara Smith
6A Erlestoke Crescent
Churton Park
WELLINGTON 4001

It seems you have overlooked the payment for Jacob's lessons which were due for payment on 6/05/2014.
There is currently an outstanding amount of $81.00.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

006 Message

Would you like to print or email the reminder notice?

Print [ Email

NB: Select Payment Reminder... Gentle Reminder (Found Set) to print
reminder notices for all records currently displayed in the list view.

1006 Invalid Request

There are no fees outstanding on the selected booking. A
reminder has not been created.

Printing an Overdue Reminder Notice
1. Locate the booking you wish to print a Reminder Notice for.
2. Select Payment Reminder... Followup Reminder from the Print menu.

3. A Reminder Notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.
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YOUR SCHOOL NAME HERE

Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:

REMINDER NOTICE

15 June 2014
Barbara Smith

6A Erlestoke Crescent
Churton Park
WELLINGTON 4001

Our records show that Jacob's booking is overdue for payment. There is currently an outstanding amount of
$81.00 which was due for payment on 6/05/2014.

If you wish to continue swimming please forward payment or contact our office on to discuss payment
options.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

[eNeXs) Message

Would you like to print or email the reminder notice?

[ Print Email

NB: Select Payment Reminder... Followup Reminder (Found Set) to print
reminder notices for all records currently displayed in the list view.

NB: If the selected booking does not have fees owing the Invalid Request dialog
will be displayed.

.00 6 Invalid Request

| There are no fees outstanding on the selected booking. A

( reminder has not been created.

oK
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Printing a Transfer Notice
1. Locate the booking you wish to print a Transfer Notice for.
2. Select Booking Confirmation... Transfer Details from the Print menu.

3. A Transfer notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.

YOUR SCHOOL NAME HERE

Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax:

CONFIRMATION OF TRANSFER

15 June 2014
Barbara Smith
6A Erlestoke Crescent
Churton Park
WELLINGTON 4001

Thank you for booking Jacob Smith into Learn To Swim at Your School Name Here.
Jacob has been transferred into the following class;

Class: Seals

Start Time: 9:30 AM

Weekday: Sunday

Instructor: Barbara Smith

If this booking is incorrect please contact us on so we can amend our records.

The balance of fees due for Jacob Smith is: $81.00. Cash, cheque and eftpos payments are accepted and
full payment is due by the second week of the term.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your School Name Here

NB: If the selected student has an email address recorded the following dialog
box will be displayed.

.-

Message

Would you like to print or email the booking confirmation?

Print ] [ Email

User Documentation — Splash V6.0 Page 231




Printing Certificates and Records of Achievement

Printing Certificates

Certificates have been designed to print on A4 paper. Contact the developer to customise the
position of the student name.

Page 232

1. Locate the booking/s you wish to print certificates for.

2. Select Student Certificate from the Print menu.

3. A sample certificate for the current record will be displayed on your screen.
You will be asked whether you wish to print a certificate for the Current record

or the Found set of records.

0.0 6 Print Certificate/s

Would you like to print a certificate for the current student? OR For

all students in the found set?

Cancel | Found

J Current

NB: When Current is selected in the dialog, the same will be selected in the

Print dialog box.

Print

Printer: | A Brother HL-45... @BarbaraSmith 4 ’\

Presets: = Default Settings

Copies: |1 | [/ Two-Sided
Pages: (o) All
_JFrom: 1 to: |1

| FileMaker Pro

a
v

“

Number pages from: |1

Print: () Records being browsed
(o) Current record

) Blank record, showing fields \‘ as formatted

(?) | PDF v| | Hide Details |

| Cancel | [ Print

NB: When Found is selected in the dialog, Records Being Browsed will be

selected in the Print dialog box.

Print

Printer: | A Brother HL-45... @BarbaraSmith % ’\

Presets: = Default Settings

il | [ Two-Sided

Pages: (o) All
_JFrom: |1 to: |1

Copies:

| FileMaker Pro

a
v

Number pages from: |1

Print: (e) Records being browsed
) Current record
) Blank record, showing fields | as formatted

(?) | PDF v | | Hide Details |

Cancel
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30/04/06

Sam Williams

The certificate will be date stamped on the bottom left corner.
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Printing a Record of Achievement

Use this command to produce a progress report displaying a student’s current set of goals
and progress towards completion. In many schools this list is printed on the reverse side of
the certificate. A record of achievement can however be sent in isolation.

1. Use the Finding a Booking function to locate the record you wish to produce
a Record of Achievement for.

2. The found record will be displayed in a list on your screen. (if the record is
incorrect repeat step 1)

w

. Select Record of Achievement from the Print menu.

SN

. 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
Print Page Setup

Script Is Paused | Continue

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

0.0 6 Message

Do you want to PRINT or EMAIL the Record of Achievement?

T

H

Cancel | Email [ Print \

6. Click Print to print the report, Email to save the report as a PDF and email to
the client, or Cancel to return to your original screen without printing.

Record of Achievement for william Smith
Level 4 - Dolphins

1 Bubble and breathe 10 metres

2  Kick on Back 10 metres

3 Breaststroke Kick 5 metres

4  Butterfly Armms 5 metres

Printing a Record of Achievement for the Found Set of Records

Use this command to produce progress reports displaying each student’s current set of goals
and progress towards completion. This command will produce a progress report for all
students in the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to produce Record of Achievements for.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Record of Achievement [Found Set] from the Print menu.

4. The first 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).

|
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Splash

S| & L)
Save as Excel Save as PDF Print  Page Setup
Y r— (T = ] T e

5. The Record of Achievement dialog will be displayed on your screen.

000 Email Record of Achievement

You are about to create Record of Achievement reports for 20

swimmers. Please specify whether you wish to EMAIL or PRINT the
reports?

| cCancel | Print Email

6. Click Print to print the report, Email to save the report as a PDF and email to

each client, or Cancel to return to your original screen without printing or
emailing.
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Printing Booking Reports
Printing a Student List for the Instructor
This report provides instructors with a list of students expected for each session.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

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

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages.

Splash
Save as Excel Save as PDF Print  Page Setup

Layous: [ FAPRT List I viewas:| = [ 5| | [extpreview ScriptIs Paused | Continue |

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

O 06 Message

Do you want to print the Instructor/Teacher lists

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

Attendance List

Instructor Listing for Barbara Smith

Wednesday
8
9:00 AM - Turtles (Learners Pool) Barbara Smith (1 Students) g
E X E R0 R RR 5 222 2
528 82K~ 283
William Jessop 12_10m  Tony Jessop | | I I I I | I | | I I I"l 5
2
10:30 AM - Turtles (Learners Pool) Barbara Smith (6 Students) g
N E L K o 2 QR 22 2
SR 882K >2853 %«
i &7 Bridgette 13.9m  NicolaRovinso |[P| | | | [ [ [ [ | | | [-]2
70 Jack McArthur 11.8m  AndrewMcArthu [P |A|A -7
Jamie watkins 6_2m P - 2
i &7 JanetKimble 3.8m  Amanda Kimble T TTTITUTIUTUTTT 0T e
{ &7 SamWilliams 4_0m Malcolm Willia -7
&7  Susan Aplin 3_0m Sylvia Aplin - 5
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Printing a List of Students for the Pool Deck Supervisor

This report provides a summary of attendance for each student booked in the selected
sessions. This report can be used by the pool supervisor to record attendance for all
sessions operating at a selected time.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

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

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages.

‘@06 Splash
s lC T ) » - S
(hEid| Total L] S| =
Pages Save as Excel Save as PDF Print  Page Setup
Y ra— T = crpt s Paused [ Corymue |

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

006 Message

Do you want to print the Instructor/Teacher lists

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

Attendance List

Supervisor Listing for Wednesday

9:00 AM - Turtles (Learners Pool) Barbara Smith (1 Students) é

[]

Barbara Smith 5 s § § g8 § § g 88 % E
William Jessop 12_10m  Tony Jessop I I I I I I I I I I I I I - | 5

9:30 AM - Dolphins (Main Pool) Brian Thomson (4 Students) é

[]

Brian Thomson 5 § § § 8 § § § 3 % g % E
«7@ Jack McArthur 11_8m Andrew McArthu ~-|15
7@ Katrina O'Donnell 13_8m  Patricia O'Don 4
{ 470 samsSmith 7_7m Barbara Smith ~| 10
: Tracey O'Donnell 11_5m Patricia O'Don I I I I I I I I I I I I I - | 3
9:30 AM - Seals (Main Pool) Brian Thomson (4 Students) '?é

[]

Brian Thomson 5 § § § 8 ;8 § § 3 g g % E

. ()0 Bily Jones 2.1m  David Jones PIPT T T T T T T LI I-]7
%7 John Thomson 8_6m Anthony Thomso Al I I I I I I I I I I I" 5
| & PeterWiliamson ~ 0_4m  Johnwiiamso [P| [ [ [ [ [ [ [ [ [ [ [-]&8
LI LT T T T T TTTI-]s

{470 wiliam Smith 4_4m David Jones
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Printing a List of Bookings

Information displayed in this report is defined by the found set of records (what is displayed in
your List View). Prior to generating this report you must perform a find to locate the group of
records you wish to report on.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

Select List of... Bookings from the Print menu.

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages.

Splash
5 y
Ad I3 | o] = L
Pages Save as Excel Save as PDF Print Page Setup
Cooue [FapRTis o viewss = [=] | | [orreien ] sctpt s Paused | Cor

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

‘OO0 6

Do you want to print the list of bookings?

|  Cancel PDF

Print

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

printing.
List of Bookings
Next
Student ID / Name Class Name Start Date / Time Term / Year Rebooked Term
35 David King Dolphins 9/5/14 2:00 PM 2 2014 Paid in Full Yes
7 Jessica Sinclair Dolphins 10/5/14 9:30 AM 2 2014 Paid in Full Yes
7 Jessica Sinclair Dolphins 10/5/14 2:00 PM 2 2014 Paid in Full Yes
166 william Smith Dolphins 4/5/14 9:30 AM 2 2014 Credit Yes
162 Lucas Smith Dolphins 4/5/14 2:00 PM 2 2014 Booking Made No
123 Jamie watkins Dolphins 4/5/14 9:00 AM 2 2014 Paid in Full Yes
7 Georgia Taylor Dolphins 4/5/14 9:00 AM 2 2014 Paid in Full Yes
103 Gareth Buchanan Dolphins 4/5/14 2:00 PM 2 2014 Paid in Full Yes
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Printing a Report of Account Balances

Information displayed in this report is defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to include in your
report.

A script has been added to the bookings file that will help you locate all bookings with monies
outstanding.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

Cj - >ookings “

3. Go to the Scripts menu to select Locate Bookings with Payment Overdue.

[l

ker Pro Advanced File Edit View Insert Format Bookings [EEIF{Gl Print Tools Help £ WO ¢ T AOKE Tuelddpm Q =
| Reconcile Booking Balance "
o i Update Student Details
o il ** Bookings Update Session Details 2 September 2014 \
Splash Update Attendance for a Date 7

T S Locate Bookings in Credit T e CReT e
d Booking d Booking S e ..
Filter By Student Name: Locate Bookings with Payment Overdue — —~

BookingID 41809
[Eveyone ] Add Goals [Found Set]

3 v Send Record of Achievement I Gosls [ Comments,
(Y Student ID .
Block Yoar | ‘QSwdentid 69 Send Record of Achievement [Found Set]
Name  Bridgette Robinson
Sort By ‘ First Name \/ ‘ Set Current Term Swimmers to Active
Gender F Age  13_11m
Anthony Apollo DOL Wed |4 |
Telephone 04 478 2491 L SendSMS u > 14 v 31912014 v
Barry Robinson boL wed Medical Send Broadcast Email fa = 100912014 =
Billy Jones SEA  Wed
Bobby Thomson SEA Sun Comments Roll Over Bookings to Next Term 14 v 17/912014 v
brenda thomas TUR Wed =
renda thor UR  Wed e Export Booking Data 14 v 24/9/2014 v
Bndgets IUE R Wed Export Booking Balance
Bruce Taylor SHA Tue Session |11 Bocking o[ Priery Coniac] Cost of Booking
Caroline SEA Fi
celns . v;‘ . Initial Cost $180.00
ia Brown e .
- ClassID  tur SessionID 7521 i i
Corey Marrison SEA Wed oo Q DiscountRate  10%  Type Percent  Discount Applied $18.00
Craig King TUR Sun assfiame | Turties Credit Due Credit Taken Credit Applied
Craig King DOL  Wed Claaslavalll 1 Value of Free Lessons $0.00
Craig King DOL  Sun Programme  Preschool Exit Value Written Off
David Kin DoL Fri
o €D nsiucior  garvara smin Late Payment Feo s000
debra Patterson TUR sat tocaton | Cosmers Poot
Frederick DOL Wed ocaten Payments Received $162.00
GarethBuchanan  SHA Fri sanoas arzote |0 End Dale | 26/5/2014 Balance Due 50.00
Gareth Buchanan SHA  Wed StartTime  10:30 AM Weekday = Wednesday
Gaylene DOL Wed Block 3 Year 2014 Payments by Direct Debit
Locate Family's
Georgia Taylor DOL  Sun Shift  Moming Payments Recelved Bookings with a Balance
Georgia Taylor SEA Wed Cost of Session
Hamy Wi SHA S Q  osite 146912 Lesson $162.00 Al
e ams " CostMethod  Cost Per Session Cost Unit $15.00
Hayden Hughson SEA  Wed
Jack McArthur DOL  Wed L2 Total Cost $160.00 -
Jack McArthur TUR Wed |[v| Payment Required By 712014 .
o= Browse

4. You will be requested to define the term and year for overdue accounts (leave
blank for all outstanding accounts).

0.0.6 Locate Overdue Bookings

Please enter the term for the bookings you wish to locate.

Term (leave empty for all terms)
3 J

Year (leave empty for all terms)
2014

[ Cancel | [ ok |

5. Click the OK button to locate bookings which are overdue for payment.

Splash
Current Block
Block| 3 |Year | 2014 2 September 2014 é
SortBy | First Name

D Student Name Age Class Name Weekday Start Time Instructor Block  Year Location |

Ko 3 93 Sandra Patterson 32m Sharks ‘ Tuesday 712014 1:00PM | Jane Brown 3 2014 Main Pool
K 33 Caroline Thomson 111m | Seals ‘ Friday 117712014 9:30AM | Barbara Smith 3 2014 Main Pool
Ko 158 simon thomas 4.8m Seals ‘ Friday 117712014 | 10:30AM | Brian Thomson 3 2014 Main Pool
e ] 77 Jessica Sinclair 10_6m | Dolphins ‘ Saturday 121712014 9:30AM |  Brian Thomson 3 2014 Main Pool
ke 123 Jamie watkins 6.5m Turtles ‘ Wednesday 9712014 | 10:30AM | Barbara Smith 3 2014 Learners Pool
Ko 71 Georgia Taylor O om Dolphins ‘ Sunday 137712014 2:00PM |  Brian Thomson 3 2014 Main Pool
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6. Select List of... Bookings $ Balances from the Print menu.

@ FileMaker Pro Advanced File Edit View Insert Format ki ScriptsmTools Help S MO ¢ D 9%EF Tuel:4Spm Q =

8 0 O Spl  Booking Confirmation ... >

Payment Reminder ...

I o = . L~ TP TSr. Y VI
“u Bookings List of Gl Students for the Instructor A

sPlash Summary of > Students for the Supervisor
[sontBy | FirstName v | Detail View A Booking FindBaoking | SowAiBGoknga g Chart Showing > Bookings pE—
ID_ Student Name Age Class Name V' Student Certificate
=3 93 Sandra Patterson 3.2m Sharks © Record of Achievement Bookings with Direct Debit Details
Q P — him - | Record of Achievement [Found Set] Achievemints Datailed
Q 551 simon Inomas 4.8m Seals | Send SMS > | Achievement Checklist - Portrait
Ach Checklist - Landscape
Q 77 Jessica Sinclair 10_6m | Dolphins Saturday 121712014 9:30AM |  Brian Thomsom 320 Wamn Foor
Q 123 Jamie watkins 6.5m Turties Wednesday 9712014 | 10:30AM | Barbara Smith 3 2014 Learners Pool
Q 71 Georgia Taylor O o Dolphins Sunday 131712014 2:00PM |  Brian Thomson 3 2014 Main Pool
Q 138 Craig King 6_1m Turtles Sunday 131712014 9:30AM |  Brian Thomson 3 2014 Learners Pool
Q 37 Celia Brown 13_4m | Seals Wednesday 9712014 | 11:00AM | Barbara Smith 3 2014 Main Pool
Q 139 Anthony Apolio 6.7m Dolphins. Wednesday 712014 1:30PM | Dave Smith 3 2014 Main Pool
Q 151 Mary Brown O som Seals Wednesday 9712014 | 11:00AM | Barbara Smith 3 2014 Main Pool
Q 164 Billy Jones O 2em Seals Wednesday 712014 9:30AM |  Brian Thomson 3 2014 Main Pool
Q 65  Wiliam Jessop 13_1m | Turties Wednesday 712014 9:00AM | Barbara Smith 3 2014 Learners Pool
Q 165 Joanne Jones 4_4m Seals Sunday 137712014 | 10:30AM | Dave Smith 3 2014 Main Pool
Q 85  Corey Morrison 12.5m | Seals Wednesday 9712014, 1:00PM | Brian Thomson 3 2014 Main Pool
Q 103 Gareth Buchanan ® 10_5m | Sharks Wednesday 712014 1:00PM |  Brian Thomson 3 2014 Main Pool
Q 157 brenda thomas 4_0m Turties Wednesday 9712014 | 10:30AM | Barbara Smith 3 2014 Learners Pool
Q 2012 Robert Harer 7_1m Turties Wednesday 712014 9:00AM | Barbara Smith 3 2014 Learners Pool
Q 2017 Jonathan Pull 5_0m Turtles ‘Wednesday 9/7/2014 10:00AM Lynda Wightman 3 2014 Learners Pool
Q 160  Paula Schwass O &sm Seals Wednesday 712014 1:00PM |  Brian Thomson 3 2014 Main Pool
Q 101 Frederick Buchanan ® 11.5m | Dolphins Wednesday 712014 1:30PM | Dave Smith 3 2014 Main Pool
Q 97 _ Gaylene Patterson 13 8m | Doiphins Wednesday 97712014 1:30PM | _Dave Smith 32014 Main Pool
| Displaying found set (34 out of 562).
oo Browse

7. The report will be previewed on your screen. Use the status panel at the top
of the screen to view subsequent pages. When you have finished viewing the
report click the Continue button (or Press ENTER). A message will be
displayed asking if you wish to print the selected report.

0.0 6 Print Report

Do you want to print the selected report?

| Cancel || PDF \m

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

Bookings - Current Balance of Booking

Balance as at 15/6/2014 :

Balance

Anderson (David Anderson) 09 897 9845 $364.50 :
Sally Anderson Turtles Wed LW Term:4 2014 $121.50
Sally Anderson Turtles Sun BS Term:4 2014 $121.50
Sally Anderson Turtles Sun BT Term:4 2014 $121.50
Aplin (Sylvia Aplin) 04 236 5981 $364.50
Susan Aplin Turtles Wed Lw Term:4 2014 $121.50
Susan Aplin Turtles Wed LW Term:4 2014 $121.50
Susan Aplin Turtles Wed LW Term:4 2014 $121.50
Apollo (Martha Apollo) 756 7898 $432.00
Anthony Apollo Dolphins Wed DS Term:3 2014 $108.00
Anthony Apollo Dolphins Wed DS Term: 4 2014 $81.00
Anthony Apollo Dolphins Wed DS Term: 4 2014 $81.00
Anthony Apollo Dolphins Sun BT Term:4 2014 $81.00
Anthony Apollo Dolphins Sun BT Term:4 2014 $81.00
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Printing a List of Direct Debit Payments

Information displayed in this report is defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to report on.

1.

Use the Finding a Booking function to locate the group of records you wish
to include in your report. To locate all records with outstanding money due
and also paying by direct debit enter “>0” in the amount field and Yes in the
Direct Debit field.

The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of... Bookings with Direct Debit Details from the Print menu.

The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

OO0 6 Print Report

Do you want to print the selected report?

Cancel | PDF | | Print |

Click Print to print the report, PDF to save a copy of the report, or Cancel to
return to your original screen without printing.

Bookings - Direct Debit Payment Summary
Schedule as at 27/1/2015

Amount Balance
Apollo (Martha Apollo) E
Anthony Apollo Dolphins Wed Block: 3 2014 $9.00 $81.00
Brown (Sam Brown)
Celia Brown Seals Wed Block: 3 2014 $9.00 $81.00
Brown (Peter Brown)
Mary Brown Seals Wed Block: 3 2014 $9.00 $81.00
Buchanan (Debbie Buchanan)
Frederick Buchanan Dolphins Fri Block: 3 2014 $9.00 $79.00
Hughson (Ngaire Hughson)
Stephanie Hughson Dolphins Wed Block: 3 2014 $9.00 $81.00
Jessop (Tony Jessop)
William Jessop Turtles Wed Block: 3 2014 $13.50 $121.50
Jones (David Jones)
Billy Jones Seals Wed Block: 3 2014 $9.00 $81.00
Joanne Jones Seals Sun Block: 3 2014 $9.00 $81.00
King (Nathan King)
Craig King Turtles Sun Block:3 2014 $13.50 $121.50
McArthur (Andrew McArthur)
Jack McArthur Turtles Wed Block:3 2014 $13.50 $40.50
Jack McArthur Sharks Wed Block: 3 2014 $9.00 $81.00
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Printing an Achievement List (Detailed)

The detailed assessment list provides a list of the found set of students and the goals they are
working towards. The result of any previous assessment within the same level is also
displayed on the report. Prior to generating this report you must perform a find to locate the
group of records you wish to include in your report.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of ... Achievements Detailed from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

.00 6 Message

Do you want to print the assessment list?

Cancel PDF | \ Print

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

printing.
Assessment List for Sunday
9:00 AM Dolphins (Barbara Smith)
Gareth Buchanan 10_2m Attempts:
1 Bubble and breathe 10 metres Mastered
4/4/2014
2 Kick on Back 10 metres Mastered
4/4/2014
3 Breaststroke Kick 5 metres Learning
Needs to work on 28/4/2014
4 Butterfly Arms 5 metres Learning
add a comment 28/4/2014
5 Testing a Level with 5 Goals Mastered
1/5/2014
6 Testing a Level with 6 Goals Mastered
28/4/2014
7 Testing a Level with 7 Goals Introduced
sjd kdj kjsd kfihds
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Printing an Achievement List (Checkboxes Only)

The assessment checkbox list provides a list of all students and single checkbox for each
goal. The result of their last assessment is displayed in each checkbox on the report.
Students displayed in this report are defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to include in your

report.

. Use the Finding a Booking function to locate the group of records you wish

to include in your report.

The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select List of... Achievement Checklist from the Print menu.

The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

00 6 Message

Do you want to print the assessment listing?

Cancel | PDF [ Print ]

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

Assessment Listing for Wednesday

1:00 PM - Sharks (Main Pool) Brian Thomson (3 Students) é

e o g g 2

2 ¢ ¥ & 8 8 5 5 =

. 00 wiliam Smith sam [ L LI I I I T ]
#  GarethBuchanan  10_2m ’ M ‘ ‘ M ‘ ‘ L ‘ ‘ L ‘ ‘ M ’ ‘ M ‘ ‘ | ‘ | M ‘ 2
- 00 veckMortrer  11em [ [ [ [ J[ J[ [ [ |
1:30 PM - Dolphins (Main Pool) Dave Smith (3 Students) jé

e o g g 2

2 ¢ ¥ & 8 8 5 & =

. 470 Jack McArthur tem [ owmf [ m| [ L[ M [ MM [ ][ |
: Anthony Apollo 6_4m ’ ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘ | ‘ ‘ ‘ ‘ | ‘ 8

1 1 1 1 1 1 1

I 1 -

NB: Select the landscape format if you have greater than 8 goals to display.
Splash supports a maximum of 17 goals in this view

Assessment Listing for Wednesday
1:00 PM - Sharks (Main Pool) Brian Thomson (3 Students) ‘é
e o 3 £ o g
B & § £ 8 8 5 & 8 & %
o witemsmin aam [ |[ J[ 1[0 L 0 I I
# Garomsuonanan  tozm | w ][ ||| w[ w0 w)[ ||| =
o sokwonur  viem |||\ e
1:30 PM - Dolphins (Main Pool) Dave Smith (3 Students) ‘gi
x 2 5}
2 2 g E ° =
8 2 ¥ £ 8 8 5 5 8 0 -
0 sacwonr wem [l [l [ () o [ ] e
pavonypgotoeam ||| e
% prodeck S N o o
2:30 PM - Dolphins (Main Pool) Barbara Smith (4 Students) ‘é
2 o)
e e 3 E o =
8 2 ¥ £ 8 8 &5 5 8 o £
L T e

A A A A A e e e e A e
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Printing an Attendance Summary by Week Day

This report displays the total number of students who have attended sessions in the selected
term. Information displayed in this report is defined by the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

Select Summary of... Attendance by Weekday from the Print menu.
4. A dialog will be displayed asking which attendance code you wish to analyse.
Enter the attendance code you require and click OK.
OO0 6 Specify Attendance Code : m
{
Please specify the attendance code you would like to report
on.
Attendance Code
P
| Cancel | { OK \

5. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

10006 Message
Would you like to print the Attendance Summary?
Cancel PDF | [ Print ]

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

Summary of Attendance
Attendance Code : P
Term 2 - 2014
5 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 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
5 7/05 14/05 21/05 28/05 4/06 11/06 18/06 25/06 2/07
Wednesday 5 2 5 5 4 0 0 0 0 0 0 0 0
Dolphins 2 1 2 2 2 0 0 [ 0 0 0 0 0
Seals 1 1 1 1 1 0 0 0 0 0 0 0 0
Turtles 2 0 2 2 1 0 0 0 0 0 0 0 0
3 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 0
Seals 2 2 2 2 1 0 0 0 0 0 0 0 0
Page 244 User Documentation — Splash V6.0




Printing a Summary of Bookings by Class Name

This report displays the total number of students booked in each type of class for each day of
the week. Information displayed in this report is defined by the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of... Bookings by Class Name from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

0.0 6 Message

Do you want to print the selected report?

| Cancel PDF | Print ]

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

Summary of Bookings

Summary by Class Name Number Number Number
of Bookings of Exits of Catchups

Term: 2 2014 36 1 6
Dolphins 17 0 1
Friday 1 0 0

Saturday 2 0 0

Sunday 9 0 1

Tuesday 3 0 0

Wednesday 2 0 0

Seals 1 1 0
Friday 2 0 0

Sunday 7 1 0

Tuesday 1 0 0

Wednesday 1 0 0
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Printing a Summary of Bookings by Week Day

This report displays the total number of students booked in each type of class for each day of
the week. Information displayed in this report is defined by the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of... Bookings by Weekday from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

7

Message

Do you want to print the selected report?

[ No ] [ Yes ]

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

Summary of Bookings

Summary by Weekday Number Number Number
of Bookings of Exits of Catchups

Term: 2 2014 36 1 6
Friday 3 0 0
Dolphins 1 0 0

Seals 2 0 0

Saturday 2 0 0
Dolphins 2 0 0

Sunday 21 1 1
Dolphins 9 0 1

Seals 7 1 0

Sharks 1 0 0

Turtles 4 0 0
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Printing a Summary of Bookings by Shift

This report displays the total number of students booked in each type of class within each
shift. Information displayed in this report is defined by the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of... Bookings by Shift from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

0.0 6 Message

Do you want to print the selected report?

| Cancel PDF

L Print ]

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

Summary of Bookings

Summary by Shift Number Number Number
of Bookings of Exits of Catchups

Term: 2 2014 36 1 6
Afternoon 7 0 0
Dolphins 7 0 0

Morning 29 1 6
Dolphins 10 0 1

Seals 11 1 0

Sharks 2 0 0

Turtles 6 0 5
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Printing a Summary of Bookings by Program

This report displays the total number of students booked in each class within each program.
Information displayed in this report is defined by the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Summary of... Bookings by Program from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

0.0 6 Message

Do you want to print the selected report?

Cancel | PDF | | Print ]

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

Summary of Bookings

Summary by Program Number Number Number
of Bookings of Exits of Catchups

Term: 2 2014 36 1 6
Preschool 6 0 5

Turtles 6 0 5

School Age 30 1 1
Dolphins 17 0 1

Seals 11 1 0

Sharks 2 0 0
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Printing a Summary of Revenue by Class

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

1. Use the Finding a Booking function to locate the group of records you wish

to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

Select Summary of... Revenue by Class Name from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.

O 0O 6

Message

Do you want to print the selected report?

Cancel

PDF

{ Print

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

printing.

Summary of Booking Revenue
as at 15/6/2014 Total Total Value VEree Tate Value Total Total

Cost Discount Credits Lessons Payment Exits Paid Outstanding
Dolphins $750.00 $88.50 $2.00 $3.00 $0.00 $0.00 $544.00 $112.50
Friday $0.00 $0.00 $0.00 $0.00 $0.00
Saturday $120.00 $12.00 $0.00 $0.00 $0.00 $108.00 $0.00
Sunday $400.00 $53.50 $2.00 $3.00 $0.00 $0.00 $274.00 $67.50
Tuesday $90.00 $9.00 $0.00 $0.00 $0.00 $81.00 $0.00
Wednesday $140.00 $14.00 $0.00 $0.00 $0.00 $81.00 $45.00
Seals $550.00 $45.00 $0.00 $0.00 $0.00 $162.00 $343.00
Friday $0.00 $0.00 $0.00 $0.00 $0.00
Sunday $360.00 $36.00 $0.00 $0.00 $0.00 $162.00 $162.00
Tuesday $90.00 $9.00 $0.00 $0.00 $81.00
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Printing a Summary of Revenue by Weekday

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

Use the Finding a Booking function to locate the group of records you wish
to include in your report.

. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

Select Summary of... Revenue by Weekday from the Print menu.

. The report will be previewed on your screen. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

00 6 Message

Do you want to print the selected report?

Cancel [ PDF | f Print

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

Summary of Booking Revenue
as at 15/6/2014 Total Total Value Val:g i!;: Value Total Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
Friday $0.00 $0.00 $0.00 $0.00 $0.00
Dolphins $0.00 $0.00 $0.00 $0.00 $0.00
Seals $0.00 $0.00 $0.00 $0.00 $0.00
Saturday $120.00 $12.00 $0.00 $0.00 $0.00 $108.00 $0.00
Dolphins $120.00 $12.00 $0.00 $0.00 $0.00 $108.00 $0.00
Sunday $850.00 $98.50 $2.00 $3.00 $0.00 $0.00 $436.00 $310.50
Dolphins $400.00 $53.50 $2.00 $3.00 $0.00 $0.00 $274.00 $67.50
Seals $360.00 $36.00 $0.00 $0.00 $0.00 $162.00 $162.00
Sharks $90.00 $9.00 $0.00 $0.00 $81.00
Turtles $0.00 $0.00 $0.00 $0.00 $0.00
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Printing a Summary of Revenue by Shift

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

1. Use the Finding a Booking function to locate the group of records you wish

to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

Select Summary of... Revenue by Shift from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.

O 0O 6

Message

Do you want to print the selected report?

Cancel

PDF

{ Print

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

printing.

Summary of Booking Revenue
as at 15/6/2014 Total Total Value V:::: tlal‘:: Value Total Total

Cost Discount Credits Lessons Payment Exits Paid Outstanding
Afternoon $440.00 $44.00 $2.00 $3.00 $0.00 $0.00 $265.00 $126.00
Friday $0.00 $0.00 $0.00 $0.00 $0.00
Saturday $120.00 $12.00 $0.00 $0.00 $0.00 $108.00 $0.00
Sunday $180.00 $18.00 $2.00 $3.00 $0.00 $76.00 $81.00
Tuesday $90.00 $9.00 $0.00 $0.00 $0.00 $81.00 $0.00
Wednesday $50.00 $5.00 $0.00 $0.00 $0.00 $0.00 $45.00
Morning $1,130.00 $107.50 $0.00 $0.00 $0.00 $441.00 $581.50
Friday $0.00 $0.00 $0.00 $0.00 $0.00
Saturday $0.00 $0.00 $0.00 $0.00 $0.00
Sunday $670.00 $80.50 $0.00 $0.00 $0.00 $360.00 $220.50
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Printing a Summary of Revenue by Program

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of
records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

Select Summary of... Revenue by Program from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press

ENTER). A message will be displayed asking if you wish to print the selected
report.

00 6 Message

Do you want to print the selected report?

Cancel [ PDF | f Print

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

printing.

Summary of Booking Revenue
as at 15/6/2014 Total Total Value V:::: Elal‘;z Value Total Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
Preschool $180.00 $9.00 $0.00 $0.00 $0.00 $0.00 $171.00
Turtles $180.00 $9.00 $0.00 $0.00 $0.00 $0.00 $171.00
School Age $1,390.00 $142.50 $2.00 $3.00 $0.00 $0.00 $706.00 $536.50
Dolphins $750.00 $88.50 $2.00 $3.00 $0.00 $0.00 $544.00 $112.50
Seals $550.00 $45.00 $0.00 $0.00 $0.00 $162.00 $343.00
Sharks $90.00 $9.00 $0.00 $0.00 $81.00
Total Reported $1,570.00 $151.50 $2.00 $3.00 $0.00 $0.00 $706.00 $707.50
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Printing a Summary of Exits by Date

This report displays the total payments received, discounts, credits given, and expected
revenue for the found set of records.

1. Select Summary of... Exits by Date from the Print menu.

2. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and the End Date for the period you would like the report to
cover. Click OK.

006 Specify Dates for Reporting

Please specify the start and end date for the reporting period.

Start Date
1/1/2014

End Date
30/6/2014|

| Cancel | OK J

3. Splash will locate any booking where the exit date falls between the two dates
you have specified.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

00 6 Print Report

Would you like to print the Summary of Exits?

|  Cancel [ PDF [ OK ]

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

printing.
Summary of Bookings
Summary of Exits Number Number Number
of Bookings of Exits of Catchups

Financial 1 1 0
Goals Met 12 12 0
lliness 1 1 0
Injury/lliness 1 1 0
Loss of Interest 2 2 0
Other 1 1 0
other Commitments 2 2 0

NB: Catchup lessons are NOT included in exit reporting.
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Printing a Custom Report

In addition to the generic bookings reports, Splash provides custom report writing by way of
the custom report screen.

Displaying the Custom Report Writer

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Click once on the Custom Report button displayed in the blue stripe at the top
of your screen. |

Splash

e v Bookings Torm Year 16 June 2014
Splash

SortBy | First Name v | Detail View Add Booking FindBooking ~ Show All Bookings  Delete Booking Custom Reports
ID  Student Name Age Class Name Weekday Start Time Instructor Term  Year Location |

4. The report writer will be displayed on your screen.

r_O O O . Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name I Summary by Shift and Instructor v

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Shift v

Group2  Summarize by Instructor Name v

Group 3 v
Show Detail [ ]

Step 3: enter Report Title
Report Title Summary by Shift and Instructor

Step 4 Produce Report ok

# cancel

Defining a Summary Report

The custom report writer is divided into three areas. Upon completion of the three sections
you are ready to generate your custom report. Create your custom report by completing the
steps outlined below:

1. Select the items to include in the report
2. Choose the information to be included in your report.

3. Give your report a title.
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The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each category you have defined at levels

one, two and three.

If you wish to include detailed information about each family in your report, click the Show

Detail in Report button.
Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Shift

Group2  Summarize by Instructor Name

Group 3

Show Detail

Defining a Summary Report (No Detail)

The sample report below demonstrates the use of summary levels.
been provided to assist you in structuring your report.

Step 2: Choose/Update Report Summary Groups
Group1  Summarize by Shift

Group2  Summarize by Instructor Name

Group 3

Show Detail [ ]

Drop-down menus have

Information in the report below has been grouped by the categories as defined above.

Defining a Summary Report (Show Detail)

Information in the report below has been grouped by the categories defined above, however

this time Show Detail in Report has been selected.

Summary of Bookings

Summary by Shift and Instructor ofrél‘l)rgll:ﬁ‘rg .
Afternoon 10
Barbara Smith 6
Brian Thomson 4
Morning 53
Barbara Smith 21
Brian Thomson 21
Dave Smith 4
Jane Brown 2
Lynda Wightman 5

Number
of Exits

0
0

o

o O O o N DN

Number
of Catchups

0
0

If you wish to include detailed information about each session in your report, click the Show

Detail in Report button.

User Documentation — Splash V6.0

Page 255




Defining a Summary Report (No Detail)

The sample report below demonstrates the use of the summary levels. Drop-down menus
have been provided to assist you in structuring your report.

Summary of Bookings

Summary by Shift and Instructor ofNBl:)rgll()i?lrgs l:;.lgxl::?sr Of%ljar:::tl,]?lrps

Afternoon 10 0 0
Barbara Smith 6 0 0

Barry Robinson 46 Hillcrest Road, Johnsonville, Wellington 4007 04 478 2491

Craig King 46 Brooklyn Rd, Brooklyn, Wellington 4008 05 678 4564

Jenny Williams 171 Chapel St, Khandallah, Wellington 4005 04 477 8952

Paula Schwass 123 Any St, Wellington 6440 478 4616

Sarah Williams 171 Chapel St, Khandallah, Wellington 4005 04 477 8952

Stephanie Hughson 98 Barrett St, Ngaio, Wellington 4007 04 654 9524
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Printing a Chart
Printing a Chart Showing Bookings by Instructor

This report displays as a graph; it shows the number of bookings for each instructor within the
found set of records.

1.

Use the Finding a Booking function to locate the group of records you wish
to include in your report.

. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

Select Chart Showing... Bookings by Instructor from the Print menu.

r_(ﬁ_(;o - 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 Instructor Name v

Step 3: Enter Report Title
Report Title Summary of Bookings

Step 4: Produce Report oK &

|
# cancel

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

Default data will be set at each of the three steps.
Step 1 = Summary of Bookings

Step 2 = Group 1 set to Summarize by Instructor
Step 3 = Report Name set to Summary by Instructor.

Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

o] &

Save as Excel Save as PDF Print  Page Setup.

Pages
Layout: [ FAPRT List 2| viewas:

=H=)| T e
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Summary of Bookings

H Bookings [@ Catchups B Exits

40 40

35 35

30

25
20
15
10
5
o

Barbara Smith Brian Thomson Dave Smith Jane Brown Lynda Wightman
Summarize by Instructor Name

No of Students
N
o

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

0.0 6 Print Report

Would you like to print the selected report?

| Cancel [ PDF [ [ Print |

Printing a Chart Showing Bookings by Class Name

This report displays as a graph; it shows the number of bookings for each Class Name within
the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Class Name from the Print menu.

—_ .
O 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

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

5. Default data will be set at each of the three steps.
Step 1 = Summary of Bookings
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Step 2 = Group 1 set to Summarize by Class Name
Step 3 = Report Name set to Summary by Class Name.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.
00806 Splash
£ I |-y (™ )
Pages Save as Excel Save as PDF Print  Page Setup
S a— T sttt
Summary of Bookings
M Bookings @ Catchups B Exits
30 30

25 25

20

N
o

No of Students
o

10

-
o

Dolphins Seals Sharks Turtles
Summarize by Class Name

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

006 Print Report

Would you like to print the selected report?

| Cancel [ PDF

[ print |

Printing a Chart Showing Bookings by Shift

This report displays as a graph; it shows the number of bookings for each shift within the
found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Shift from the Print menu.
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Produce Summary Report

Step 1 : choose Existing Report Format
Report Name Summary of Bookings v

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

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

5. Default data will be set at each of the three steps.
Step 1 = Summary of Bookings
Step 2 = Group 1 set to Summarize by Shift
Step 3 = Report Name set to Summary by Shift.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.
‘@0 " i Splash
CETY | Sm— 0 | s L
Pages Save as Excel Save as PDF. Print Page Setup

——— T

Summary of Bookings

M Bookings [@ Catchups W Exits

80 80
70 70
60

50

[
o

40

No of Students
D
o

30

w
o

20

) _
0

Afternoon Morning

Summarize by Shift

8. The Print Report dialog will be displayed on your screen.
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OO0 6 . Print Report

Would you like to print the selected report?

Cancel [ PDF [ Print ]

Printing a Chart Showing Bookings by Program

This report displays as a graph; it shows the number of bookings for each program within the
found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Program from the Print menu.

f_(j O 6 " Produce Summary Report

EID Specify Report Format

Step 1 : Choose Existing Report Format

Report Name Summary of Bookings v

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Program v

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

5. Default data will be set at each of the three steps.
Step 1 = Summary of Bookings
Step 2 = Group 1 set to Summarize by Shift
Step 3 = Report Name set to Summary by Shift.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

S| & L

Save as Excel Save as PDF Print  Page Setup.

ages
Layour: st I viewss: = [ | Script Is Paused | Continue
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Summary of Bookings

M Bookings [@ Catchups M Exits

60 60
55 55
50 50
45 45
0 %0 40
S 35 35
©
=
& 30 30
i
O 25 25
2
20 20

Preschool School Age
Summarize by Program

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

00 6 . Print Report

Would you like to print the selected report?

| cancel || PDF \[—W]

Printing a Chart Showing Bookings by Weekday and Instructor

This report displays as a graph; it shows the number of bookings for each instructor within
each weekday for the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Weekday and Instructor from the
Print menu.

r(j O O Produce Summary Report

— | Specify Report Format

Step 1 : choose Existing Report Format
Report Name Summary by Weekday v

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

4. The Produce Summary Report dialog will be displayed on your screen.
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5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Instructor Name
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

e R
S e = | Srpt s Paused

Summary by Weekday

B Monday [ Tuesday B Wednesday H Thursday W Friday @ Saturday W Sunday

24 24
22 22
20 20
18 18
16 16
12}
G 14 14
k]
2
n 12 12
©
o 10 10
=z
8 8
6 6
4 4
0 o i 0 T
Barbara Smith Brian Thomson Dave Smith Jane Brown Lynda Wightman

Summarize by Instructor Name
e

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

0.0 6 . Print Report

Would you like to print the selected report?

PDF

[ Print ]

Cancel |

Printing a Chart Showing Bookings by Weekday and Class Name

This report displays as a graph; it shows the number of bookings for each class name within
each weekday for the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Weekday and Class Name from the
Print menu.

User Documentation — Splash V6.0 Page 263



r_O O 6 Produce Summary Report

Specify Report Format

Step 1 : choose Existing Report Format
Report Name = Summary by Weekday v

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

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Class Name
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

O R = P e

Save as Excel Save as PDF Print  Page Setup

st is sed [commur |
Summary by Weekday
B Monday [ Tuesday B Wednesday M Thursday M Friday Saturday B Sunday
20 20
18 18
16 16
14 14
E2]
< 12 12
(0]
ke
=]
& 10 10
—
o
o 8 8
P4
6 6
4 4
. Il 1l il 1.
0 i ‘ann EL I
Dolphins Seals Sharks Turtles
Summarize by Class Name

8. The Print Report dialog will be displayed on your screen.
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OO0 6 . Print Report

Would you like to print the selected report?

Cancel [ PDF [ Print ]

Printing a Chart Showing Bookings by Weekday and Shift

This report displays as a graph; it shows the number of bookings for each shift within each
weekday for the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Weekday and Shift from the Print
menu.

f_(ﬁ O 6 Produce Summary Report

EID Specify Report Format

Step 1 : choose Existing Report Format
Report Name Summary by Weekday v

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

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

5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Shift
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

crpt s Paused | Continue |
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Summary by Weekday
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8. The Print Report dialog will be displayed on your screen.

00 6 . Print Report

Would you like to print the selected report?

| cancel || PDF \[—W]

Printing a Chart Showing Bookings by Weekday and Program

This report displays as a graph; it shows the number of bookings for each program within
each weekday for the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1)

3. Select Chart Showing... Bookings by Weekday and Program from the

Print menu.
(_(j—(s-é M ~P;oduce Summary Report
— | Specify Report Format

Step 1 : choose Existing Report Format
Report Name Summary by Weekday v

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

4. The Produce Summary Report dialog will be displayed on your screen.
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5. Default data will be set at each of the three steps.
Step 1 = Summary by Weekday
Step 2 = Group 1 set to Summarize by Program
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

Ci =
jes Save as Excel Save as PDF Print  Page Setup
M‘wﬁmw Scrpt s Paused
Summary by Weekday
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8. The Print Report dialog will be displayed on your screen.

0.0 6 - Print Report

Would you like to print the selected report?

| Cancel ( PDF

[ Print ]
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Processing Direct Debit Payments

Splash direct debit payments are process through the clearing house Merchant Warrior. In
order to process payments you must first set up an account with Merchant Warrior. Go to
www.merchantwarrior.com to create your account.

Following setup of your Merchant Warrior account you must record the client’s bank account
details in Splash for any family you wish to include in your DD schedule. The bookings you
wish to process by direct debit must have “Yes” specified in the direct debit field.

Direct debit processing is a precise operation that requires specific information exists in a

number of locations as outlined below:

School Details - Enter your Merchant Warrior account details

‘800

Splash
“§%¥ ** School Details 28 January 2015
¢
Splash
Displaying details for:
rovr Srifs Document Defaults
SchoolName  Your School Name Here
E Line 1 Street Address Contact Details
LIMITED 3 Line2 2ndLine of Street Address Full Name
b
5 Suburb Suburb Telephone
é city cimy -
-
Country Code 64 Post Code 1234
Motile
You Schoot Mane Hora el
Street Address, 8 Line1 PO Box2086
2nd Line of Street Address, 14 Line 2
glﬁ?\ymzu g b Accounts Contact
i
E Suburb Kuripuni Full Name
5 Clity MASTERTON
Tolophone: Tolsphone
Fax: Country Code 64 Post Code 5842 F
ax
Emait:
— Mobile
Website:
Email
Logo Ciick Arow to Insert Logo. { e
ABN 123456789
Accopt Credit Card Piments (@ Visa
X Mastercard
Diners
Direct Debit Processing
LIMTTED Account Name 5428734ca5cd11, Tt Hode
\ 4 i
Account Password rkoietik (=R
APIPhrase  vn3uydxc 2
100 = ¢ Browse

NB: Direct debit payments cannot be processed while the system is in test mode.

Family File - Enter bank details on the family file, set Payment by Direct Debit to Yes. You
must also complete the family contact name and address details (including postcode).

Primary Contact

‘ Other Contact ‘ Emergency Contact ‘ Comments

Referred From

Exit Reason

Alert Message

Discount Rate

Preschool

Referral Family (if applicable)

Exit Date

Preferred Client

Type
Payment by Direct Debit

Bank Account Number — ##-#  #HEHHRRHEE

Yes

v

v

Once entered the bank account will be represent by # symbols
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Booking Record — Payment by Direct Debit must be set to Yes, Next Payment Due amount
must be defined.

Splash

800

Bookings
Splash
Filter By Student Name:
3 v
Block Year
Soily
Anthony Apollo DOL Wed [4]
Barry Robinson DOL Wed
Billy Jones SEA Wed
Bobby Thomson SEA Sun
brenda thomas. TUR Wed
Bridgette TUR Wed
Bruce Taylor SHA Tue
Caroline SEA Fil
Celia Brown SEA  Wed
Corey Morrison SEA Wed
Craig King TUR Sun
Craig King DOL  Wed
Craig King DOL Sun
David King poL Fi
debra Patterson TUR sat
Frederick poL Fi
GarethBuchanan  SHA  Fri
Gareth Buchanan  SHA Wed
Gaylene DOL  Wed
Georgia Taylor DoL Sun
Georgia Taylor SEA Wed
Harry Williams SHA Sun
Hayden Hughson SEA Wed
Jack McArthur DOL  Wed
Jack McArthur TUR Wed
Jack McArthur DOL  Wed
Jack McArthur SHA  Wed
Jarmie watkins TUR Wed
Janet Kimble TUR Wed
Jason Smith TUR Wed |v]

28 J. 2015 4
anuary &

T -

Booking ID 2379

g Student D 35
Name  David King

Gender M Age  11_10m

Telephone | 05 678 4564

Medical
Comments
Catchup | No
Session Booking Info [ Primary Contact
ClassID | poL QySession D | 1801

Class Name | Dolphins
ClassLevel | 4

Programme | School Age

@ Instructor | Brian Thomson

Location | Main Pool

StartDate | 9122014 |E EndDate  23/412014
Start Time | 2:00 PM Weekday ~ Sunday
Block | 1 Year 2014
shift  Afteroon
Cost of Session
CostMethod | Cost Per Session Cost Unit $10.00
No. of Sessions | 10 Total Cost $100.00
Payment Required By | 9/2/2014

Attendance and Payments Goals [ Comments
Student Attendance Credits Eamt
91212014 ” 91312014 6/4/2014 v
1612/2014 v 167312014 130412014, v
231272014 v 231372014 20412014 v
2312014 v 30312014 —
Cost of Booking
Initial Cost $100.00
DiscountRate  10% | Type Percent  Discount Applied $10.00
Credit Taken Credit Applied
Value of Free Lessons
Exit Value Writen Off
v Late Payment Fee
Payments Received -$90.00
Payments by Direct Debit 6 Yes stonce bue m
$ NextPayment Due [
ocate Family's
PR Bookings with a Balance
Qg 2600414 146776 Lesson $90.00 4
v

100 =/ 1 Browse

Additional documentation is available to support direct debit processing. The additional
documentation guides you through monitoring the success (or otherwise) of each payment.

Defining a Family for Direct Debit

—_

update.

. Use the Finding a Family function to locate the family record you wish to

2. When the correct family screen click once on the comments tab card.

Splash
Families 28 January 2015 $ P
Splash A >
Filtor By Family Name: Show Al E——
smitn Status Active v |
SortBy [ FamiyName  ¥|| Famiy Bookings I Accounts. I Custom Fields. ]
SMITH (Barbara Smith) [a] Famiy[D | 2
SMITH (3160t Smiy Name | Smith Total Enrolments (50) BlocidYear
SMITH (Daniel ) Family Members Q & 1002114 Mon 200PM  Dolphins. 1 2014 |4
() [Q Sam Smith 8_2m [; Q 6/02/14 Thu 10:30AM  Seals. 1 2014
% [Q Nenosssmin oam | Q & 1002114  Mon  930AM Dolphins 1 2014
[ dacot smin szm_[v] QO woz1e Tue  1030AM Seais 2014
G Q R 60514 Tue 9:30AM  Dolphins 2 2014
Q ® aosina S 200PM _Dolphins 2 2014
QR 60514 Tue  1030AM Seals 2 2014
QR 40514 Sun 930AM  Seals 2 2014
QO so2n Wed  930AM Dolphins 1201 ||
OKioEmat  Yes  |v QO mam Mon  200PM Dolphins 1201
QO so2m Wed  1030AM Seals 1 20m
Primary Contact | Other Contact | Emergency Contact | Commens | QO o Mon  930AM Seals 1 2011
retorad From | S30a - Q © 270411 Wed  930AM Dolphins 2 20m
eforal Famiy (¢ spicab) QO 20sm Mon  200PM Dolphins 2 20m
Q © 270411 Wed  1030AM Seals 2 20m
Exit Reason v QO 20sm Mon  930AM Seals 2 20m
ExitDate QO w22 Wed  930AM Dolphins T 202
Q © 130212 Mon  200PM Dolphins 1 2012
Alert Message Q 8i02112 Wed  10:30AM Seals 1 2012
QO 130212 Mon  930AM Seals 1 2012
Prefored Ciont | ves v QO 20512 Wed  930AM Dolphins 2 2012 |v]|
First Booking 7211 LastBooking 1377114
Discount Rate 5% Type  Percent |v
Payment by Direct Debit  ves | v = St Roason .
Exit Date
Bank Account Number  #b-ii ks
0= Browse

Change Payment by Direct Debit to Yes.

The Restricted Access dialog will be displayed on your screen. Re-enter your
login password and click OK to continue.
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100 6 Restricted Access

Please enter password to access Direct Debit information.

Password

| Cancel | oK J

5. The Enter Bank Details dialog box will be displayed on your screen. You
must enter both the BSB and the Account Number in the dialog box that is
displayed. Follow the onscreen prompt for the number of characters in each
field.

[co6 Enter Bank Details

J Enter Bank Details i

" BSB (6 characters)
| |720-100

f Account Number (min 4 and max 9 characters)
|

1 227160

Cancel | | OK J

6. Click OK to save the bank details and return to the family file.
Locating Family Direct Debit Errors

When defining a family for direct debit key pieces of information must exist on the family file.
The file must contain the full name of the contact, address details (incl. postcode), and a valid
bank account number. If any of the above information is missing an error message will be
displayed on the family file.

Primary Contact ‘ Other Contact Emergency Contact ‘ Comments

Referred From Existing Client v

Referral Family (if applicable)

Exit Reason v

Exit Date

Alert Message Must Pay at Time of Booking

Preferred Client v ‘
Discount Rate Type ‘ v
Payment by Direct Debit | ygg v

Bank Account Number — ##i-#  #HEHHERH

Defining a Booking for Direct Debit

Direct debit information for a booking is copied from the family file. Whether a booking will be
included in a direct debit schedule is based simply on whether the Direct Debit field contains
“Yes”.

If insufficient information has been entered to enable the direct debit to be processed a
warning symbol will appear on the page. This symbol may appear for several reasons.

*  Next payment amount is empty Payments by Direct Debit @ Yes

* Next payment amount exceeds the amount due T
* Incomplete details on the family record

NB: Place your cursor over the warning symbol to see source of the error.
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Locating Payments for Direct Debit Processing
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

C‘j - >ookings “

3. The Booking data entry screen will be displayed.

[l

4. Choose Direct Debit... Locate Bookings for Processing from
the scripts menu.

@& FileMaker Pro Advanced File Edit View Insert Format Bookings [FSS{l Print Tools Help WYMO ¢ 3 = 10%EF Wed5:22pm Q
8 00 . Reconcile Booking Balance "

Update Student Details

;

Bookings Update Session Details 28 January 2015 .
Splash Update Attendance for a Date o
Locate Bookings in Credit —cEEEE™
Ings In | DD List >
Filter By Student Name: Locate Bookings with Payment Overdue
Everyone . Add Goals [Found Set]
Send Record of Achievement Gosls \ Conments
Block Yoar | XSwdentiD 35 Send Record of Achievement [Found Set]
Name  David King
SortBy | First Name v] Set Current Term Swimmers to Active Credits Earnt
Gender M Age 11_tom
Anthony Apollo DOL Wed 2] oY 05675 4504 Direct Debit > Locate Bookings for Proces:
Barry Robinson DOL Wed W e
v
Billy Jones SEA  Wed (] Send SMS >
Bobby Thomson SEA Sun Comments Send Broadcast Email 14 v 201412014 v
brenda thomas TR Wed Roll Over Bookings to Next Term 14 % - v
Bridgette TUR Wed
Bruce Taylor SHA Tue Export Booking Data Cost of Booking
Caroline SEA Fi Export Booking Balance
Inital Cost $100.00

Celia Brown SEA Wed
Corey Morrison SEA Wed cn| DiscountRate  10% | Type Porcent  Discount Applied $10.00
Craig King TUR Sun ° Credit Due Credit Taken Credit Applied
Craig King DOL  Wed = T Value of Free Lessons
Cralg King DOL Sun Exit Value Writen Off
David King ooL i Class 1D | poL Qg Session D | 1801 Late Payment Fee
debra Patterson TUR sat
Frederick DOL Fri Class Neme | Dofphing Paymenis Received -$90.00
Gareth Buchanan SHA Fri ClassLevel | 4 Payments by Direct Debit (@) Yes Satance Due $180.00
Gareth Buchanan  SHA Wed Programme | School Age $ NextPayment Due -
Gaylene DoL Wed €D rrstructor | grian Thomson
Georgia Taylor DOL Sun Loction | Main Pot Payments Recelved
Georgia Taylor SEA Wed
Harry Willams SHA Sun StartDate | 9122014 |E EndDate  23/4/12014 Q260414 146776 Lesson -$90.00 A
HaydenHughson ~ SEA Wed Start Time | 2:00PM Weekday ~ Sunday
Jack MoArihur DOL  Wed Block | 1 Year 2014
Jack MoArihur TUR Wed shit  Aftemoon
Jack MoArihur DOL  Wed Cost of Session
Jack MoArihur SHA Wed

CostMethod | Cost Per Session Cost Unit $10.00
Jamie watkins TUR Wed
Janet Kimble TUR Wed lolclissezione) 10 Total Cost $100.00

= v
Jason Smith TUR Wed [v Payment Required By | 9/2/2014
0= Browse

5. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.

[O O 6 Locate Payments

Enter find criteria for payment processing.

Term

Year
12014

Cancel | [ ok |

6. Splash will locate all bookings for the selected term which have
an outstanding balance and are eligible for processing. The list
will be displayed on your screen.

80606 emsncalash
Current Block
Bookings Bock | 3 |Year | 2014 28 January 2015
Splash

Sort By First Name Y.

D Student Name Age Class Name Weekday Start PaymentbyDD DD Amount  Block  Year Balance Due DD Processed DD Resp
Q 93  Sandra Patterson 3_2m Sharks Tuesday 81712014 Yes $9.00 3 2014 $27.00 29/10/2014 5:25:3.00pm Transaction Succee
Q 33 Caroline Thomson 11_1m Seals Friday 1172014 Yes $9.00 3 2014 $72.00 29/10/2014 5:25:3.00pm Transaction Succee
Q 158  simon thomas 4_8m Seals Friday 11712014 Yes $9.00 3 2014 $7200  Contact Suname Missing 29/10/2014 5:25:3.00pm Transaction Succee
Q 77 Jessica Sinclair 10_7m Dolphins Saturday 12172014 Yes $10.00 3 2014 $81.00  City Missing 29/10/2014 5:25:8.00pm MWE Validation ern
Q k4l Georgia Taylor 9_2m Dolphins ‘Sunday 131712014 Yes $9.00 3 2014 $54.00 29/10/2014 5:25:9.00pm Transaction Succee
Q 138 Craig King 6_2m Turtles ‘Sunday 131712014 Yes $13.50 3 2014 $121.50 29/10/2014 12:00:0.00am Transaction Succee
Q 37  Celia Brown 13_5m Seals Wednesday 91712014 Yes $9.00 3 2014 $81.00 29/10/2014 12:00:0.00am Transaction Succee
Q 139 Anthony Apollo 6_7m Dolphins Wednesday 91712014 Yes $9.00 3 2014 $81.00 29/10/2014 12:00:0.00am Transaction Succee
Q 151 Mary Brown 4_8m Seals Wednesday 9712014 Yes $9.00 3 2014 $81.00 29/10/2014 12:00:0.00am Transaction Succee
Q 164  Billy Jones 2 4m Seals ‘Wednesday 91712014 Yes $9.00 3 2014 $81.00 29/10/2014 12:00:0.00am Transaction Succee
Q 65  Wiliam Jessop 13_1m Turtles ‘Wednesday 91712014 Yes $13.50 3 2014 $121.50 29/10/2014 12:00:0.00am Transaction Succee
Q 165  Joanne Jones 4_5m Seals ‘Sunday 131712014 Yes $9.00 3 2014 $81.00 29/10/2014 12:00:0.00am Transaction Succee
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Resetting the Next Payment Amount

The default payment amount should be displayed for each of the bookings you
have located. If however you want to confirm/update the amount to be processed
simply run this command.

This command forces Splash to review each payment amount to ensure it does
not exceed either your default amount or the total amount due on the booking.

It is recommended you run this script after locating bookings for processing and
before actually processing the payments.

1. Ensure the Direct Debit list is displayed on your screen (described above
Locating Payments for Direct Debit Processing).

2. The list of bookings for processing will be displayed on your
screen.

3. Choose Direct Debit... Reset Payment Amount from the scripts
menu.

@& FileMaker Pro Advanced File Edit View Insert Format Bookings [EJed4cll Print Tools Help WYM O ¢ 3 T 100%E Wed5:40pm Q i=
e 06 Reconcile Booking Balance
: r ) s . Update Student Details P
<> o 26 /562 =) ﬁ P 9 p G
: 5 Found (Unsorted) Update Session Details
Records Show All Bookings New Booking Delete|  Update Attendance for a Date
Layout: [ 80_0D_List ) | viewas: = [ = Preview . . ) (_Edit Layout
yout |80 PO, I =) | ‘ Locate Bookings in Credit | b 1 Layout
i Locate Bookings with Payment Overdue Current Block
) Bookings Block | 3 |Year | 2014 28 January 2015
splash Add Goals [Found Set]
Send Record of Achievement
SortBy | First Name v Detail View Add Booking Find Booking ShowAllBe, Send Record of Achievement [Found Set] |
D Student Name 3 Class Name Weekday X - Balance Due DD Processed DD Resy
| e Y Set Current Term Swimmers to Active e
Q 93 Sandra Patterson 3.2m Sharks Tuesday [ sor00 201102014 5:25:3.00pm  Transaction Succee
2 Corolne T i seat i Direct Debit » Locate Bookings for Processing 2011012014 525300 . s
o] o P T _tm o o] Reeot PRy AT :25:3.00pm bt G
Q 158 the 48 Seals Frid S5nd SMS 2911012014 5:25:3.00 Transaction S
simon thomas m als rida - N X :25:3.00pm ransaction Succee
- Y Send Broadcast Email Locate Direct Debit Errors i
Q 77 Jessica Sinclair 10.7m | Dolphins Saturday = —%a § 20110/2014 5:25:8.000m MW Validation ern
Roll Over Bookings to Next Term Print Direct Debit Schedule
Q 71 Georgia Taylor 9.2m Dolphins ‘ Sunday . - . 29110/2014 5:25:9.00pm  Transaction Succee
Export Booking Data Process Direct Debit Payments
Q 138 CraigKing 6.2m Turties ‘ Sunday Export Booking Balance 12100 29/10/2014 12:00:0.00am  Transaction Succee
o3 37 Celia Brown 13.5m | Seals ‘ Wednesday | 9772014 Yes $9.00 3201 $81.00 29/10/2014 12:000.00am  Transaction Succes
Q 139 Anthony Apollo 6.7m Dolphins ‘ Wednesday 9712014 Yes $9.00 3 2014 $81.00 20/10/2014 12:00:0.00am  Transaction Succee

4. Splash will now process your request.
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Locate Bookings With Direct Debit Errors

Perform this function in order to locate any bookings eligible for direct debit
processing which are known to contain errors.

1. Ensure the Direct Debit list is displayed on your screen (described above
Locating Payments for Direct Debit Processing).

2. Choose Direct Debit... Locate Direct Debit Errors from the
scripts menu.

@& FileMaker Pro Advanced File Edit View Insert Format BookingsPnn( Tools Help MWW DO ¢ 3 T 10%E Wed5:34pm Q IFE
@00 | Reconcile Booking Balance

L Update Student Details Current Block
P " Bookings Update Session Details Block | 3 Year | 2014 28 January 2015
Splash Update Attendance for a Date

SortBy | FrstName v | DetailView Add Booking Find Booking | 'ShowAilge) -ocate Bookings in Credit
ID__Student Name Age Class Name Weekday Locate Bookings with Payment Overdue Balance Due DD Processed DD Resp
Q 93 Sandra Patterson 3.2m Sharks Tuesday Add Goals [Found Set] $27.00 201102014 5:253.00pm  Transaction Succee
Q 33 Caroline Thomson 11_tm | Seals Friday SendiRecordofiAchievement $72.00 20/10/2014 5:253.00pm  Transaction Succee
Send Record of Achievement [Found Set]
Q 158 simon thomas 4.8m Seals Friday X . $72.00  Contact Sumame Missing 20/10/2014 5:253.00pm  Transaction Succee
Set Current Term Swimmers to Active
Q 77 Jessica Sinclair 10_7m | Dolphins Saturday €400 Pk Miscinn 29/10/2014 5:25:8.00pm MWE Validation err
Direct Debit »> Locate Bookings for Processing
Q 71 Georgia Taylor 9.2m Dolphins Sunday Reset Payment Amount 291102014 5:259.00pm  Transaction Succee
Send SMS >
Q 138 Craig King 6.2m Turties Sunday 2% BroadcaStEmail Locate Direct Debit Errors 29/10/2014 12:00.0.00am Transaction Succee
37 Celia Brown 13.5m | Seals Wednesday . . . 29/10/2014 12:000.00am  Transaction Succee
Q = ¥ Roll Over Bookings to Next Term Print Direct Debit Schedule
139 Anthony Apollo 6.7m Dolphins Wednesday . " . 29/10/2014 12:000.00am  Transaction Succee
B Export Booking Data Process Direct Debit Payments
103 151 Mary Brown 4_8m Seals Wednesday Export Booking Balance $81.00 29/10/2014 12:00:0.00am Transaction Succee
a3 164 Billy Jones 2.4m Seals Wednesday 91712014 ‘ Yes $9.00 [ 3 2014 $81.00 29/10/2014 12:00:0.00am  Transaction Succee

3. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.

loo e Locate Payments

Enter find criteria for payment processing.

Term

Year
2014

Cancel [ oK ]

4. The list of bookings with errors will be displayed on your screen.
You will be asked whether you would like to print a list of direct
debit errors.

Splash

N Current Block
#a%% * Bookings Block [ 3 |Year [ 2014 28 January 2015
Splash
SortBy | FistName v [WNNDSEINIEW: ‘Add Booking g
D__Student Name Age Class Name Weskday St PaymentbyDD DDAmount _ Block  Year _Baiance Due DD Processed 0D Resp
| Q 158  simon thomas 4_8m Seals Friday 11712014 Yes $9.00 3 2014 $72.00  Contact Sumame Missing 29/10/2014 5:25:3.00pm Transaction Succee
Q 77 Jessica Sinclair 10_7m Dolphins Saturday 12712014 Yes $10.00 3 2014 $81.00  City Missing 29/10/2014 5:25:8.00pm MWE Validation ern
Q 154 john Smith 7_3m Turtles Wednesday 9712014 Yes $13.50 3 2014 $38.00  Contact Sumame Missing 29/10/2014 12:00:0.00am Transaction Succee
006 Generate Report

Do you want to print a list of DD errors?

Cancel oK |

Click OK to preview the report or Cancel to return to the list of bookings.

If you have selected OK (above) the report will be previewed on your screen.
The status panel (on the top of the screen) will enable you to view additional
pages. When you have finished viewing the report click the Continue button
on the status panel (or Press ENTER). A message will be displayed asking if
you wish to print the selected report.

Splash

o L

Print  Page Setup.

o
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Bookings - Direct Debit Payment Summary

Schedule as at 28/1/2015

DD Amt Balance

Sinclair (Linley Sinclair) i
Jessica Sinclair Dolphins $10.00 $81.00 City Missing
Smith (Daniel )
john Smith Turtles $13.50 $38.00 Contact Surname Missing
thomas (janice )

simon thomas Seals $9.00 $72.00 Contact Surname Missing

Total Due as at 28/1/2015 $32.50

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

O 0O 6 Print Report

Would you like to print the selected report?

| Cancel ( POF | [ Print |

Resetting the Next Payment Amount

The default payment amount should have already been set for each of the
bookings you have located. If however you want to confirm the amount to be
processed simply run this command.

This command forces Splash to review each payment amount to ensure it does
not exceed your default amount or exceed the total amount due on the booking.

It is recommended you run this script after locating bookings for processing and
before actually processing the payments.

1. Ensure the Direct Debit list is displayed on your screen (described above
Locating Payments for Direct Debit Processing).

2. The list of bookings for processing will be displayed on your
screen.

3. Choose Direct Debit... Reset Payment Amount from the scripts

@& FileMaker Pro Advanced File Edit View Insert Format Bookings [Eiacll Print Tools Help WQM DO ¢ 3 = 10%EF Wed5:40pm Q =
06 Reconcile Booking Balance
| —— ” g | Update Student Details PR SR
< 1 26/ 562 ﬂ p ; ] &
Fld P Found (Unsorted) = i Update Session Details
Records Show All Bookings New Booking Delete|  Update Attendance for a Date
Layout: Us ) | viewss: = Preview . . 2] (__Edit Layou
s L I == Tz Bookings in Credit | L8| (L srous
" Locate Bookings with Payment Overdue Current Block
. Bookings Bock | 3 |vear [ 2014 28 January 2015
Splash Add Goals [Found Set] e
Send Record of Achievement
SortBy | First Name v | Detail View 'Add Booking Find Booking ShowAliBe, Send Record of Achievement [Found Set] !
D Student Name e Class Name Weekday X Balance Due DD Processed DD Resy
‘ e Z Set Current Term Swimmers to Active i
Q 93 Sandra Patterson 3.2m Sharks Tuesday [ s2r.00 201102014 5:25:3.00pm  Transaction Succea
Direct Debit (3 Locate Bookings for Processing
Q 33 Caroline Thomson 1_Am | Seals ‘ Friday Reset Payment Amount 29/10/2014 5:25:3.00pm  Transaction Succee
163 158 simon thomas 4.8m Seals Friday SSnciShS X 29/10/2014 5:25:3.00pm Transaction Succee
- Send Broadcast Email Locate Direct Debit Errors o
Q 77 Jessica Sinclair 10_7m | Dolphins Saturday - — _ 20/10/2014 5:25:8.00pm MW Validation ern
Roll Over Bookings to Next Term Print Direct Debit Schedule
e 71 Georgia Taylor 9.2m Dolphins Sunday = - 5 201102014 5:25:9.00pm  Transaction Succee
Export Booking Data Process Direct Debit Payments
Q 138 Craig King 6.2m | Turtles Sunday Export Booking Balance srzrou 20/10/2014 12:00:0.00am  Transaction Succee
Q 37 CeliaBrown 13.5m | Seals ‘ Wednesday 72014 Yes $0.00 3 2014 $81.00 29110/2014 12:00:0.00am  Transaction Succee
Q 139 Anthony Apollo 6.7m Dolphins ‘ Wednesday 91712014 Yes $9.00 3 2014 $81.00 29110/2014 12:00:0.00am  Transaction Succee

4. Splash will now process your request.
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Printing the Direct Debit Schedule

When all payments have been finalised you may wish to print a list of the
payments about to be processed. The list can be either printed or saved as a
PDF.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon

Qookings “ E=

3. The Booking data entry screen will be displayed.

4. Choose Direct Debit... Locate Bookings for Processing from
the scripts menu.

5. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.

6. The list of bookings for processing will be displayed on your
screen.

7. Choose Direct Debit... Print Direct Debit Schedule from the
scripts menu.

@  FileMaker Pro Advanced File FEdit View Insert Format Bookings [l Print Tools Help VM O ¢ 3 = U@ Wed6:46pm Q =

®006 Reconcile Booking Balance
- TEEn 26/ 562 r = . Update Student Details T —
<> =i Found (Unsorted) = i3 Update Session Details &
Records Show All Bookings New Booking Delete|  Update Attendance for a Date |

Locate Bookings in Credit |

oo (000 ) | viewase[ = [ ) | (e ) \

el Locate Bookings with Payment Overdue Current Block
5% Bookings Bonk (3 veur | 2018 28 January 2015
splash Add Goals [Found Set]
Send Record of Achievement
SortBy | FirstName v Detail View 'Add Booking FindBooking ' ShowAllBa, Send Record of Achievement [Found Set] |
D Student Name o Class Name Weekday x - Balance Due DD Processed DD Resy
‘ b T - Set Current Term Swimmers to Active e
(o3 138 CraigKing 6.2m Turties ‘ T —— N § § 29/10/2014 12:00:0.00am  Transaction Succee
Direct Debit » Locate Bookings for Processing
37 CeliaBrown 13.5m | Seals Wednesday eset Payment Amount 29/10/2014 12:00:0.00am  Transaction Succee
] ly!
Send SMS
e 139 Anthony Apollo 6.7m Dolphins Wednesday Send Broadcast Email Locate Direct Debit Errors 29/10/2014 12:00:0.00am  Transaction Succee
e 151 Mary Brown 4.8m Seals Wednesday Roll Over Bookings to Next Term Print Direct Debit Schedule 20/10/2014 12:00:0.00am  Transaction Succee
Q 164 Billy Jones 2.4m Seals Wednesday Export Booking Data Process Direct Debit Payments 29/10/2014 12:00:0.00am  Transaction Succee
Q 65 Wiliam Jessop 13_1m Turtles Wednesday Export Booking Balance ‘ $121.50 29/10/2014 12:00:0.00am Transaction Succee
i '

8. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Splash

& [ ST |

Save as Excel Save as PDF Print  Page Setup.

DY ra— TR = ]

scrpt s Paused | Continue |
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Bookings - Direct Debit Payment Summary

Schedule as at 28/1/2015

Apollo (Martha Apollo)

Anthony Apollo

Dolphins

Brown (Sam Brown)

Celia Brown

Seals

Brown (Peter Brown)

Mary Brown

Seals

Buchanan (Debbie Buchanan)

Frederick Buchanan Dolphins

Hughson (Ngaire Hughson)

Stephanie Hughson Dolphins

Jessop (Tony Jessop)

William Jessop

Turtles

Jones (David Jones)

Billy Jones

Joanne Jones

Seals

Seals

Wed

Wed

Wed

Fri

Wed

Wed

Wed

Sun

Amount Balance
Block: 3 2014 $9.00 $81.00
Block: 3 2014 $9.00 $81.00
Block: 3 2014 $9.00 $81.00
Block:3 2014 $9.00 $79.00
Block:3 2014 $9.00 $81.00
Block: 3 2014 $13.50 $121.50
Block: 3 2014 $9.00 $81.00
Block:3 2014 $9.00 $81.00

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

Processing Your Direct Debit Payments

0.0 6

Print Report

Would you like to print the selected report?

Cancel

PDF

(

Print ]

When all payments have been checked and errors removed you are ready to
process your direct debit payments.

1.
2.

Click once on the Splash icon on the top left corner of your screen.

Select the Booking icon

ookings “

3. The Booking data entry screen will be displayed.

Page 276

the scripts menu.

. Choose Direct Debit... Locate Bookings for Processing from

. The Locate Payments dialog will be displayed on your screen.

Enter the term and year for processing. Click the OK button.

screen.

the scripts menu.

. The list of bookings for processing will be displayed on your

. Choose Direct Debit... Process Direct Debit Payments from
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@ FileMaker Pro Advanced File Edit View Insert Format Bookings Iedocll Print Tools Help BWUM O ¢ 3 T oax@ Wed6:48pm Q =
800 | Reconcile Booking Balance
Update Student Details
a Bookings Update Session Details Bock | 3 28 January 2015
Splash Update Attendance for a Date
SortBy | FistName v || Detail View Add Booking Find Booking |\ ShowAilgs Locate Bookings in Credit
D Student Name Age Class Name Weekday Locate;Bookings\with;Payment'Oyerdue Balance Due DD Processed DD Resp
Q 139 Anthony Apollo 6.7m Dolphins Wednesday Add Goals [Found Set] $81.00 29/10/2014 12:00:0.00am  Transaction Succee
Send Record of Achievement
37 CeliaBrown 13.5m | Seals Wednesday " $81.00 29/10/2014 12:00:0.00am  Transaction Succee
& Y Send Record of Achievement [Found Set]
ko3 151 Mary Brown 4.8m Seals Wednesday N X $81.00 29/10/2014 12:00:0.00am  Transaction Succee
Set Current Term Swimmers to Active
(o3 101 Frederick Buchanan 11.6m | Dolphins. Friday <7ann 29/10/2014 12:00:0.00am  Transaction Succee
Direct Debit Locate Bookings for Processing
Q 45 Stephanie Hughson 12_tm | Dolphins Wednesday e Reset Payment Amount 29/10/2014 12:00:0.00am  Transaction Succee
en
ke 65 Wiliam Jessop 13tm | Tutles Wednesday Send Broadcast Email Locate Direct Debit Errors 20/10/2014 12:00:0.00am  Transaction Succee
164 Billy J 2.4 Seals Wednesd: - P . 29/10/2014 12:00:0.00 Transaction S
£ AR m s IR Roll Over Bookings to Next Term Print Direct Debit Schedule am ransaction Succeq
Q 165 Joanne Jones 4.5m Seals Sunday N = = 29/10/2014 12:00:0.00am  Transaction Succee
Export Booking Data Process Direct Debit Payments
3 138 Craig King 6.2m Turtles Sunday Export Booking Balance K 29/10/2014 12:00:0.00am Transaction Succee
Eey 61 Jack McArthur 141 | Tuties Wednesday 91712014 ‘ Yes $13.50 ‘ 3 2014 $40.50 29/10/2014 12:00:0.00am  Transaction Succee

8. Payments will be processed for all bookings listed. Payments will
be listed within the payment detail portal for each individual
booking. All direct debits can be reviewed in the POS system.

NB: Remember to remove the DD test mode selection before

initiating this command.

Processing a Single Direct Debit Payment

Use this command to process a single direct debit payment. It may be required because a
single payment has failed, or may be required because you missed a family in the original

direct debit run

1. Use the Finding a Booking function to locate the booking record you wish to

process.

2. When the correct family screen click green dollar sign to the left of the direct

[XeXe) Splash
Bookings 28 January 2015 é
Splash N
List View 'Add Booking FindBooking  Show All Bookings  Delete Booking DD List “U7T T customReports
Filter By Student Name:
BookingID 41323
Everyone
‘ 3 ‘ = Attendance and Payments Goals [ Comments
B Yoar | ‘¥ StudentiD 165
Name Joanne Jones
Soity Cracts Eart
onder [ £ A 4o stllent Attendance redits Earnt
Anthony Apollo DOL Wed (4] Telephone | 1234 567 131712014 v 10/812014 v 7192014 v
Barry Robinson DOL Wed
Medical 272014 p v 171812014 v 141912014 v
Billy Jones SEA Wed
Bobby Thomson SEA Sun Comments 2014 p v 201812014 v 211972014 v
brenda thomas TUR Wed 3/8/2014 v 31/8/2014 v 28/9/2014 v
Bridgette. TUR Wed
Bruce Taylor SHA Tue Cost of Booking
Caroline SEA Fil
Initial Cost $120.00
Celia Brown SEA  Wed
Corey Morison SEA Wed DiscountRate  10% | Type Percent  Discount Applied $12.00
Catchup | N
Craig King TUR Sun ° Credit Due Credit Taken Credit Applied
Craig King DOL  Wed Session Booking Info Primary Contact Value of Free Lessons $0.00
Cralg King DOL Sun gy Exit Value Writen Off
David Ki poL Fi
‘avid King " ClassID | sea QSession D 7469 Late Payment Fee $0.00
debra Patterson TUR sat
Frederick poL Fri Ciass Neme | Seals Y Payments Recelved $27.00
ClassLevel | 3 Pyments by Direct Debit Yes
GarethBuchanan  SHA  Fri Y e $61.00
GarethBuchanan  SHA Wed Programme | School Age $ NextPayment Due $9.00
Gaylene DOL - Wed €D rrstructor | pave smitn
Georgia Taylor DoL Sun "
e e Location | Main Pool Payments Received
Georgia Taylor SEA Wed
Harry Wiliams SHA Sun StartDate | 13772014 |B EndDate  2/10/2014 201014 147082 Lesson $9.00 |af
Hayden Hughson SEA  Wed Start Time | 10:30 AM Weekday  Sunday Q20014 147052 Lesson $9.00
Jack McArthur DOL Wed Block | 3 Year 2014 Q amone 7o Losson $5.00
Jack McArthur TUR Wed Shift Moring
Jack MeArthur DOL  Wed Cost of Session
Jack MeArthur SHA  Wed
CostMethod | Gost Per Session Cost Unit $10.00
Jamie watkins TUR Wed
Janet Kimble TUR  Wed poisssons] 12 Total Cost $120.00 a
Jason Smith TUR Wed [v Payment Required By 13712014
100/ =/ Browse
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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.

800 Splash
| ** Swim School Diary 29 January 2015 ¢ &
Splash — -
Filter By: Class E—
Weekday | Sunday AJ Al M Turtles @ 9:30 AM on Sunday with Brian Thomson
v
woo (s [v] : odings \ Waling st Seesion Detals
.
38 2 Q SessionID | 7466 ClassiD  tur Instructor | BT | Brian Thomson
Time Class nsructor § & 8 ClassName | Turtles Telephone: Brian Thomson
X 9:00AM _TURTLES Ds 0o 8 o |4 Class Level | 1 oD s Comments
X 9:00AM__DOLPHINS 8BS 2 2 ol
x R . T o | Location | Learners Pool v
@ TURTLES BT 2 6 0 4‘ Start Date | 13/7/2014 EndDate  2/10/2014
3 M DOLPHINS s 13 ol Shift | Morning 5 5 5 8 8 8 3 8 83 8 8 8
< oLrrns T o 4 o 3§ R 8 2 F 355 fLo‘
B DOLPHINS s 2 2 o — =
i3 TURTLES BS o 8 o Q. craig king o2m TR
® 056784564 Nathan King
< TURTLES BS o 8 0
Q@ sally Anderson 11_4m -
X SEALS bs 1.3 0 P ®
098979845 David Anderson
< SEALS BS 1.3 0
< SEALS BS 0o 4 0
< SEALS BT 0o 4 0
< SHARKS BT 15 0
Q DOLPHINS BT 0o 4 ol
< WHALES BS 0o 10 o
X DOLPHINS BT 2 2 0
2
~1 4 Add Booking 4 Add Catchup 4 Add Waitist

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.

8006 Splash
~ ** Swim School Diary - Class Grid 2 February 2015 ¢ p
Splash v
[start Time 9:00AM interval 30 Mins Block 3 Yoar 2014 Login New User|
[&] Monday Tusday Wednesday Thursday Friday Saturday Sunday
z [~][Turties. W 8 [~][Turtles WBS 4|~ Dolphins 4 [~][Penguins bs 4 |~|[Turtles Lw 8 [~|[Dolpnins Wes 2
g Turtes Lw 8| |Penguins bs 4| ||Tutles Ds 8
4 Dolphins BS 3
J Dolphins with Brian Thomson
L] L] ] L] L]

z Doptins Wes 4[]/ Dopins E Doptins 5 ¢ BT 3=l Dopins mes 3|
2 Turtes w8 | Turtes w8 Turtes w 8| o BT 4| [ Dolphi BT 4
. Seals BS 4 Seals BT 0 Seals BS 3 Turtles. w8 Turtles BT &

Dolphins Bs 4| | Dolhins Bs 2

T

5 Turtles. w8 Turtles. w4 I Turtles. w8 Turtles. w7
H
H 1~ Turtles. W 8|~ Turtles WBs 2 - [ Turtles LW 8 |~|[Turlles LW 8 |~|[Tutles BS 8-l
8 Seals BS 4| |Sseals wBs 3 Seals BT 3| | Seals WBS 4 |Seals Ds 3
= Seals BS 3

100 =[dp | 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.

’ /" Swim School Diary - Daily Grid
Splash

2 February 2015 5
v $ S

Weekday Wednesday Shift  Moming Block 3 Year 2014 Display Class 1 All 3 Display Class 2 | LeginNewUser.
Q 9:00AM 2 4 Pqq 9:00AM 13 9:30AM 0 8 qy 9:30AM 13 ) Q 9:30AM 40 2 2
Turtles Dolphins. { Turtles i Dolphins. i Dolphins | Seals

Wiliam Jossop (12_9m) Lucas € O O Session Information

mson (0_dm)
Jonathan Fairbrothar (9_5m) om)
0 q (8 6m)

Session Information i Eum)
Barbara Smith Learners Pool . Bal Student | Attendance | Waltist | fon  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 o 10
Turties Whales
Tony Zolish (6_7m) (4_3m) No Bookings
Robort Thomson (9_8m) nan (10
‘Stuart Sinclar (7 ® Celia Brown 13.5m 045643212 Sam Brown 1. &
fohn ) ® O MaryBrown 4.8m Peter Brown

(4 Nathan Soloman 17m 045667865  Matihew Soloman
Lynda WightmarLearners Pool ¥ William Jessop 13.1m 044783215  Tony Jessop jon  Main Pool | BarbaraSmith  Main Pool

1:30PM 2 2

Dolphins
k

Dave Smith Main Pool

J00=d ()  Browse
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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 29 January 2015 5
Spl A
Titer By: Class
Wookday [ sungay 7] Al M \ Turtles @ 9:30 AM on Sunday with Brian Thomson
Bok [s |7 = Bookings I Waiting List [ [ Session Detals.
ear 2014 =
3 e T SessionID | 7466 ClassiD  tur Instructor | BT Brian Thomson
Time Clas T & 8 Class Name | Turtles Telephone: Brian Thomson
X 900AM _TURTLES s o 8 o | @i —— A Comments
X 9:00AM _DOLPHINS BS 2 2 0 Lot
ocation v
X 9:00AM _DOLPHINS BS 13 0 . Leamers Pool
StartDate | 13/7/2014 EndDate  2/10/2014
X 9:30AM__DOLPHINS BS 13 oW Shit | Morning E R R R AR Qe A8 a8/
X 9:30AM__DOLPHINS BT 0 4 o0 S 8§ S 8 8§ £ § S E § % =
X 9:30AM__DOLPHINS BS 2 2 0 =
X 1000AM _TURTLES 8BS 0o 8 o ® crig ing o.2m TR
d ® 056784564 Nathan King
X 1030AM _TURTLES BS 0o 8 o -
Q sally Anderson 11_4m -
X 1030AM _ SEALS Ds 13 0 ®
(4 098979845 David Anderson
X 1030AM _ SEALS 8BS 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
X 2:00PM__DOLPHINS BT 2 2 0
v
=1 4 Add Booking 4 Add Catchup 4 Add Waitlst

100 =g Browse 1

S

Select the Weekday you wish to view.
Select the Block you wish to view.
Select the Year you wish to view.

Select the Class(es) you wish to view (optional). Login as a New User

View Preferences

Waitlist Flag 7 Process Payment /
800 Splash

Splash

*|swim School Diary 29 January 2015 $ '\\‘ /

Filter By:

b
Y

Time Class

Turtles @ 9:30 AM on Sunday with Brian Thomson

‘X 9:00AM  TURTLES

Bookings. | Waiting List ‘Session Details.
‘Q SessionID | 7466 ClassiD  tur Instructor | BT Brian Thomson
ClassName | Turties Telephone: Brian Thomson
Class Level | 1 Max Size 8 Comments

‘X 9:00AM__DOLPHINS

X 9:00AM _DOLPHINS B8S
Start Date | 13/7/2014 EndDate  2/10/2014
9:30AM _ DOLPHINS

Location | Learners Pool v

Shift | Morning

9:30AM__ DOLPHINS

9:30AM__ DOLPHINS

10:00AM _ TURTLES

5 5 5§ 8 8 8 8 8 8 8 8 3
® 8 8§ 8 ¢ £ & 5 5 ¥ % ®
Q@ craig King 6.2m - &
® 05 678 4564 Nathan King
Q@ sally Anderson 1_4m -

098079845 David Anderson /

/] /

810|888 864|848 4|4]8
z
b

2:00PM__DOLPHINS

/ /

/ —

1 / 1 v
I < Add Booking < Add Catchup < Add Waitlist
/1

100 =g Browse

View Booking

Payment Status

Delete Booking

Record Attendance
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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 DO o 3 = 66%xEF Mon7:08pm Q =
8006 Splash

E ** Swim School Diary 2 February 2015 P &5

Splash >
Filter By: Class Login New User
Weskday | Wednosday | 7] Al - Seals @ 11:00 AM on Wednesday with Barbara Smith

v
Block 3 . Bookings | Waiting List ‘Session Details
3 8 E Q SessionID 7524 ClassID  sea Instructor  BS Barbara Smith
Time. Class Instructor § ﬁl 8 Class Name  Seals Telephone: Barbara Smith
‘X 9:00AM  TURTLES BS 2 4 of[a @i [ Veie 4 Comments
X 9:00AM _DOLPHINS 8S 13 0
Locat

Q 930AM  TURTLES w 0o 8 o ocation | Main Pool M
‘X 9:30AM  SEALS BT 4 0 o StartDate  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

l Wednesday | v ‘ All v Weekday Wednesday \/ Seals v

Bock [3 [ Assessment Block 3 v Dolphins v

o L
Penguins g 8 H
Time Class Private Time Class Instructor ,;,8; (%' S

Q  9:00AM  TURTLES Seals [a] X 9:00AM _ DOLPHINS BS 1 3 o |a]

X 9:00AM DOLPHINS :::i:(s : ‘A 9:30AM  SEALS BT 4 0 o0

X 9:30AM  TURTLES Turtles I ‘X 9:30AM__ DOLPHINS BS 1 3 oM
QA 9:30AM  SEALS Whales ‘R 9:30AM DOLPHINS BT 4 0 0
T  9:30AM  DOLPHINS BS T3 0 F_ X 9:30AM  DOLPHINS BS 2 2 0

‘R 9:30AM DOLPHINS BT 4 0 0 X 10:30AM  SEALS BS 1 3 0 ]FW
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 ol X 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. Ensure the correct day, block and year are displayed at the top left of your

screen.

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

3. All bookings for the selected session will be displayed within the panel on the
right of the screen.

800 Splash
" ** Swim School Diary 29 January 2015 q, &
Splash ,
Filter By: Class ——
(Weskdayll] Sunday AJ Al M Turtles @ 9:30 AM on Sunday with Brian Thomson
v
Bock [a |7 = Bookings I ‘Waiting List Session Details.
Year 2014 A
3 8 g Q Session ID | 7466 Class ID tur Instructor BT Brian Thomson
Time Class nstucor § & 8 e Turtios Telephone: Brian Thomson
: y =
X 9:00AM  TURTLES DS 0o 8 o0 @ I D s IComments
X 9:00AM__DOLPHINS BS 2 2 ol
x FRR— . s o | Location | Learners Pool v
3 TURTLES BT 2 6 o 4‘ Start Date | 13/7/2014 EndDate 21012014
X 9:30AM _DOLPHINS s 13 o Shift | Morning e e o @ o o e o @ o o
X 9:30AM__DOLPHINS T 0 4 0 ® § N 8 ¢ 8§ % = 5 ¥ z =
X 9:30AM__DOLPHINS BS 2 2 0
i3 TURTLES BS 0o 8 0 Q. craig king e2m R *
056784564 Nathan King
K TURTLES BS 0 8 0 ;
QX sally Anderson 1_4m -
X SEALS DS 1.3 0 p ) ®
098979845 David Anderson
< SEALS BS 1.3 0
< SEALS BS 0o 4 0
< SEALS BT 0o 4 0
< SHARKS BT 1.5 0
X 1:30PM__DOLPHINS BT 0o 4 ol
< WHALES BS 0 10 o
X 2:00PM__DOLPHINS BT 2 2 0
v
= 4 Add Booking 4 Add Catchup -4- Add Waitist

100 =g 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.

&  FileMak

Pro Advanced File Edit View Diary

800
"#W%& Swim School Diary
Splash
Filter By: Class
Wookday | Wednessay || [ mi [*]
Block | 3 [v] ‘ M
vor [z ] ‘ I
2
13
Time Class nsructor § & 8
Q 5:00AM _ TURTLES 8s 17 o f[a]
Q  9:00AM _DOLPHINS BS 1.3 0
QX 9:30AM  TURTLES w 8
QR 9:30AM  SEALS 8T

»|o
o
o oo

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

X 1:00PM__ SHARKS BT 3 3 0

Q  1:30PM__ DOLPHINS DS 2 2

Q 1:30PM_ WHALES 8s 0 10 o0

Q 2:30PM__DOLPHINS 8s 4 0 0

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

screen.
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<+ 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.

6.0.0 Select a Student
-~

Select a Student

Enter all or partof the student name to display fewer records .
Select the family name from the list below. &% e :l

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.

6.0.0 Select a Student
~

Select a Student

Enter all or part of the student name to display fewer records. .
e 6% ri
N

Smith Jason 14.9m 0272222082 89 Roberta Road, Tawa 4008 Turtles

Smith Jennifer 4_5m 0272222082 89 Roberta Road, Tawa 4008 Dolphins

Smith john 7_4m 0272222082 89 Roberta Road, Tawa 4008 Turtles

Smith Lucas 2. 7m 478 4616 1243 Any Street, Wellington Dolphins

Smith Nicholas 7_11m 0272222082  6A Erlestoke Crescent, Churton Park, Wellington Dolphins

Smith Sam 7_11m 0272222082  6A Erlestoke Crescent, Churton Park, Wellington Dolphins

Smith william 4_8m 1234 567 123 Any St, Wellington Sharks

6. Click once on the line that contains the name, age and address of the student
you wish to add to the class.

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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)

“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

Session Detalls

Session ID 7456 ClassID poL

Class Name Dolphins
Instructor - Barbara Smith
Location  Main Pool b/

Start Time  09:30:00 No. of Sessions 12

0.0 Create New Booking

Payment Required By 26/10/2014

#Bookings This Block 2

Block 3
Year 2014

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.

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
‘ Q Jamie;vatkins 6_5m P - x
‘ Q JeCurrent Balance: $162  4-0m x
L4 044781646 Amanda Kimble
x Crossed Status Icon — Part payment received
QX Jack McArthur 11_11 P A A - %
R o 04 566 7894 Andrew McArthur
‘ a "“Cﬁrrent Balance: $40.5 0-5™ P - %‘
Y . .
A Ticked Status Icon — Full payment received
' Janet Kimble 4_0m w‘
L4 04 4781646 Amanda Kimble
‘ < f;i;:;:t—li‘i‘llir:seujao‘ :A;:Tz)lm Williams ) x‘
- Negative Status Icon — Booking in credit
Q' Bridgette Robinson 14_0m P - Al
‘ — 04 478 2491 Nicola Robinson %
‘ R Vet tnce 52 -1 P A lA - %‘
% ¢ usoooTOYE Andrew McArthur

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.

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 %
W= 04 4781646 Amanda Kimble
Q' samjanet 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

‘ K Jamie Impaired Hearing 6_5m P - x
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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 AM)nnell 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.

8006 Splash
4% Swim School Diary 29 January 2015 ¢
Splash s >
Filter By: Class Login New User
Weekday | Weanosday 7] Al Dolphins @ 9:30 AM on Wednesday with Brian Thomson
Block 3 4 Bookings. I Waiting List Session Details
Year 2014 3
2 8 2 Q SessionD | 7514 ClassiD gl Instructor | BT Brian Thomson
Time Class nstructor § & 8 } Class Name | Dolphins Telephone: Brian Thomson
z 9.00AM _TURTLES 8BS 15 o[a — — A Comments
Locat
X 9:30AM_ TURTLES w 8 0 ocatlon | Main Pool M
ooy S = 4 om0 Start Date | 9/7/2014 EndDate  28/9/2014
2 B SHit | Moring 5 5 5 5 8 8 8 8 3 2 3 2
s g€ 2 8 3 8 8 R K 8 8 F §
X Jack McArthur 111 - &
X 10:00AM _ TURTLES w 4 4 0 * ®
_ & @ 045667894  Andrew McArthur
X 10:30AM TURTLES 8BS 6 2 ol
i QR Katrina O'Donnell 1311 - o
X 10:30AM  SEALS BS 13 of¥ - ®
@ O 044785239 Patricia O'Donnell
X 11:00AM _ SEALS BS 4 0
X sam Smith 7_10m -
X 1:00PM  SEALS BT 4 0 - ®
& O 0272222082 Barbara Smith
X 1:00PM__SHARKS BT 3 3 v
Q' Tracey 0'Donnell 11.8m - ®
T R —— e e ® 044785239 Patricia O'Donnell
8006 Splash
“&V ** Swim School Diary 29 January 2015 4
Splash s >
Filter By: Class e i
Wookday | Wednesday |7 Al Dolphins @ 9:30 AM on Wednesday with Brian Thomson
mook |3 [v] Bocings ] Waiing st Adraraments Sesson Doals
Year 2014 A
58 2 Q SessionlD | 7514 ClassD  gol Instructor | BT | Brian Thomson
Time Class nstructor § & 8 Ciass Name | Dolphins Telephone: Brian Thomson
z 9:00AM _ TURTLES BS 1 5 off[a Class Level | 4 D 4 Comments
X 9:30AM  TURTLES w 0o 8 0 Location | Mein Pool M
X 9:30AM  SEALS BT 4 0 0 Start Date | 9/7/2014 EndDate  28/9/2014
i oLe E [ shift | Morning 5 5 5 5 8 3 3 8 3 g3 3 g8
< 2 2 8 8 8 2 8§ R 8 & E J
=
Q Jack McArthur 111 A A [ = A
3 X
R 100U TURTLES L 40 & @ 045667804  Andrew McArthur A ®
X 10:30AM _TURTLES BS 6 2 ol c
] Q Katrina O'Donnell 1311 A A - o
X 10:30AM _ SEALS BS 13 of NA ®
& O 044785239 Patricia O'Donnell
X 11:00AM  SEALS BS 4 0 0 x =P
Q 100PM_ SEALS BT 4 0 0 4 SamSmitn 7-1om AR Ten TR
X o SHARKS - R @ O 0272222082 Barbara Smith
Q Q TﬁceyODunnell 11_8m c A - “‘
X 130PM WHALFS RS 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.
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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.

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

Splash

&'~ Swim School Diary

29 January 2015 é
Splash ¥ N
Filter By: Class R
Weekday | Wednesday | ¥ Al M Turtles @ 10:00 AM on Wednesday with Lynda Wightman
sok [ 7] = Bookings I Walting List ‘Session Details
Year 2014 =
2 8 2 Q SessionID | 7520 ClassiD  tur Instructor LW Lynda Wightman
Time Class Instructor 8§ & 8 ClassName | Turties Telephone: Lynda Wightman
X 9:00AM  TURTLES BS 15 o[al @iz IR r— A Comments
X o00AM_DOLPHINS B 1 5 o
Loca v
X 930AM_ TURTLES w o 8 0 ootion | Leamers Pool
‘R 9:30AM  SEALS BT 4 0 0 StartDate  9/7/2014 EndDate  28/9/2014
Q 1 DOLPHINS BS 1 o [ shit | Morning E R R R R AR A a8/
: — P— 5 5 5 5 8 8 38 3 8 38 38 3
< DOLPHINS BT 4 0 § & § § &8 ¢ § § 8 & £ 3
X i DOLPHINS BS 2 0
'Q 10:00AM _ TURTLES w 4 4 0 R fohn smitn 7-sm B *L
» ® 0272222082 Daniel Smith
Q10:30AM _TURTLES 8BS 6 2 ol
L R Robert Thomson 9.8m -
QU 10:30AM  SEALS BS 13 oW S ®
; [ 0272222082 Anthony Thomson
QU 11:00AM  SEALS 8BS 4 0 o = —
‘X 1:00PM  SEALS BT 4 0 o Stuart Sinclair 7am -
2 042364679 Linley Sinclair
X 1:00PM__SHARKS BT 3 3 0 =
Q_ 1:30PM__DOLPHINS oS 2 2 o L Tonyzelish 8rm TR
X 1:30PM_ WHALES 8S 0 10 o
X 2atrn DOLPING = 5 R Jonathan pul 5_om "
¥ Pull Sandra
]
=1 4 Add Booking < Add Catchup 4 Add Waitlst
100 =/ Browse

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

8 00O Select a Student
-
Select a Student
Stttk by i % -
Smith Jacob 9_2m 0272222082 BA Erlestoke Crescent, Churton Park, Wellington Seals &
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_7m 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, Tz lington 4008 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.

.0 0 6 Create New Booking

—| Enter New Catchup Details
(-UJ

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

StartDate 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

Splash

4" Swim School Diary

29 January 2015

Filter By: Class Login New User
Wookday [ Wednescay |v] Al Y| Dolphins @ 9:30 AM on Sunday with Barbara Smith
v
moo [3  [v] - oaings \ Waing st > T
Year 2014 .
g 8 & Current Bookings
Time Class nmuctor 8 & 8 Q. Lucas Smith 2.7m Level : Level 4 4]
R o00AM_ TURTLES ES 1 5 offa R sarah Nightingale 12.0m 0272222082  Level:Level4
9:00AM _DOLPHINS BS
Nicholas Smith 7.8m 0272222082 Level:Leveld
X DOLPHINS 1 0 X Iy
X TURTLES L 0o 8 o0
X SEALS BT 4 0 0
X 9:30AM__DOLPHINS 55 13 ol
Q DOLPHINS BT 4 0 o0 ‘ =
a0 DOLPHINS BS 2 2 o0
X _1000AM_TURTLES w 4 40 Displaying Goals for. Sarah Nightingale (Lest Goa Achieved )
X 10:30AM TURTLES 8S 6 2 o
X 10:30AM  SEALS BS 1.3 0 |Fu 1 Bubble and breathe 10 metres. Date Achieved ®
‘X 11:00AM  SEALS BS 4 0 0 v
‘X 1:00PM_ SEALS BT 4 0 0
ARKS 3
X SHARKS BT 3 0 2 Kick on Back 10 metres Date Achieved ®
< OPM__DOLPHINS DS 2 0 v
X WHALES BS 0 10 o0
QX OPM__DOLPHINS 4 0
3 Breaststroke Kick 5 metres Date Achieved ®
4 Butterfly Arms 5 metres Date Achieved ®
5 Date Achieved ®
v
100 = Browse

A list 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.

[ Waiting List

Achievements

Session Details

Current Bookings

X Lucas Smith 2_7m 478 4616 Level : Level 4
Q' sarah Nightingale 12_0m 0272222082 Level : Level 4 29/01/15
“®  Nicholas Smith 7_8m 0272222082 Level : Level 4

Displaying Goals for: Sarah Nightingale (Last Goal Achieved 20/1/2015)

Learning

Needs to work on ....

T €

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 ®
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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.

0o Splash
¥ =~ Swim School Diary 29 January 2015 é
Splash ¥ :
Filter By: Class ORI
Weekday | wodnesday | ] Al 2 Dolphins @ 9:30 AM on Sunday with Barbara Smith
sock [ [v] = Bookings I Waiting List Session Details.
vear [ 2014 | =
3 8 2 Q SessionID | 7527 Class D poL Instructor | BS  Barbara Smith
Time Class nstuctor § & 8 Class Name  Dolphins Telephone: Barbara Smith
X 9:00AM_ TURTLES 8S 15 of[al Class Lovel | 4 e B Comments
X N
Locati v
Q 9:30AM  TURTLES w s o ocation | Main Pool
X 9:30AM  SEALS BT 0o o Start Date | 13/7/2014 EndDate  2/10/2014
X A LPHIN shift | M
P e 5 5 5 5 8 8 838 8 8 3 8
i g ¢ R 88 8 3§ 8 8 8 & §
Q
R Lucas Smith 2.7m a
X 10:00AM _TURTLES w 4 4 0 * - $ $X
_ ® 4784616 Barbara Smith d
X 10:30AM  TURTLES BS 6 2 ol
- Q sarah Nightingale 12_0m
Q 10:30AM  SEALS BS 13 ol b $ &
® 0272222082 Barbara Nightingale
X 11:00AM  SEALS BS 4 0 o x
Q 1:00PM_ SEALS BT 4 0 o Nichelas Smith 7om - 1A e
- & O 0272222082 Barbara Smith id
QX 1:00PM__SHARKS BT 3 3 o0
x F PHI
X 1:30PM_ WHALES BS 0 10 o
Q
v <+ Add Booking ‘ < Add Catchup < Add Waitlist
100 = gp Browse

Click the ﬁ 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.

LO6 (@) 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.

oY - Pick Another Session

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

| Cancel | OK

oo

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.

4
N
2. Click the $ button displayed on the top right of the window.
Splash
Swim School Diary 29 January 2015 $ pe
Splash A -
Filter By: Class B
Weekday | Wednescay [ ] Al M Dolphins @ 9:30 AM on Sunday with Barbara Smith
sok  [a 7] : Bookings I Walting List Session Details
g 8 § ‘R Session ID 7527 ClassID  poL Instructor ~ BS. Barbara Smith
Time Class Instructor & & 8 Class Name  Dolphins Telephone: Barbara Smith
X 9:00AM TURTLES BS 15 o[al @ic I r— 4 Comments
T® _000AM__DOLPHINS B 1 5 o )
QR 9:30AM TURTLES w o 8 0 Location | Main Pool r
T o GG = 4 0 0 StartDate 13712014 EndDate  2/10/2014
TR 9:30AM__DOLPHINS BS 13 oW Shit | Morning e e h h e e e e o e e o
T 9:30AM__DOLPHINS BT 4 0 0 8§ 2 3 8 8 8 8 8~ 8 s = %
! B 2 2 . a
‘X 10:00AM _TURTLES w 4 4 0 Q* ;Mis"“:';“sm ;;:;ms’mm $ $X |
X 1030AM _TURTLES BS 6 2 oW ;
X 1030AM  SEALS B . R sarah Nightingale 12_0m $ R
T GHET EETD =) 5 ® 0 ® 0272222082 Barbara Nightingale ha
o Sae 5 g 0 0 Q. Nicholas Smith 7.8m - |a R
QR 100PM  SHARKS o PR & @ 0212222082 Barbara Smith
“®__ 1:30PM__DOLPHINS 0s 2 2 0
‘X 1:30PM_ WHALES BS 0 10 o
X 2:30PM__DOLPHINS 8BS 4 0 o
v
=1 4 Add Booking < Add Catchup

100 =g | Browse

8006 Splash POS

Common | Bathers | Accessorie | Canteen Misc [ ) Date 3/02/2015 [ERIIND]
s

Time 1:31:44 PM

Shift: 2842
) [T e — Drinks With Balance Zero Balance

Ice Creams

i
sposing

Missile
Goggles

Chupa Chups

100 =/ 5 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
s

Passes ) -“

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

$30.00
Common | Bathers | Accessorie | Canteen {,"""'fe O &y 123:5913.{3?‘/5035 Family ID
s shift: 2842
Passes | Goggles With Balance Zero Balance

Lightly
Sparkiing

100 =/ 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

]

@ $1.00ea.

1 Chocolate Fish

1 Single Swim

$1.00 | *
$3.00

10.When all items have been defined, click the END 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. Click Cancel to export the dialog box without completing the

sale.

0.0 6 Payment Method

| Cancel J\'

EftPOS | [ Cash |

User Documentation — Splash V6.0

Page 293



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 [ELIIGL]
Time 1:31:44 PM
shift: 2842

sssss With Balance Zero Balance

100 =/¢» E5  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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e O 6 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.

800 Splash POS

Invoice # 147177 Date 3/02/2015 [IESSIERT]
Common | Bathers POS 1 Time 1:31:44 PM

shift: 2842 Sam Brown BROWN (Sam Brown)

Passes Goggles With Balance | Zero Balance

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

O Amount @ Percent Disc  10%

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

Missile
Goggles
$30

Chupa Chups

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)

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

0:30 AN Mnn (Tarm 2.2019)

100 =g | 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 Browi
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. —_—

®00 Splash POS

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

Common | Bathers | Accessorie | Canteen
s shift: 2842

sssss With Balance Zero Balance

Member

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 .
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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Bathers | Accessorie | Canteen Misc a2 KRR/
= shift: 2842

Goggles Drinks

Ice Creams

Splash POS

Date 3/02/2015 [EUNILIR[
Time 1:31:44 PM
BROWN (Sam Brown)

With Balance |

Zero Balance

Missile Gogales

Member

Sam Brown

100 =g | Browse

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

O Amount @ Percent
Celia Brown
Turtles - 9:00 AM Sun (Term 2 2014)

O Amount @ Percent
Celia Brown
Seals - 9:30 AM Mon (Term 1 2011)

O Amount ® Percent
Celia Brown
Seals - 9:30 AM Mon (Term 1 2011)

O Amount @ Percent
Celia Brown
Seals - 9:30 AM Mon (Term 2 2011)

O Amount @ Percent
Celia Brown
Seals - 9:30 AM Mon (Term 2 2011)

OAmount ® Percent

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

OAmount ® Percent
Celia Brown
Seals - 9:30 AM Mon (Term 1 2012)

O Amount ® Percent

Celia Brown

Disc

Disc

Disc

Disc

Disc

Disc

Disc

Disc

10%

10%

10%

10%

10%

10%

10%

10%

$135.00

$94.50

$90.00

$90.00

$90.00

$90.00

$90.00

$90.00

$90.00

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.

Total
$259.50

Change

$0.00

CREDIT
CASH EFTPOS CARD

GIFT
VOUCHER CHEQUE AMEX
MANAGE-

INTERNET MENT

DIRECT SESSION

DEBIT PASS DOURNAS

Invoice # 147177
POS 1

Missile Goggles.
$30

__ Splash POS

Date 3/02/2015
Time 1:31:44 PM
Sam Brown

$30.00 |~ |

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

$135.00

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

$94.50

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

(clig)
VOUCHER

CHEQUE

MANAGE-

INTERNET MENT

PROMO

DIRECT SESSION

DEBIT PASS S

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 SRR
POS 1 Time 1:31:44 PM

‘Common Bathers Accessorie | Canteen Misc
G shift: 2842 Sam Brown BROWN (Sam Brown)

Passes | Goggles | Drinks thyBalance I Zero Balance
1 Celia Brown - Turtles -9:30 AM Tue (Term 12014) @ $135.00¢ea.|
$135.00 Celia Brown $135.00
HDEED Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
Wissile Gogales . -
Cello Brown - Turties - 9:00 AM Sun (Term 2 2014) msfea/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%
EmeTs Celia Brown $90.00
Seals - 9:30 AM Mon (Term 12012)

OAmount ® Percent Disc  10%
$259.50 Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2012)

O Amount @ Percent Disc  10%

9 | NexT |

6 N s om0
3

ar|HoLo |

100=g 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 P N
1. Ensure the Diary is displayed on your screen. $
2. Click the $ button displayed on the top right of the screen. -
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

[ Dol ] > O

Tuesday, 3 February 2015
Invoice Number: 147177

STAFF DISCOUNT POS 1

STAFF Item Name

DISCOUNT Missile Goggles

Quantity

1

Item Price/Payment Amount
MANAGEMENT $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 @  $2550¢a.
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.

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.

S

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 0O 6 Part Payment of Booking

Please specify the amount of the part payment.

Payment Amount
50

| Cancel § OK |

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

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

[ Dol ] L]

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. —
o - - —— Splash —
» L awi . &
. Swim School Diary 29 January 2015 $ pr
Splash >
Filtor By: Class E—
Weekday | Wednesday [ Al M Turtles @ 9:00 AM on Wednesday with Barbara Smith
v
Bock [o |7 = Bookings [ ‘Waiting List ‘Session Details
.
38z ;
K] Q SessionID 7512 ClassID | tur @ wili
Time Class instucor & & 8 R Wiliam Jossop e $ ‘ﬁ'xi
7 Class Name  Turties % 044783215 Tony Jessop
X 9:00AM__DOLPHINS 8s 13 0 Class Level | 1 “Q Robert Harper 7_1m R
X 9:30AM__TURTLES w o 8 o | Programme  Preschool ¥ 042364567 Edith Harper
‘X 9:30AM  SEALS BT 4 0 o0 4
X 9:30AM__DOLPHINS BS s oW Seasions Detalls
< 5:30AM__DOLPHINS BT 4 0 o Start Date | or712014 EndDate | 28/9/2014
X e:30AM_DOLPHINS 5 2.2 0 StartTime  :00 AM Weekday | Wednesday
X 1000AM _TURTLES w 4 4 0
Block 3 Year | 2014
X 10:30AM _TURTLES BS 6 2 ol
‘R 10:30AM  SEALS BS 1 3 ol polcisessiens)) 12
‘X 11:00AM  SEALS BS 4 0 o0 Frequency  weekly |v
X 1:00PM_SEALS BT 4 0 0 Location  Learners Pool |v 7
X 1:00PM__SHARKS BT 3 3 0
QX 1:30PM__DOLPHINS DS 2 2 0 Cost of Session
R 130PM WHALES . 0o 0 o CostMethod  Cost Per Session
Q_ 230PM__ DOLPHINS BS 4 0 o Default Cost $15.00 DD Cost $15.00
Defauit Total $18000 DD Total $180.00
Instructor Details.
Instructor | BS  Barbara Smith
Telephone: Barbara Smith
<«
Comments = -
28104114 Sam Smith EX 30 1
Q 90614 Jonathan Fairbrother X3 I
Q 90614 Jack MeArthur X3 I
: 1
- 1
100 =g Browse 1
Instructor | BS  Barbara Smith 1
Telephone: Barbara Smith
<-!
Comments =
280414 Sam Smith EX 30
Q 90614 Jonathan Fairbrother X3
Q 9l06i14 Jack MeArthur X3
v

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.
—8 0.0 Select a Student
~
Select a Student
e
Solectthe iy name fom the tetbaow 0T % rror [pat |
Patterson Ann 10_1m 027 2222082 76 Kent St, Newlands, Wellington 4008 Turtles A
Patterson debra 5_5m 027 2222082 76 Kent St, Newlands, Wellington 4008 Turtles
Patterson Gaylene 14_3m 027 2222082 76 Kent St, Newlands, Wellington 4008 Dolphins
Patterson Sandra 3_7m 027 2222082 76 Kent St, Newlands, Wellington 4008 Sharks

8. The Enter New Wait List dialog will be displayed on your screen.
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©00

Create New Wait List

v :i 'Enter New Waitlist

Name  Gaylene Patterson
Telephone = 027 2222082
Address 76 Kent St, Newlands, Wellington 4008
Age 14_3m Gender = Female
Class ID  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
Weekday | Wednesday \ All e
v
vour _
2 8 2
Time Class Instructor § 3 _3
A
Q 9:00AM  DOLPHINS BS 1 3
‘X 9:30AM  TURTLES LW 0 8 0
‘Q 9:30AM  SEALS BT 4 0 o0
Q 9:30AM  DOLPHINS BS 1 3 0 F
‘X 9:30AM  DOLPHINS BT 4 0 o0
X 9:30AM DOLPHINS BS 2 2 0
‘X 10:00AM  TURTLES LW 4 4 0
‘X 10:30AM  TURTLES BS 6 2 o4
‘X 10:30AM  SEALS BS 1 3 oW
‘X 11:.00AM  SEALS BS 4 0 o0
‘R 1:.00PM  SEALS BT 4 0 o0
Q 1:00PM  SHARKS BT 3 3 0
‘X 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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0800

splash

29 January 2015 $

Swim School Diary o<
A
Splash .
Fier By e I LoginNewser
Weekday | Wednesday [ Al M Turtles @ 9:00 AM on Wednesday with Barbara Smith
v
Bock [o |7 = Bookings [ ‘Waiting List I I ‘Session Details
Year
v g &
I ‘Q Session D 7512 Class 1D | tor Q- William Jessop 13_1m
Time Class. Instructor 3 3 - $ PR
Class Name  Turties % 044783215 Tony Jessop
X 900AM__DOLPHINS 8S 13 o0 Cazslerall 1 ‘X Robert Harper 7im $ %
X 930AM_ TURTLES w o 8 o | Programme  Preschool 4 042364567 Edith Harper
QA o30AM  SEALS BT 4 0 o 4
X 9:30AM__DOLPHINS BS s oM Sessions Datalls
<X 9:30AM__DOLPHINS BT 4 0 o StartDate 97772014 EndDate | 28/92014
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 8BS 6 2 of¥
‘R 10:30AM  SEALS BS 1 3 ol poloisesskns]) 12
‘R 11:00AM  SEALS BS 4 0 0 Frequency  weekly |v
X 1:00PM_ SEALS BT 4 0 0 Location  Leaners Pool 12 7
X 1:00PM__SHARKS BT 3 3 0
®  1:30PM__ DOLPHINS DS 2 2 o0 Cost of Session
‘X 1:30PM_ WHALES BS 0 10 0 CostMethod | Cost Per Session
T 230PM__DOLPHINS BS 4 0 o Default Cost $15.00 DD Cost $15.00
Defauit Total $18000 DD Total $180.00
Instructor Details
Instructor | BS  Barbara Smith
Telephone: Barbara Smith
Comments
o 28004114 Sam Smith EX 30
Q 90614 Jonathan Fairbrother X3
Q90614 Jack MeArthur / &R
g 290115 Gaylene Patterson / EX 35
[+ /

00 =(dp 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.

6.

t to S

__ Transfer Stude,

the Turtles class at 9:00AM?

Are you sure you want to transfer Jonathan Fairbrother into

[ Cancel

IS T

Click OK to continue.

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

.8 00 Create New Booking
“1=| 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
Session ID 7512 Class ID  tur Block 3
Class Name  Tyrles Year 2014
Instructor - Barbara Smith
Payment Required By 9/7/12014
Location  Learners Pool \
Start Time  09:00:00 No. of Sessions 12
Start Date  9/7/2014 l End Date 28/9/2014 Weekday  Wednesday
Cost of Lessons Direct Debit l 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

Page 304

. 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 [v] [ i Y
Block 3 v M
v
3 8 2
S 8 2
Time Class Instructor 8 & 8
Q  9:00AM  TURTLES BS 2 4 ofHa
X 9:00AM DOLPHINS BS
X 9:30AM  TURTLES LW
Q 9:30AM  SEALS BT 4 0 0
9:30AM  DOLPHINS BS ) [
Q !
Q 30AM  DOLPHINS BS 2 2 0
X 10:00AM  TURTLES LW 4 4 0
X 10:30AM  TURTLES BS 6 2 oW
X 10:30AM  SEALS BS 1 3 oW
Q' 11:00AM  SEALS BS 4 0 0
QX 1:00PM  SEALS BT 4 0 o0
X 1:00PM  SHARKS BT 3 3 0
Q 30PM  DOLPHINS S
QX 1:30PM  WHALES BS 0 10 0
Q

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.

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

‘ Q¢ 28/04/14 Sam Smith “%’ x ‘A

Q@ 9/06/14 Jack McArthur & 8
 29/01/15 Gaylene Patterson v% a
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.

100 6 Delete Waitlist Record

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

L OK ) Cancel
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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 Tools Help PRWO O 3 F s%E Mon7:23pm Q =
800 | Listof » Splash
NEE Summary of
/** Swim School Diary Chart Showing 2 February 2015 é
SP'ES" Class Grid b 2
. Login New User
LR Ciass Weekly Booking Statistics
Woskday | Wednescay [v] Al M Seals @ 1MUUAMONVeanesaay winsarbara Smith
v
L I Xl Bokigs I Wang it S
Year 2014 .
3 8 g Q Session D 7524 ClassID  sea Instructor  BS. Barbara Smith
Time Class nstucor § & 8 Class Name | Seas Telephone: Barbara Smith
R o00AM_TURTLES 8 2 4 ofis Class Level 3 Max Size 4 Corera)
X 9:00AM _DOLPHINS BS 1.3 0
QX 9:30AM  TURTLES w 0o 8 0 Location | Main Pool M
X o30AM  SEALS BT 4 0 o Start Date | 9/712014 EndDate  28/9/2014
i DOLPHINS 5 1 s o Shit | Moming 5 5 5 5 8 3 3 8 3 3 3 8
< DOLPHINS B4 0 o $ 38555885 ¢8¢8 8¢ ¢
=] DOLPHINS = 2 2 o - N
T 10:00AM  TURTLES w 4 4 0 R celiaprown 135m L L — L2 3
: 045643212 Sam Brown ®
X 10:30AM _TURTLES 8S 6 2 of¥
X 10:30AM  SEALS BS 1 3 ol & Mary Brown oem " = $R
- ® O Peter Brown »
'R 11:00AM  SEALS BS 4 0 0 X
‘X 1:00PM  SEALS BT 4 0 0 Nathan Soloman 1m - R
[ 045667865 Matthew Soloman
X 1:00PM__SHARKS BT 3 3 o0 =
X150 _DOLPHINS os 2 0 3 e dessep fam - R
X 1a0PM WHALES as 0 0 o « 044783215 Tony Jessop
‘X 2:30PM__DOLPHINS 8BS 0
v
= 4 Add Booking < Add Catchup < 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 )

4. 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
l

Student Name

| cancel |[ ok |

5. 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).

‘@0 Splash
ki P T ) L] | = L
Pages. Save as Excel Save as PDF Print Page Setup
ol i o vewss:[ = 5] =) | (Gt preven) Serpt s Paused | Continue |
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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 11114 notes re waitlist here

Seals Saturday 10:30 AM Barbara Smith

john medougal 04 478 3156 411114 1Ltk 11 Tk 0 15 1 1 ik g1

john mcdougal 04 478 3156 111714

Nicholas Smith 0272222082 1517114

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 12/1114

Harry Williams 04 477 8952 12/1/14

James Jones 12/1114

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 [JSSS Print Tools Help QRO o0 3 T 0%E Tuel2dSpm Q IE
80806 | Set My POS Location Splash

Turn Sharing On or Off

4" Swim School Diary 3 February 2015

View Waiting List

Splash Rollover Waiting List
Fitter By: @ N e—— Login New User
Weekday | Wednesday | ¥ Al - Seals @ 11:00 AM on Wednesday with Barbara Smith
Block 3 A4 = Bookings. I Waiting List i Session Details
Year 2014
38 2 Q Session D 7524 Class ID Instructor  BS  Barbara Smith
Time Class Instructor & & 8 ClassName | Seals Telephone: Barbara Smith
X 9:00AM_TURTLES BS 2 4 off]a — o — 4 Comments
X 9:00AM _DOLPHINS 8BS 13
Location  Main Pool
Q 030AM_ TURTLES w 0 8 ocefion |_Main Pool A
= crony GEE o 4 @ StartDate  g/772014 EndDate  28/0/2014
T 9:30AM  DOLPHINS 13 [ad shift | Morning 5 5 5 5 8 8 8 8 8 8 3 8
X 9 DOLPHINS 4 0 § & 3§ 3§ &8 8 s 5§ 8 & © =
2 © 8§ 8 8 ¢ 8§ R 8 & E J
QU o30mM_DOLPHINS s 2 o <
R celia Brown 13.5m P P -
X 10:00AM  TURTLES w 4 4 0 $ .@‘- ®
_ 045643212 Sam Brown
X 1030a_ TURTLES s 5 2 o
X oo ses ss 1 s oW T vary Brovn 4o . Y
® O Peter Brown »
'Q 11:00AM  SEALS BS 4 0 o
QR Nathan Soloman 1_7m - .
QA 1:00PM_ SEALS BT 4 0 0 & ¥
4 04 566 7865 Matthew Soloman ¢
®  1:00PM__SHARKS BT 3 3 0 x
X 190°M  DOLPHING e , X Willam Jossop 13_1m - P
a 044783215 Tony J
X 130PM_ WHALES BS 0o 10 0 . ony Jessep
X 230 DOLPHING o
v
1) N Wl e

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 0O 6 Locate Waiting List Records ]

Please specify the term and year to be rolled over.

Block
I

Year
r

| 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 {8l Tools Help @RWO 0 3 T %G Mon643pm Q IE

@00 List of > Students for the Supervisor
>

Summary of

a Swim School Diary Chart Showing > 2 February 2015 P ¢
Sp!ash Cla§§ Gnq A
Waiting List
— g Login New User|
=R Class) M \yeekly Booking Statistics
Weekday | Wednesday | Al - Seals @ TT:UUANTOMVVETNesuay witvsarbara Smith
Bok  [a 7] = Bookings I Waiting List Session Detais.
Year 2014 =
3 8 2 Q Session ID 7524 ClassID  sea Instructor  BS  Barbara Smith
Time. Class nstuctor 8 & 8 ClassName  Seals Telephone: Barbara Smith
‘X 9:00AM _TURTLES BS 2 4 of[a] e — 4 Comments
‘X 9:00AM__DOLPHINS BS 1.3 0 .
: z v
X 9:30AM_ TURTLES w 0 8 0 ocetion | Makn Pool
) o 2 ® 0 Start Date | 9/712014 EndDate  28/9/2014
X 9:30AM DOLPHINS BS 13 oM Shift | Mornin
9 B 3 9 5 5 5 5
"X ©:30AM_DOLPHINS BT 4 0 o s 2 3 38 g § % % g g & %
X 9:30AM _DOLPHINS 8BS 2 2 o
- Q celia Brown 13.5m s - [+]
X 10:00AM  TURTLES w 4 4 0 $ $X
: % 45643212 SamBrown
R 10:30AM _TURTLES BS 6 2 oW
e Q Mary Brown 4_8m P -
& 10:30AM  SEALS BS 13 ol $ $X
- ® O Peter Brown
‘X 11:00aM  SEALS BS 4 0 0 R Nathan Sor ”
‘X 1:00PM  SEALS BT 4 0 0 fathan Soloman - - £
C ¥ 045667865 Matthew Soloman
X 1:00PM__SHARKS BT 3 3 0 =3
X 1:30PM__DOLPHINS os 2 2 o0 M "‘:'“"“J“"’" 13tm - PR
‘X 1:30PM_ WHALES BS 0 10 o 9 044763215 Tony Jessop
“Q 2:30PM__DOLPHINS BS 4 0 o
= 4 Add Booking 4 Add Catchup 4 Add Waitist
100 =g 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
= TmP TN
Save as Excel Save as PDF Print _Page Setup
l@”“ o venrs( S | script s Paused

Attendance List
Supervisor Listing for Wednesday

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

[

. =

: Barbara Smith 5 ‘% E § 2 § § g 2 % g § <
$ © Jonathan 9_5m Mark Fairbroth - 2
$ ® William Jessop 13_1m Tony Jessop -1
9:30 AM - Dolphins (Main Pool) Brian Thomson (4 Students) g

[

. =

: Brian Thomson 5 § E § g % § g 2 % ft_’ § <
i$470 Jack McArthur 11_11m  Andrew McArthu | A | A -] 5
§$Q7° Katrina O'Donnell  13_11m  Patricia O'Don AlA -1
§$Q7 O Sam Smith 7_10m  Barbara Smith AlA - 2
$ ® Tracey O'Donnell 11_8m Patricia O'Don ClA -1
i 9:30 AM - Seals (Main Pool) Brian Thomson (4 Students) Jé
(]

. =

. Brian Thomson 5 ‘% E § g § § g 2 % g % :
i$% © Billy Jones 2_4m David Jones PP “I-1-1-1-1-1-1-] !
i$4#  John Thomson 8_9m Anthony Thomso | A -1 1

5. The Message dialog will be displayed on your screen.
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i O O 6 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 U DO 0 3 T 62%E Mon7:03pm Q =
8006 . Listof » Splash
e Summary of >
** Swim School Diary Chart Showing > 2 February 2015 ¢ "
splash &N
Waiting List
LR Ciass "' Weekly Booking Statistics
Woskday | Wednesday |7 Al - Seals @ 11UUANIONVVeanesoaywimisarbara Smith
Bock [o |7 : Bookings I ‘Waiting List [ ‘Session Details
.
3 8 s Q SessionID 7524 ClassID  sea Instructor  BS Barbara Smith
Time Class Instructor § ,% 8 Class Name ~ Seals Telephone: Barbara Smith
Q 9:00AM  TURTLES 8BS 2 4 os] e B — A @
X 0:00AM__DOLPHINS Bs T3 o
QR 930AM_TURTLES w0 8 o Locaton | Main Pol =
‘R 9:30AM  SEALS BT 4 0 [} Start Date  9/7/2014 End Date 28/9/2014
T 9:30AM_ DOLPHINS BS T 3 oM shitt | Moming 5 5 5 5 8 3 3 3 2 3 3 g8
X 9:30AM__DOLPHINS BT 4 0 o S 2 3 8 8 & 8 8 8 s = %
QX 9:30AM__DOLPHINS BS 2 2 o X can P — T =
elia Brown ) 5m - [+]
X 10:00AM  TURTLES w 4 4 0 % 45643212 S Brown $ X
‘X 10:30AM  TURTLES BS 6 2 oW Q Mary Brown o . -
X 10:30AM  SEALS BS 13 oW % 0 peter Brown $ $X
'R 11:00AM  SEALS BS 4 0 0 Q
‘X 1:00PM  SEALS BT 4 0 0 Nathan Seloman 17m - R
X 1:00PM  SHARKS BT 3 3 0 04 566 7865 Matthew Soloman
e R william Jessoy 13_1m -
T - 5 ; . » X
Sommeme s o || ST #x
"X 2:30PM__DOLPHINS 8BS 4 0 o
v
1| (] [rmcms]
100 =/ gp 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).
‘@0 Splash
o - T
hEAd PO § L | |
Pages Save as Excel Save as PDF Print Page Setup
gﬂmuﬂ T e =) | script s Paused
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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?

| Cancel

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.

@& FileMaker Pro Advanced File Edit View Diary Scripts [l Tools Help RO O 3 T 108G Mon07pm Q I
8.0.6 | Listof » Splash

=3 Summary of
p ¥ =~ Swim School Diary Chart Showing 2 February 2015 N é
splash Cla.s§ Crlq o
Waiting List
- . B Login New User
Filter B¢ €2 Weekly Booking Statistics
Weekday | Wednesday | ¥ Al A Seals @ TTUUANTONVVEUNesuay it sarbara Smith
Block 3 M = Bookings I Waiting List i ‘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 8S 2 4 o] e r— 4 Comments
X 900AM_DOLPHINS Bs 1 s o
Locati v
X 930AM_ TURTLES w o 8 0 ooation | Main Pool
= ey S = 2 ® 0 Start Date | 9/712014 EndDate  28/9/2014
x AM  DOLPHINS BS 1.3 0 Shift | M
M — 5 5 55 8 g8 8388833 3
& J 4 v 8§ ¢ g 8 8 8 38 KR 8 8 F §
X 9:30AM__ DOLPHIN 8BS 2 0
X cella Brown 13_5m P P - A
X 10:00AM  TURTLES w 4 4 0 $$ ®
= ® 04 564 3212 Sam Brown
X 10:30AM _ TURTLES 8s 6 2 ol
Q 10:30AM  SEALS BS 13 oW R Mary Brown 46m ° - R
; ® O Peter Brown »
X 11:00AM  SEALS BS 4 0 0 R Nathan Sor .,
Q 1:00PM  SEALS BT 4 0 o0 athan Seloman 17m - o %
. [ 045667865 Matthew Soloman ¢
QX 1:00PM__SHARKS BT 3 0 x
QX 130rM DOLPHINS . , X Wiliam Jessop 13_1m - %
QX 1:30PM_ WHALES BS 0o 10 0o L 4 04478 5215 Tony Jessop
X 2:30PM__ DOLPHINS
= 4 Add Booking < Add Catchup 4 Add Waitlst
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

[ oKk

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
2014

ok |
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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.

10.0.6 Specify Attendance Code l

Please specify the attendance code you would like to report
on.

Attendance Code P
P

Cancel | f 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).

‘@00 Splash
Sl T )= - :
Eid o Total L] o] =1 |
Pages Save as Excel Save as PDF Print Page Setup
S (rarris o viewas = ) | ot s Paused

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
Seals 1 0 1 1 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 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 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
Seals 2 2 2 2 1 0 ] 0 0 0 0 0 0
4 10005 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
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
2/2/2015 : 08:08:20 PM Page 1

12.The Print Report dialog will be displayed on your screen.
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LA.a O 7Messége "

Would you like to print the Attendance Summary?

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)J,

Splash

Ll =T
S =| mu; I P )
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.

006

Message

Do you want to print the selected report?

| Cancel [ PDF

Print
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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

W

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

Srptis pased

o [earus o venns = [ |
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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

(&)

19.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 ok

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

T e Pl

Save as Excel Save as PDF Print  Page Setup.

scpsPaused
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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.

O 0 6 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).

& &

Save as Excel Save as PDF Print Page Setup

Layor: [ FA_PRT List I viewas: (= [l 58 ) | (Exicreview Script Is Paused | Continue
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Summary of Bookings
Summary of New Bookings ofNBl:anoqll(’ggs 219 g:)ltesr of'é:'&?l%rps

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.

O 006 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

o] & L

Save as Excel Save as PDF Print Page Setup

S CTTrR— = o aused [ Contoue |
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Page 318

Summary of Bookings

Summary of Exits of Bookings of Exits
Financial 1 1
Loss of Interest 1 1
Other 1 1
Other Commitments 1 1

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?

ok

| Cancel [ PDF

Number
of Catchups

o o o o

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

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

3. You will be asked to enter your username and password.
4. Enter the required details and click OK

800 Splash

= ’** Swim School Diary 29 January 2015 $ &
Splash >
Weekday | Wednesday |V Al M Dolphins @ 9:30 AM on Sunday with Barbara Smith
v
moo [3  [v] : ooings ] Waling s Session Detals
.
3 8 é Q SessionID 7527 ClassID  poL Instructor  BS. Barbara Smith
Time Class nsructor § & 8 Class Name Dolphins Telephone: Barbara Smith
X 9:00AM _TURTLES 8s 15 o[a ClassLovel | 4 —— A Comments
X 9:00AM__DOLPHINS 8S 1.3 0
‘X 9:30AM TURTLES w 0o 8 o0 Locaten | Main Pool M
T 090AM] SEALS = T Start Date  13/7/2014 EndDate 21102014
C . [l
X 9:30AM  DOLPHINS 8BS i3 ol Shift | Morning 5 5 5 5 8 8 38 8 8 8 8 8
T a0 DOLPHINS B 4 o0 o s 8 33§88 8§ ¢ ¢ ¢
‘X 9:30AM_ DOLPHINS BS 2 2 o0 -
X 10:00AM TURTLES Lw 4 4 0 b Seambi 2.7m $ R
» ® 478 4616 Barbara Smith »
‘X 10:30AM _TURTLES 8S 6 2 o
‘@ sarah Nightingale 12_0m
‘X 10:30AM  SEALS BS 13 oW ) $ .ﬁsx
® 0272222082 Barbara Nightingale
‘X 11:00AM  SEALS BS 4 0 0 =
Nicholas Smith 7 - A
‘X 1:00PM SEALS BT 4 0 o eholas Sm o R
& @ 022222082 Barbara Smith
X 1:00PM__SHARKS BT 3 3 0
X 1:30PM__DOLPHINS Ds 2 2 o0
‘X 1:30PM_ WHALES BS 0 10 o0
X 230PM__DOLPHINS BS 4 0 o0
v
| [+adosooang | [+ g caronn [+ awan |
100/ =/ Browse

splash

Welcome to Splash.

Username
[

Password
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Using Splash Point of Sale

The first section of this guide addresses setting up each area of POS so it is ready for use.

Payment processing is accessed using the green dollar symbol on the top right corner of your
screen. The full point of sale system, however is accessed via the Splash menu on the top
left of your screen. Your user access privileges will define whether you can process a
payment, run reports, enter new products, or order stock. If you have insufficient access to
complete any task, please refer to your system administrator.

Defining Your Point of Sale Location

Your point of sale location determines the interface that will be displayed when you access
the sale entry screen. Splash provides the flexibility to customise the user interface for
multiple locations. The default location when you first begin using Splash is “POS 1.

Before you can begin using Splash Point of Sale (POS) system you must define your POS
Location.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Daily Diary icon

"
14] ) oun ©
4
@&  FileMaker Pro Advanced File Edit View Diary [JSS[IS Print Tools Help . . BumO e 3 T 0KE Wed10:35am Q
000 Set My POS Location Splash
NS Turn Sharing On or Off
o i i 4 February 2015
“$6%% * Swim School Diary View Waiting List ry é
Splash Rollover Waiting List
p—— o — Login New User
Wookday | Woanessay [¥] [m ] Dolphins @ 9:00 AM on Sunday with Barbara Smith
Block 3 y Bookings Waiting List Achievements Session Details
Year 2014 =
38 2 Q session!D 7457 Ciass D poL Instructor | BS | Barbara Smith
Tme  cass nsrucor & & 8 CiassName  Dolphins Telephone: Barbara Smith
Q. eoomw _TURTLES B 2 4 o oo [ 2 —_—r Comments
Q
Q N Location  Main Pool
930AM _TURTLES w0 s o
= GRS BT 200 Start Date 137712014 EndDate 211012014
Q | ad Shift  Moming A r K 2 @ @ @ @ @ 2 @
2 R Jonnifer smith s c o A
R _10:00AM__TURTLES LW 4 4 0 v 0272222082 Daniel Smith x
Q 10:30AM__ TURTLES 8s 6 2 oW
5 Q JosePHzmmerman  14.6m PP P NA | NA | NA
QU 1030AM  SEALS 8s 13 of x
== 097651445 Andy zimmerman
Q 11:00AM  SEALS BS 4 0 o
Q
Q 1:00PM  SEALS BT 4 0 o ) x
x h
Q
X ra0Pm_ wHALES 8s 0 1 0
Q
o || a005o0ng +Add Catchup + Add Waitst
100 = gp Browse

4. The Preferences dialog will be displayed on your screen.
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[ Preferences

M Layout = Memory @ Plug-Ins

User Interface Options

™ Allow drag and drop text selection
(

M Show recently opened files: |10

User Name

|| Use Manage Database dialog to create files

Reset dialog sizes and positions: | Reset

() SystemBarvare ith new”
Application

4 Notify me when an update is available

M Notify me when a new version is available

Cancel

5. If this is your first time accessing POS enter the default POS location of

“POS 1”7 in the Other box.

6. Click OK to save the changes you have made.

NB: If you have created multiple display options in the POS system, the above
name should match the name of the interface you have defined. To define
additional interface screens see “Defining Your Point of Sale Location” in this

guide.
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Administering Point of Sale (POS)

In order to use the Point of Sale system you will need to define the interface you wish to
display and the products you wish to sell.

This section of the manual guides you through configuring POS to meet your needs.
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Point of Sale icon

Splash

** Swim School Diary 16 June 2014 $

A

Main Menu

Diary O

14
( $
\—)oin( of Sale

.
Sessions

{11}
[‘1

Bookings

“1

3 3 3
i | iii
(il

[l

Students

3
i
(il

Families

i
i

/ Documents gy
=)

3. The POS administration screen will be displayed.

Splash POS

¥ * Point of Sale
Splash

B Setup_DispIay .
Customise the POS interface

[:=] Suppliers
Maintain a record of all suppliers of products sold

=] Inventory
Define each product offered for sale and assign button

[.=] Price Settings
Define custom price settings based on weekday and time

Orders
Record purchase order information for all inwards goods

=| Discounts
Define discount buttons for application within POS

[.=] Sales Entry

Enter a new sale

[.=] Sales List
Display a list of historic sales

=| Sales Reports
Print Sales Summary Reports

=| Cashsheets
Display summary of revenue for a specified shift

Preferences
Define preferences for POS

LIMITED

Point of Sale - Helpdesk Support

Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact
Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 3724713
Mobile: +64 - 27 222 2082
Fax: +64-6 3724714

SKYPE: computerize

www.computerize.co.nzicontact

100 =g 5 Browse

Page 322

User Documentation — Splash V6.0




Updating Swim School Information
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Point of Sale icon

Point of Sale
«v

3. Click once on the icon beside the word Preferences on the left of your screen.

@060 _____ splash POS

** Point of Sale
Splash

Setup Display
Customise the POS interface

Suppliers

Maintain a record of all suppliers of products sold

Inventory
"~ Define each product offered for sale and assign button |_|M |'|'E|]

Price Settings

Define custom price settings based on weekday and time

Orders

Record purchase order information for all inwards goods

Discounts
Define discount buttons for application within POS

Point of Sale - Helpdesk Support

‘Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact

Computerize Limited
barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
[.=| Sales Entry Mobile: +64 - 27 222 2082
Enter a new sale Fax: +64- 63724714

SKYPE: computerize
Sales List
" Display a list of historic sales

Sales Reports
Print Sales Summary Reports

=] Cashsheets

Risplay summary of revenue for a specified shift

Preferencls
" Define preferghces for POS

4. The Point of Sale Preferences will be displayed on your screen
Complete your school trading name (it will be displayed on receipts) and your
tax information.
6. Additional information about your Swim School can be updated in the Splash
Preferences for School Details.
8 006 Splash POS

"* Point of Sale - Preferences
Splash

Trading Name | Test Swim School
Company No. | ]
Street Address,
2nd Line of Street Address, Tax Prefix | GST v
Suburb,
CITY 1234 Tax Percentage | 15% |
GSTNo. 123456789
Telephone
Fax
Email
Price Titles | Smorgan | 2 3 [ 5 6 [7 8 9 [10 11 [ 12

7. Complete as many fields as possible then click the Splash Menu button to
return to the POS home screen. Your information is saved as you type.

NB: Remember to define your Tax Prefix (ABN — Australia ; GST — New
Zealand) along with the current tax rate for your location.

The tax rate entered here will only be applied to nominated products, it will not
be applied to all products.
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Defining Point of Sale Locations

Locations are used to identify alternative interfaces for different workstations. Multiple
workstations can share the same interface however in some instances you may wish to
display a different interface for a different area of the business (a kiosk may use a different
button configuration to the front desk).

When entering a Location you need to

* Define the Location name.

* Define the POS interface (button configuration).
Entering a New Location

It may be easier to consider a location an interface design. Changing information in this
screen will determine;

* which buttons are displayed when you process a payment,
* where the buttons will be positioned, and
* how each button will appear on the top left of the sales entry screen.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Setup Display on the left of your
screen to display the Point of Sale Setup Display screen.

Splash POS

w ** Point of Sale - Setup Display 16 June 2014
Splash
'Add Location Delete Location
Filter By Location Name:
[Can
POS 1 [a]
Location ID ‘ Loco1 Button Ct
& 1 1y
Default Display O 5 Button Display omme [ ] ® 4]
) 10 Button Display. Passes | ] 1 2 v ®
® 15 Button Display Bathers [ ] 2 1v B
Scanner Display Goggles - 2v 2 v ¥
BackButton © Yes ONo Accessories [ ] 3 v v R
Cant - 4 v 1 v ¥
Drinks | ] 4 v 2 %
ce Creams [ ] 4 3 v ¥
Mist - 5 v 1 v &
v &

al

10 = 5 Browse

3. Click the Add Location button displayed in the blue stripe at the top of your
screen to display a blank Location form.
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0800

Splash POS

“‘V * Point of Sale - Setup Display

Splash

Y

Filter By Location Name:

POS 1

<

0= B Browse

4 February 2015

Location D [ Locos |

D

Default Display §55 Biiion Dispiay

) 10 Button Display
O 15 Button Display
Scanner Display

S P Py

Bution

Bution Name

Button Colour

<

Define a Name for the required interface.

5. After entering the location defaults you now need to define the Button

Configuration. The button configuration determines which buttons are
displayed on the top left of your screen and their appearance.

The category buttons sit in a grid consisting of columns and rows. This
screen gives you the ability to define each category button, its colour and the
location it will sit within the grid.

Enter the names for each category button in the POS Interface fields at the
right of the screen. Remember to define both the column and row where the
button should reside.

Splash POS

Splash

Filter By Location Name:

POS 1

>

2]

/** Point of Sale - Setup Display

Location ID

Default Display O 5 Button Display
© 10 Button Display.
® 15 Button Display.
O Scanner Display

Back Button ® Yes O No

16 June 2014

[ ] Addlocson  Deletelocaion e

Button G

Location Name | POS 1 Button Name

Column

Common

Passes

Bathers

Goggles

Accessories

Canteen

Drinks

Ice Creams

[EN NS PN PN PR R O N

Misc

PR RERE R R RN PR R

2
g
Nl

3C/3C3C3C | 3C 3¢ 3¢ 3¢ 3¢ 3¢

The above configuration would be displayed as follows;

Accessorie
s

Ice Creams
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8. Define the colour of each POS button by clicking the sample Button Colour.

Splash POS

. ** Point of Sale - Setup Display 16 June 2014
Splash
Add Location Delete Location s
Filter By Location Name:
Al
POS 1 a
Location ID | Loco1 Button Ce
Location Name | POS 1 Button Name Button Colour Column Row
Common 1 v 1 v a
Defauit Display O 5 Bution Display | .
O 10 Button Display Passes iy 2y R
@ 15 Button Display Bathers 2 v 1 v R
O Scanner Display Goggles ( [ | ) 2 v 2 v B
Back Button ® Yes O No Accessories 3 v 1v B
Canteen 4 v 1v B
Drinks [ ] 4v 2 v B
Ice Creams [ ] 4 v 3 v ¥
Misc - 5 v 1v B
v v %

9. Colours are defined using RGB settings. Enter numbers between 1 and 255
in the fields for Red (R), Green (G) and Blue (B). Click OK.

LO0.0.6 Colouring Buttons

Please Enter a number between 1 to 255

Red
1100

Green
102

Blue
255

| Cancel \[ OK ]

10.The colour representing the numbers you have entered will be displayed in
the button configuration list.

11.Repeat steps 7 through 9 until the required buttons have been defined.

12.When you have finished click the Splash Menu button to return to the POS
home screen. Your information is saved as you type.

NB: For a comprehensive list of colours see the RGB Colour Palette (page 392).
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Displaying a Location

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Setup Display on the left of your
screen to display the Point of Sale Setup Display screen.

Splash POS
ekl 16 June 2014
Splash
TS
Filter By Location Name:
POS 1 [a]
Location ID Button C
Location Name Button Name Button Colour Column Row
Co 1v 1v A
Default Display O 5 Button Display mmon [ | R
© 10 Button Display Passes [ | T 27 R
® 15 Button Display Bathers - 2 v 1y ¥
O Scanner Display Goggles - 2 v 2v B
e s ] sy %
Canteen [ | 4 1v R
Drinks - 4 v 2v R
Ice Creams - 4 v 3v ¥
Misc - 5 v 1 v B
- ok

<[

100 = & 5 Browse

3. Use the list on the left of your screen to click once on the location you wish to
display.

Filter By Location Name:
All

) POS 1 A

Updating Location Details

1. Use the Displaying a Location command to ensure the correct location is
displayed on your screen.

2. Update any details as required.

Button C

Bution Name Bution Colour Column Row

Common ] ] Ty TV ®[a
Passes ' 1 2 v ®
Bathers | | 2 v Ty R
Goggles [ | 2 v 2 v ®
Accessories - 3 v 1Tvi %
Canteen - 4V 1vi R
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Deleting a Location Record

Location records can only be deleted in Setup Display. Deleting a Location will remove all
POS interface settings for the selected Location.

1. Use the Displaying a Location command to ensure the correct location is
displayed on your screen.

2. Click once on the Delete Location button displayed in the blue stripe at the
top of your screen.

800 splash POS

i Point of Sale - Setup Display 16 June 2014

Splash
|_ ) [ Add Location >

3. You will be asked to confirm you wish to delete the selected Location record.

006 Delete Location

Are you sure you want to delete the location record for POS 1?

ok [ Gane )

4. Click OK to delete the record, or Cancel to return to the form without making
any changes.
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Entering Supplier Information

Although it is not essential for successful operation, it is recommended you create a supplier
record for each company you will be purchasing stock from.

Entering a New Supplier

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Suppliers on the left of your screen.

Splash POS

Splash

=| Setup Displa}
— plse mg POyS interface

=| Supplier
Maintain a gord of all suppliers of products sold

=] Inventory
Define each product offered for sale and assign button |_|M |'|'En

=| Price Settings
Define custom price settings based on weekday and time Point of Sale - Helpdesk Support

=| Orders .
S gcord purchass order information for all inwards goods Should you have questions or comments please contact the author of this database.

For service or helpdesk enquiries please contact:

B Discounts Computerize Limited
Define discount buttons for application within POS barbara@computerize.co.nz
- Telephone: +64 - 6 372 4713
(5 SalesEntry Mobile: +64 - 27 222 2082
Enter a new sale Fax: +64-63724714
SKYPE: computerize
[.=| Sales List

Display a list of historic sales

'www.computerize.co.nz/contact
= Sales Reports
Print Sales Summary Reports.

Cashsheets
Display summary of revenue for a specified shift

=| Preferences
Define preferences for POS

100 = 5 Browse

3. The Point of Sale — Suppliers screen will be displayed.

800 Splash POS

3% - Point of Sale - Suppliers 16 June 2014
Splash
R—s
Filter By Supplier Name: Show All
Moore Wilsons |yl |G enyDetats
Speedo SIpED Orders
Vorgee Company | Moore Witsons Date Ordered By Status Value

>

e T [ 200414 | cLosep |[  ss7.50

Suburb

City | Wellington
State Post Code | 4008

Contact Person
[ ][ Jonathon | [ Brown ]
Tile FirstName Last Name
Work Phone [ 04 786 4567 ]
Mobile Phone |
Fax |
Email |
Comments

>

100 =g 5 Browse

4. Click the Add Supplier button displayed in the blue stripe at the top of your
screen to display a blank Supplier form.
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®0o0 Splash POS

‘** Point of Sale - Suppliers 16 June 2014
Splash
List View Add Supplier Find Supplier  Show All Suppliers  Delete Supplier alaD
Filter By Supplier Name: Show All .
Al
Moore Wilsons | G e viDeEa i
Vorgee Company | Moore Wilsons Date Ordered By Status Value
o [200a14 || cLosED || ssv.s0 |4

Address | 786 Sandhurst Rd
Suburb

City | Wellington
State Post Code | 4008

Contact Person

[ Jonathon Brown

Title. First Name Last Name

Work Phone [ 04 786 4567

Mobile Phone |

Fax |

Email |

Comments

100 =g 5 Browse

Complete as many details as possible for the selected supplier.

6. When you have finished in the Supplier module, click the Splash Menu button
to return to the POS home screen. Your information is saved as you type or
when you exit the screen.

NB: Each supplier must be created with a unique 1D
Displaying a List of Suppliers

Each record in your supplier module can be displayed in either a form view or as part of a list.
List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Suppliers on the left of your screen.

Click once on the List View button displayed in the blue stripe at the top of
your screen.

Splash POS

** Point of Sale - Suppliers 16 June 2014

| ListView 'Add Supplier Find Supplier  Show All Suppliers  Delete Supplier cdALD S

4. All records in the found set will be displayed in the list.

e 006 Splash POS
. . Find Supplier Named Show All

P ** Point of Sale - Suppliers [ ye—— ] 16 June 2014

Splash
SortBy | Contact v List View Add Supplier Find Supplier Show All Suppliers  Delete Supplier

D Company Name Contact Telephone Mobile Email

Q’ MW Moore Wilsons Jonathon Brown 04 786 4567
@ spe Speedo

§ VOorR Vorgee

NB: Display the detail of a selected supplier by clicking the magnifying glass
displayed to the left of the Supplier ID.

NB: Sort the list in ascending order by selecting the sort order from the Sort By
field.
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Finding a Supplier

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Suppliers on the left of your screen.

3. Click once on the Find Supplier button displayed in the blue stripe at the top
of your screen.

800 Splash POS

fabdi - Point of Sale - Suppliers 16 June 2014

Splash
List View /Add Supplier Find Supplier ow All Suppliers  Delete Supplier

4. The Search for a Supplier dialog box will be displayed on your screen.

800 splash POS

‘,4 Search for a Supplier

Supplier ID

Company |

Contact Person ;| Q

Address | a
Suburb |
City i @

state | Q Post Code |

Telephone | Q

Mobile | Q

Email | Q

#® Cancel <New Request | |==Omit Records Constrain Set Extend Set % Find Now

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.

7. If one record is located the record will be displayed on the Supplier form. If
multiple records are located the found set will be displayed in the list view.

Updating Supplier Details

1. Use the Finding a Supplier command to ensure the correct supplier record is
displayed on your screen.

2. Update any details as required.

NB: A supplier ID should not be changed after stock has been entered and
orders have been placed. Changing the Supplier ID will remove all links to
previous orders.
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Deleting a Supplier Record
Supplier records can be deleted from within either the Supplier entry form or list view.

1. Use the Finding a Supplier command to ensure the correct supplier record is
displayed on your screen.

2. If working in List View, click the goggles to display the relevant Supplier entry
form.

3. Click once on the Delete Supplier button displayed in the blue stripe at the
top of your screen.

®0o0 Splash POS

P Point of Sale - Suppliers 16 June 2014

Splash
| [ List View Add Supplier Find Supplier Show All Supplie s

4. You will be asked to confirm you wish to delete the selected Supplier record.

Delete Supplier

Are you sure you want to delete the supplier record for Pool
Supplies Limited?

\
|
\'
‘! / OK \ ( Cancel )

5. Click OK to delete the record, or Cancel to return to the supplier form without
making any changes.
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Managing Inventory

Splash POS recognises all bookings as products within a sale. In addition to bookings you
may need to process products for sale through the POS system. This section of the manual
guides you through entering the products you wish to sell.

8006 Splash POS

Point of Sale

Splash

[:=] Setup Display
Customise the POS interface

[:=] Suppliers
Maintain a record of all suppliers of products sold

=| Inventory
'

B Price Settings
Define custom price settings based on weekday and time Point of Sale - Helpdesk Support

luct offered for sale and assign button |_| M |'|'E n

=| Orders ” .
=) T Should you have questions or comments please contact the author of this database.

For service o helpdesk enquiries please contact:

[=] Discounts Computerize Limited
Define discount buttons for application within POS: barbara@computerize.co.nz
= Telephone: +64 - 6 372 4713
= SalesEntry Mobile: +64 - 27 222 2082

Enter a new sale Fax: +64-63724714

SKYPE: computerize
[=] Sales List
Display a lst of historic sales

(=] Sales Reports
Print Sales Summary Reports

[.=] Cashsheets

Display summary of revenue for a specified shift

[.=] Preferences
Define preferences for POS

100 = g 5 Browse

Button Colour

/— Stock Name /— Button Location

WA Splash POS % VA

* Point of Sale - Inventory 19 August 2014

Splash
Filter By Product Name:
10 Session Pass [a] Stock Information ook Name Button Display & Barcod / | Supplier [ Reporting Codes.
(Button Displa
375mi Milk Stock Number « play) POS Button Display Barcodes
450mi Coke Product 4042 Chupa Chups @)

o 80 4042 (8] [a
500ml milk Long Description 49814521 )
Aqua Chupa Chups 4 o
Aqua o
Aaua Gon R ¢ B .
Aqua Senior = Cost Price $0.30 | Opening Qty 10] 100 [ 255 |[ 200] y
Aguastream
Aurora Position POS Category Button Button N.m/ Poak Level Min Level Re-Order @

Slack Max ‘ POS 1 % Canteen Chupa CHlps
Boltz Cap Plain ‘ POS 1 % Common Chupa Chups
Boltz Cap Rainbow e
®© ¢) Tax Rate 15%

Boys Bathers Rotall Prices ax

Title Smorgans 2 3 4 5 6 7 8 9 10 1 12
Caliopo Price Inc $0.60
Chaos Price ex 5052 $0.00 $0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $0.00
Chips GSTS 5008 $0.00 $0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $0.00
Chupa Chups Margin % 42.50% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Coffes Margin § 5022 $0.00 $0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $0.00

[ Markup %

Comet | Markup §
Cometto [ % 0s \NO% Os [J% Os % Os [J% Os 0% Os [J% Os 0% Os [J% Os % Os  [J% Os % Os |
Cyclone Stock Levels Reporting Additional Information
Disposable Swim Nappy Opening Date ( 013 \ Group Kiosk Minimum Level | ]
Dive Sticks Opening Qty [ 10 Category CONFECTIONARY v| Peak Level [ ]
Ear Plug Adult Qty Sold [ Type ReOrderLevel | |
Ear Plug Junior Qty Received [ ) MYOB Code
Ear Putty Boltz (sl Qty on Hand [ 5 \ On Order [ ]

100=¢ 8 Browse

Pricing

Reporting
Classifications
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Entering an Inventory Item

Entering a new stock item is a five-step process. All five steps should be completed when a
new item is created.

1. Define the stock item name

2. Define the button colour

3. Define the location for the POS button
4. Define the price of the product

5. Define the classifications for reporting

Each of the above steps is completed within the Point of Sale — Inventory screen. When you
have completed all of the above steps the stock item will be available for use in the sale entry
screen.

8 00 Splash POS
“i.v ** Point of Sale - Inventory 19 August 2014
Splash

List View Add Item Find ltem ‘Show Al ltems Delete Item Stocktake List ad AP

Filter By Product Name:
Al
10 Session Pass 3} Stock Information Stock Name Button Display & Barcodes Supplier Reporting Codes
(Button Displa
375ml Milk Stock Number ( play) POS Button Display Barcodes
450ml Coke Product 4042 Chupa Chups
60c 4042 8)la
500mi milk Long Description Chupa Chups 49814521 o
Aqua Chupa Chups 60 a
Aqua
Aaua Gen R G B .
Aqua Senior Bl Cost Price $0.30 | Opening Qty 100 |[ 255 [ 200
Aguastream
Awora Position POS Category Button Button Name Poak Level Min Lovel Re-Order @
Black Max I POS 1 99 Canteen Chupa Chups 8][4
Boliz Cap Plain ‘ POS 1 99 Common Chupa Chups D5
Boliz Cap Rainbow e
® Tax Rate 15%

Boys Bathers _Rotall Prices ax Ral

Title Smorgans 2 3 4 5 6 7 8 9 10 11 12
Calppo Price inc
Chaos Price ex 50.00 $0.00 50.00 $0.00 $0.00 50.00 50.00 50.00 $0.00 50.00 $0.00
Chips GSTS 50.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00 50.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Margin § 50.00 $0.00 50.00 $0.00 $0.00 50.00 50.00 50.00 $0.00 50.00 $0.00
Coffee

Markup %
Comet Markup $
Cometio O% Os T Os [O% Os % Os  [J% s % (s [ J% O0s % (s [J% [Js % s | J% Os % s
Cyclone Stock Levels Reporting Additional Information
Disposable Swim Nappy Opening Date 2210912013 Group Kiosk v Minimum Level
Dive Sticks Opening Qty 10 Category CONFECTIONARY v Peak Level
Ear Plug Adult Qty Sold 5 Type v ReOrder Level
Ear Plug Junior Qty Received MYOB Code v
Ear Putty Boltz v Qty on Hand 5 On Order

100=d 5 Browse

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the POS icon

@Polm of Sale
1. Defining a New Stock Iltem

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Inventory on the left of your screen.

o — Splash POS

B ** Point of Sale
Splash

== Setup‘DispIay
Customise the POS interface

| Suppliers

" Maintain a record of all suppliers of products sold

Inventory
"= Define each prody offered for sale and assign button

=] Price Settings
Define custom price settings based on weekday and time

LIMITED

Point of Sale - Helpdesk Support

| Orders

D B Should you have questions or comments please contact the author of this database.

3. Click the Add Item button displayed in the blue stripe at the top of your
screen to display a blank Inventory form.
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8 00 . . Splash POS

4% Point of Sale - Inventory 19 August 2014
Splash

Filter By Product Name:
Al

10 Session Pass a Stock Information [ Button Display & Barcodes Supplier Reporting Codes |
(Button Display)
375mi Mitk Stock Number y) e Barcodes
ABNmI Cnlka Dendiiet [ anas> Chupa Chuos L ] | — =1.1
800 - . . . . Splash POS . - .
‘** Point of Sale - Inventory 4 February 2015
Splash
Py
Filter By Product Name:
10 Session Pass [4] e Tormaraon S 0D Button Display & Barcodes. Supplier Reporting Codes
375mi Milk Stock Number (Button Display) POS Button Display Barcodes
450mI Coke Product [(a130 ] s oIb
500m milk Long Description ®
Aqua < ]
Aqua ‘
R G B |
Aqua Gen =
‘Aqua Senior Cost Price | openingay [ | 30 ][ es][ 102
Aquastream
Aurora L Position POS Category Button Button Name Peak Level Min Level Re-Order @
Black Max ]S
Boltz Cap Plain =
Boltz Cap Rainbow T
Boys Bathers Retail Prices Tax Rate 15%
Title ‘Smorgans 2 3 4 5 8 7 8 9 10 11 12
Calippo Price inc.
Chaos Price ex $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chips GST$ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Coff Margin § $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
offee [Markup %
Comet [Marop§
Cometto | % O$ % s % I % s % (s % 1§ % Os D% Os % 1§ % O$ % 1§ % Os |
Cyclone Stock Levels Reporting ‘Additional Information
Disposable Swim Nappy Opening Date. Group. | MinimumLevel [ ]
Dive Sticks Opening Qty Category 2 Peak Level C

Ear Plug Aduit e we [ ] Reorderlevel [ |
Ear Plug Junior Qty Received MYOB Code v
Ear Putty Boltz Qty on Hand On Order ]

Ear Wrap
Flash

Flex
Flipper 11-15
Flipper 15-19

<

100 = 5 Browse

4. Enter the Stock Name and Long description for the item you wish to sell.

2. Defining the Button Colour

5. Click once on the grey button displayed on your screen to display the
Colouring Buttons dialog.

POS Button Display

R G B
. Colour -

Please Enter a number between 1 to 255

Red

50 J
Creen

225

Blue
195

( Cancel )(—6!(—3

4

6. Enter numbers between 1 and 255 within the fields for Red (R), Green (G)
and Blue (B). See the RGB colour palette (page 392) of this document for a
selection of colours. Click OK.

7. The button will be displayed as it will appear in the sale entry screen.
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[ Button Display & Barcodes | Supplier | Reporting Codes

POS Button Display Barcodes
4042 ()]s
Chupa Chups 49814521 ®)
60c o
R G B

[ 100][ 255 ][ 200

NB: Add the price to the button name if you would like to have the price
displayed without selecting the item.

3. Defining the POS Button Location

Position POS Category Button Button Name Peak Level Min Level Re-Order @
POS 1 99 Canteen Chupa Chups g L&
POS 1 99 Common Chupa Chups g ?

1. Select the POS Location (interface) the button should appear in using the
drop-down menu provided. Repeat this step for as many locations as

required.
Position POS Category Button Button Name Peak Level Min Level Re-Order @
POSRY 99 Canteen Chupa Chups @) |4
) ! 99 Common Chupa Chups g ?
l 2. Choose the category the button will appear within by selecting it from the
|
POS button drop-down menu.
Position POS Category Button Button Name Peak Level Min Level Re-Order @
POS 1 99 [ canteen Chupa Chups @) 4]
POS 1 99 | Accessories e Chupa Chups ol
;Ba(hers
{Common
| Drinks
| Goggles
|Ice Creams
| Misc
| Passes
Position POS Category Button Button Name Peak Level Min Level Re-Order @
...... LCan(een I Chupa Chups i g A
Common . Chupa Chups g v
Retall Prices AX ONOTAX ' Tax Rate 15%
MTa | cemmmemnnn a al 7 = s Bl o al “n a P

4. Defining the Price of the Product
1. Click the Tax Rate button to define whether the item attracts GST or not.

2. Define the retail price (price inc) of the selected product.

Retall Prices @TAX ONOTAX  TaxRate 15%
Title organs |y, 2 3 4 5 6 7 8 9 10 1 12
Price inc $0.60
Price ex N s052 | A s0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
GSTS " 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Margin % 42.50% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin § $0.22 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Markup %
Markup $

H% Os 0% Os [J% Os 0% s [J% Os % Os  [J% Os % Os  [J% s % 0s  [J% (s 1% (s |

3. This screen is vital to successful calculation of GST and for monitoring stock
levels.

5. Defining Reporting Options
4. When you first create a product remember to enter the current number of

items held in stock. If you are about to place your first order, enter zero in the
opening quantity field.

Stock Levels Reporting Additional Information
Opening Date 2210012013 | Group Minimum Level [
Opening Qty Category mbgak L oxEl

Qty Sold Type ReOrder Level

Qty Received MYOB Code

Qty on Hand 5 On Order

5. The Group, Category, and Type fields are used for reporting purposes only.

All sales can be summarised by each of the three classifications.
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Displaying a List of Inventory items

Each item of inventory can be displayed in either a form view or as part of a list. List view
displays all records in the found set. Two list options have been provided within the POS
system; Standard List and Stocktake List

Listing Stock Items

This list contains a list of each inventory item along with the reporting classifications for each
product. It also displays the current stock levels and the last counted value.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Inventory on the left of your screen.

Click once on the List View button displayed in the blue stripe at the top of
your screen.

@006 Splash POS

“lw '4i"** Point of Sale - Inventory 4 February 2015

Splash
Add Item Find Item Show All ltems Delete Item ‘Stocktake List e, )
Filter By Product Name
Al

4. All records in the found set will be displayed in the list.

® 00 Splash POS
T T T T T T e L T T T T T T T T T T T T T [ o [ e e e e T e e e e o e T T o T o o [ [ e o
o 1 4 s %6 7 '8 '9 o 11 l12 3 14 145 46 17 '8 19 '20 '21 '22 '23 '2a '25 '26 '27 '28 '29 '30 '31 'sp '33 '3a 's5 's6 's7 'sg 'a9 a0 '41 'ap a3 la4 a5 'a6 la7 lap lag
w ** Point of Sale - Inventory 4 February 2015
Splash
SotBy Group v Detail View Add ltem Find ltem Show All ltems. Delete ltem Stocktake List ‘ s
[ StockNo__Stock Name Supplier Group Category Type Counted _System Qty Variance
Q2019 Lap Swim Lap Swim v Lap Swim v Pass v 3 3
Q4024 Lap Swim Senior Lap Swim v Lap Swim v Pass v
Q 4025 Lap Swim U15. Lap Swim v Lap Swim v Pass v 2 2
Q4026 Lap Pass. Lap Swim v Lap Swim v Pass v 4 4
Q4027 Sen Lap Pass Lap Swim v Lap Swim v Pass v
Q 4028 Aqua Gen Aqua v Aqa v Pass v
Q 402 Aqua Senlor = v e v Pas v
Q@ 4030 Aqua Pass Aqua v Aqua v Pass v
Q4031 Aqua Senior Pass Aqua v Aqua v Pass v 2 2
Q 4032 Girls Bathers Spe Speedo Bathers v Gils v Bathers v 4 4
4033 Ladies Bathers Spe Speedo Bathers v Ladies v Bathers v 10 10

NB: Display the detail for a selected item by clicking the magnifying glass
displayed to the left of the Stock No.

Listing Stocktake Results

This list contains a list of products including the current stock level and the most recent
stocktake count. It also contains the variance between on hand and counted values.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Inventory on the left of your screen.

3. Click once on the Stocktake List button displayed in the blue stripe at the top
of your screen.

800 Splash POS

"#a&i* Point of Sale - Inventory 4 February 2015

Splash
List View Add Item Find Item Show All Items Delete Item e, )
Filter By Product Name:
Al

4. All records in the found set will be displayed in the list.
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‘e Splash POS
T
T
pr /** Point of Sale - Stocktake Listing 4 February 2015
Splash
9“ Group v] Detail View  Addfem  Findlem  ShowAlllems Deleteftem Print Stockiake List R
StockNo  Stock Name ‘Supplier Opening Sold On Hand Variance
Q@ 2919 Lap Swim 3 3 (V]
Q4025 Lap Swim 2 2 (7]
Q402 Lap Pass. 1 £ (V]
Q a031 Aqua Senior 2 2 (7]
Q4032 Girls Bathers. Spe Speedo 4 4 (7]
4033 Ladies Bathers. Spe Speedo 10 (V)
Q4034 Boys Bathers Spe Speedo 1 "] (V)
Q4035 Mens Bathers Spe Speedo 0 (V]
Q4041 Freddo Frog Mw Moore Wilsons. 1 El (7]
Q4042 Chupa Chups Mw Moore Wilsons: 10 5 5 (V]

NB: Sort the list in ascending order by clicking the drop-down menu in the top
left corner of your screen.

Finding Inventory Items

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

Click once on the icon beside the word Inventory on the left of your screen.

Click once on the Find button displayed in the blue stripe at the top of your

screen.
<) O,O Splash POS
3 ** Point of Sale - Inventory 4 February 2015
Splash
Filter By Product Name: e e
Al
4. The Search for an Inventory Item dialog box will be displayed on your
screen.
ﬁ Search for an Inventory Item

Stock No.

Stock Name | goggle

Long Description : Q

Supplier | Q
Group | Q v
Category | Q v
Type : v

CostPrice | @ Opening Qty :

Sell Price Qty Received
Qty Sold

On Order

% Cancel | |+New Request I-Omit Records Constrain Set

| Extend Set | |“ Find Now

5. Enter the criteria for your find by typing your request in the corresponding
field/s.

6. Click the Find Now button.
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If one record is located the record will be displayed on the Inventory detail
screen. If multiple records are located the found set will be displayed in the

list view.

Displaying Inventory items in the Portal

Ensure the POS Administration screen is displayed (see Administering Point

" of Sale).

Click once on the icon beside the word Inventory on the left of your screen.

3. The Inventory data entry screen will be displayed, enter the name (or part

thereof) of the product you wish to display in the filter field at the top of the
portal list on the left of your screen.

Click once on the product item you wish to update.

5. The portal row will be highlighted to indicate the active record. The details of

the selected inventory item will be displayed on the right of your screen.

8 00 Splash POS
"SA&Y - Point of Sale - Inventory 9 February 2015
Spla.
l Findltem  ShowAllltems  Delete ltem I
Filter By Pi Name:
Al
10 Session Pass [a] e Button Display & Barcodes Reporting Codes

Stock Name
(Button Display)

375mi Mik Stock Number POS Button Display Barcodes
450m Coke Product 4074 Boltz Cap
Plain 4074 Gs

500mi milkc Long Description a
Aqua Boliz Silicone Cap
Aqua
Aqua Gen R G B =
Aaua Sorior Cost Price Opening Qty [ o]l 20¢][ 255
Aquastream
Aurora Position POS Category Button Button Name Poak Level Min Level Re-Order @
Black Max ‘ POS 1 99 [l Accessories 8oliz Cap Plain @) |
Boltz Cap Plain ‘ oy
Boliz Cap Rainbow =

Retall Prices ©TAX ONOTAX  TaxRate 15%
Boys Bathers

Title Smorgans 2 4 5 6 7 9 10 1 12
Calippo Price inc $9.95
Chaos Price ex $8.65 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chips GSTS $1.30 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 100.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Cof Margin § $8.65 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

oo [Markup % |
Comet Markup $
Cometto % 0s O% Os |[J% s % Os |[J% s % Os [J% Os % Us [J% Os % Os |[J% Os % s
Cyclone Stock Lovels Reporting ‘Additional Information
Disposable Swim Nappy Opening Date 22/09/2013 Group v Minimum Level
Dive Sticks Opening Qty Category v Peak Level
Ear Plug Adult Qty Sold Type v ReOrder Level
Ear Plug Junior Qty Received MYOB Code v
Ear Putty Boltz Qty on Hand On Order
100=$ 5 Browse

Updating Inventory Details

Use the Finding Inventory items instructions (or select the item in the portal)
to locate the record you wish to update.

Update any details as required.

. The Inventory entry form should be displayed on your screen.
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Deleting an Inventory Item

Inventory items can be deleted from within either the Inventory entry form or list view. Anyone
who has access to POS administration has the ability to remove an inventory item.

8006

1. Use the Finding Inventory ltems instructions (or select the item in the portal)
to locate the record you wish to delete.

2. Click once on the Delete Item button displayed in the blue stripe at the top of
your screen.

Splash POS

“ﬁw '4i"** Point of Sale - Inventory 4 February 2015

List View Add Item Find ltem Show Al lte Delete ltem Stocktake List
e:
Al

Splash

Filter By Product Name:

Page 340

3. You will be asked to confirm you wish to delete the selected Inventory item.

Delete Item

Are you sure you want to delete the product record for 2984

- Chupa Chups?

i
|

!

|
\
\
} f OK \( Cancel 3

4. Click OK to delete the record, or Cancel to return to the inventory item form
without making any changes.
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Defining Price Levels

Price settings provide the ability to customise the price for each inventory item based on the
location, the weekday and time it is sold e.g. you may elect to reduce the price of a specific
product at peak times. Price Settings in Splash POS will ensure the correct price is applied to
an item when a sale is made. When creating a new price level you need to

* Define the location the price level applies to.
* Define the weekday and timeframe when the price should be applied.

* Update the inventory item to ensure there is a price displayed in the related
Price Level column.

Entering a New Price Level
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the POS icon

@ Point of Sale

3. POS administration options will be displayed on your screen.

Splash POS

** Point of Sale
Splash

Setup Display
Customise the POS interface.

Suppliers
Maintain a record of all suppliers of products sold

Inventory
"~ Define each product offered for sale and assign button LIM |'|'E|]

Price Settinjs
"~ Define custorggfrice settings based on weekday and time Point of Sale - Helpdesk Support

Orders

=l ‘Should you have questions or comments please contact the author of this database.
Record purchase order information for all inwards goods iy a P

Enr canina nr halndasl anmiirias nlaasa rantant

4. Click once on the Price Settings button to display the Price Settings entry
form.

5. Click the New Price Level button displayed in the blue stripe at the top of
your screen to display a blank Location form.

Splash POS

“&v 14" Point of Sale - Price Levels 9 February 2015

Splash
dPrb'Lw-I Delete Price Level Show All Price Levels

Location | POS 1 Week Day | Wedsnesday
PriceLevel | 1
Start Time | 12:00
End Time 12:00

Location POS 1 Week Day | Monday
pe——rGit | 2
StartTime | 8:00 AM
EndTime | g.00 AM

Price Level | 2

‘ Location POS 1 Week Day | Saturday

Start Time 8:00 AM

6. Describe where and when the special pricing should be applied by entering
the Location, Weekday and Start-End times for the specified price level.

7. Exit the price level screen and return to inventory to ensure a price has been
entered for the selected Price Level.

® TAX NO TAX Tax Rate 15%

Retail Prices

Title 2 3 4 5 6 7 8 9 10 11 12
Price inc $4.00 $3.00

Price ex $3.48 $3.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
GST S $0.52 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Margin % 100.00% 100.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin $ $3.48 $3.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Markup %

Markup $

% Cls L% LS L% LIS L% LS % CIs % LS % s L% LS L% LIS L% LS % LIS % LS
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Finding a Price Level Entry

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Price Settings on the left of your
screen.

3. Click the Find Price Level button displayed in the blue stripe at the top of
your screen to display a blank Location form.

Splash POS

Jﬁu ** Point of Sale - Price Levels 9 February 2015

Splash
vaPrledewul ‘Show All Price Levels

4. The Point of Sale — Price Levels screen will change to find mode (small
magnifying glasses will be displayed in each field.

6 00 Splash POS

w Point of Sale - Price Levels 9 February 2015
Splash

New Price Level Find Price Level  Delete Price Level Show Al Price Levels

Location | @ Week Day | Q
Price Level
Start Time
End Time

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER to complete the find.
Updating Price Level Details

1. Use the Finding a Price Level Entry command to locate the record you wish
to update.

2. The Price Level entry form should be displayed on your screen.

3. Update any details as required.

Deleting a Price Level Record

Price Setting records can be deleted from the Price Level entry form. Deleting a Price Level
will prevent Splash from applying a special price when a sale is made.

1. Ensure the appropriate Price Level record is displayed on your screen.

2. Click once on the Delete Price Level button displayed in the blue stripe at the
top of your screen.

Splash POS

w * Point of Sale - Price Levels 9 February 2015

Splash
New Price Level Find Price ow All Price Levels

3. You will be asked to confirm you wish to delete the selected Price Level
record.

g Y
FileMaker Pro lij

Permanently delete this ENTIRE record?

! \

[ Delete ] [ Cancel ]

4. Click Delete to remove the record, or Cancel to return to the Price Level form
without making any changes.
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Ordering New Stock

To ensure correct inventory levels are maintained within Splash POS all new stock should be
receipted into your POS system. This involves generating a purchase order whenever new
stock is either ordered or received. Correct use of Inventory and Orders allows you to
correctly monitor your stock levels.

Creating a New Order

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Orders on the left of your screen.

800 Splash POS
"Jh%i " Point of Sale
Splash
[.=] Setup Display
Customise the POS interface
.= Suppliers
Maintain a record of all suppliers of products sold
View Diary
[.=] Inventory
Define each product offered for sale and assign button |_| M n'En
[.=] Price Settings
Define custom price settings based on weekday and time Point of Sale - Helpdesk Support
[5] Orders Should you have questions or comments please contact the author of this database.
Record purggfise order information for all inwards goods g
For service or helpdesk enquiries please contact
=) Discounts Computerize Limited
Define discount buttons for application within POS barbara@computerize.co.nz
= Telephone: +64 - 6 372 4713
= Sales Entry Mobile: +64 - 27 222 2082
Enter a new sale Fax: 464 -6 3724714
SKYPE: computerize
=] Sales List
=
Display a list of historic sales
www.computerize.co.nzicontact
[.=] Sales Reports
Print Sales Summary Reports

[.=] Cashsheets
Display summary of revenue for a specified shift

- Preferences

=l
Define preferences for POS.

3. Click the Add Order button displayed in the blue stripe at the top of your
screen to display a blank Order form.
8 00 Splash POS
“‘V Point of Sale - Orders 9 February 2015
Splash
Add Order FindOrder ~ ShowAllOrders  Delete Order A A S

Filter By Supplier Name:

A“:J OcdoqDele) Order Number 45| Status | OPEN

20004114 CLOSED A1 suppiierclfie [ spe || specko

26/04/14 OPEN Location S 1 Ordered By Barbara

02/05/14. OPEN

Stock Number  Stock Name Carton Size Order Units  Units Ordered Received UnitEx $ TotalEx §
4033 Ladies Bathers 1 1 10 520 $20000 (@) |4
4032 Girls Bathers 1 1 5 $20 $100.00 @’
4034 Boys Bathers 1 1 10 $20 $20000 (B
4035 Mens Bathers 1 1 5 520 $10000 (@

-3

Delivery Instructions Subtotal $600.00
Freight
Tax $20.00  15%
- Total $690.00

100=$ 8 Browse

4. Define which supplier the order is being placed with by selecting the supplier
ID from the drop-down menu provided.

User Documentation — Splash V6.0 Page 343



5. Use the Location drop-down menu to define the location the stock items will
added to.

6. The Stock Number field will display a list of items sold by the selected
supplier. Select the item/s you wish to order by choosing each item from the
drop-down menu provided.

8 00 Splash POS
4% Point of Sale - Orders 9 February 2015
Splash
List View Add Order Find Order Show All Orders Delete Order
Filter By Supplier Name:
Al OrderDate | 20052014 | Order Number 45 Stalus)) OPEN
20/04/14 CLOSED 41| supplier Code | Spe || speedo
26/04/14 OPEN Location POS 1 | Ordered By Barbara

Lol OFEN [ stock Number  Stock Name Carton Size  Order Units  Units Ordered Received UnitEx § TotalEx $

4033 Ladies Bathers 1 1 10 $20 $200.00

4032 Girls Bathers 1 1 5 $20 $100.00
4034 oys Bathers 1 1 10 $20 $200.00
4035 Mens Bathers 1 1 5 $20 $100.00

@@

Delivery Instructions ubtotal $600.00
roight
Tax $20.00  15%
v Y\ $690.00 ‘
100= & B Browse

\J

7. Enter the required number of items in the Units Ordered column.

8. Click the POS Menu button to complete the entry and return to the POS home
screen.

Displaying a List of Orders

Each record in the Purchase Order module can be displayed in either the form view or as part
of a list. List view displays all records in the found set.

1. Ensure the POS Administration options are displayed on your screen.

2. Click once on the icon beside the word Orders on the left of your screen.
3. The Order entry screen will be displayed.

4. Click once on the List button displayed in the blue stripe at the top of your

screen.
800 Splash POS
w Point of Sale - Orders 9 February 2015
Splash
| e ‘ List View Add Order Find Order Show Al Orders Delete Order
5. All records in the found set will be displayed on your screen.
8 00 Splash POS
“‘V " Point of Sale - Orders 9 February 2015
Splash
SortBy | Date \ | Detail View Add Order Find Order ‘Show All Orders Delete Order
| Date Order No. Supplier Status Supplier Inv Order Total Ordered By
Q‘ 20/4/2014 43 Moore Wilsons CLOSED $57.50
Q260412014 44 Speedo OPEN $0.00
| Q‘ 2/5/2014 45 Speedo OPEN $690.00 Barbara

NB: Display the detail of a selected order by clicking the magnifying glass
displayed to the left of the Order Date.

__ NB: Sort the list in ascending order by selecting the sort by drop-down menu on
the top left corner of your screen.
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Finding a Purchase Order

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click the icon to the left of the word Orders on the left of your screen.

3. Click once on the Find Order button displayed in the blue stripe at the top of
your screen.

800 Splash POS

"$A%& " Point of Sale - Orders 9 February 2015

Splash
fo | UistView Add Order ow All Orders Delete Order

4. The Search for an Order dialog box will be displayed on your screen.

_,é Search for an Order

Supplier ID

Supplier ;| Q

Order Date Order No.

Ordered By

Status

Stock No |

Stock Name | q

Qty Ordered

Qty Receive: f

Constrain Set

‘ Extend Set ‘ }“ Find Now

& Cancel ‘ ‘ “New Request ‘-—Omlt Records

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.

7. If one record is located the record will be displayed on the Order form. If
multiple records are located the found set will be displayed in the list view.

Updating an Existing Order

1. Use the Finding a Purchase Order command to locate the Purchase Order
you wish to update.

2. The Order entry form should be displayed on your screen.
3. Update any details as required.

NB: There are some restrictions on what can be updated after an order has
been closed.
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Receiving Items Into Stock

1. Use the Finding a Purchase Order command to locate the Purchase Order

you wish to update.

2. The Order entry form should be displayed on your screen.

800

Splash POS

Point of Sale - Orders 9 February 2015
Splash
| UstView  AddOmder  FindOrder  ShowAlOmers  DeleteOrder
Filter By Supplier Namy
OrderDate | 21052014 Order Number | 45 | staws | OPEN ]
20/04/14 CLOSED hal Supplier Code Spe. Speedo
26/04/14 OPEN Location POS 1 Ordered By | Barbara |
2 CEEN Stock Number  Stock Name Carton Size Order Units  Units Ordered Received UnitEx $ TotalEx $
4033 Ladies Bathers i 1] 0] | | 520000 (@) |4
4032 Girls Bathers 1] 5] | $100.00 (@)
4034 Boys Bathers 1] 10] | s20000 (@)
4035 Mens Bathers 1] 5] | s10000 (@)
] b -3
Delivery Instructions / Subtotal $600.00
Freight i
Tax $90.00 15%
v] Total $690.00
100=¢ 8 Browse /
. N4 .
3. Enter the quantity received for each stock item
4. Click the Splash Menu button or select another order to update the entry and
return to the POS home screen.
@00 Splash POS

Splash

* Point of Sale - Inventory

Filter By Product Name:
Al

9 February 2015

Killer python

LAy Stock Information S Button Display & Barcodes [ Supplier | Reporting Codes
Ladies Bathers Stock Number (Button Display) POS Button Display Barcodes
Lane Hire 4033 Ladies 3
. — ‘ Bathers 4058 IS
p Pass . —
Fong Description Ladies Bathers )
Lap Swim Ladies Bathers.
Lap Swim
Lap Swim Senior § =2
Lazer Actve Ess CostPrics | Opening aty | [ 204 ][ 204 255
Lightly Sparkling
Magnum Position POS Category Button Button Name Poak Level Min Lovel Re-Order @
Manly ‘ POS 1 99 Bathers Ladies Bathers ®|a
Mars 8 \ ®}
Mens Bathers =
@TAX ONOTAX
Mesh Bag = Retail Prices © Tax Rate 15%
Title
Meteor D Smorgans 2 3 4 5 6 7 8 ) 10 1 12
Priceinc
Mini Pump Price ex $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Missile Goggles GSTS $0.00 50.00 50.00 5000 $0.00 $0.00 50.00 50.00 $0.00 $0.00 $0.00 50.00
Mt Frankiin Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Nesiea Margin § $0.00 50.00 50.00 $0.00 $0.00 $0.00 $0.00 50.00 50.00 $0.00 $0.00 50.00
Markup %
Nose Clip Eyeline L Markap S
Nose Plug Boliz % s % Os [O% Os % Os [J% Os % Os  [% s % s % s T Os  [O% Os % Us |
Opal Mirror Siock Laveln) Reporting ‘Additional Information
Paddle Pop Opening Date 2110012013 | Group [Bathers v Minimum Level ]
Pee Cees Opening Qty Category Ladies v Peak Level ]
Petty Cash Qty Sold Type Bathers M| ReOrder Level ]
Photon Qty Received ( 10 MYOB Code v
Pod Board (vl Qty on Hand 10 On Order o]
100=d B  Browse |

NB: The Qty Received field in the Inventory item record will be updated when

new stock is received as per the above instructions.
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Deleting a Purchase Order

Purchase order records can be deleted from within either the Order entry form or list view.
They can only be deleted if the stock has not been received.

1. Use the Finding a Purchase Order command to locate the Purchase Order
you wish to update.

2. The Order entry form should be displayed on your screen.

3. If working in List View, click the magnifying glass to display the Order entry
form.

4. Click once on the Delete Order button displayed in the blue stripe at the top
of your screen.

800 Splash POS
w Point of Sale - Orders 9 February 2015
Splash

‘ ‘ List View Add Order Find Order Show Al Ord Delete Order

5. You will be asked to confirm you wish to delete the selected Purchase Order
record.

Delete Order

Are you sure you want to delete the order for Eager for
Leisure?

/_ OK \ ( Cancel )

6. Click OK to delete the record, or Cancel to return to the Order form without
making any changes.

NB: You cannot delete an order if items have already been received into stock.

Invalid Request

Stock has been received on this order. You cannot delete an
order with stock received.

1
|
t ok ) \
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Creating Discount Buttons

Discount buttons can used to apply preset discounts as either amounts or percentages to
products during the sale process. Discount buttons can only be used with the sale of
products. See the bookings guide for applying a lesson discount.

Defining a Discount Button

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Discounts on the left of your screen.

©®00 Splash POS

& Point of Sale

Splash

Setup Display

== Customise the POS interface

Suppliers
Maintain a record of all suppliers of products sold

Inventory
Define each product offered for sale and assign bution LIMITED

Price Settings
Define custom price settings based on weekday and time POI nt Df sale - Hel pdesk Suppon

Orders

= Should you h i nts pl tact the author of this datab
Record purchase order information for all inwards goods fould you have questions or comments please contact e author of inis database

For service or helpdesk enquiries please contact:

Discounts Computerize Limited

= Define discount bughns for application within POS barbara@computerize.co.nz
Tolophone: +64 - 6 3724713
(5 SalesEntry Mobile: +64 - 27 222 2062
Enter a new sale Fax 164-6 3724714
SKYPE: computerize
Sales List

" Display a lst of historic sales

3. Click the Add Discount button displayed in the blue stripe at the top of your
screen to display a blank Discount form.

800 Splash POS

%"+ Point of Sale - Discount Buttons 14 February 2015
Splash

List View Add Discount ind Discount  Show All Discounts  Delete Discount s

Filter By Discount Name:
Al

$10f N Discounts Applied
Management Discourt ID | PMO143 Date SaleID__Inventory tem Amt Applied
Staff Discount Edanlane 305/14 14691 Missile Goggles $1.00 [4]
vIP e coligeoay M 2104114 14661 10 Session Pass $1.00
2000414 14675 500mi milk $1.00
Category | Special v]
Discount Type | Dollar v
ootaron

Date Begins ‘ 11112007

Date Ends | 31/1212099

Requested By ‘

Authorised By

Button Colour

1

153 || 51 || 288

100 =/ 5 Browse

4. The Discount ID will be automatically assigned. Enter a Button Name which
will appear within the sale screen to represent the selected discount.

5. Define the Location the button should appear on e.g. POS 1.
6. Define the discount amount as either a percentage or dollar value.
7. Enter RGB settings to define the colour of your new discount button.

8. Define a date to begin and end the promotion. If the discount is ongoing,
enter 31/12/99 in the Date Ends field.

9. Click the Splash Menu button to complete the entry and return to the POS
home screen.
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Displaying a List of Discount Buttons

Each record in your Discount module can be displayed in either the form view or as part of a
list. List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Discounts on the left of your screen.

Click once on the List View button displayed in the blue stripe at the top of
your screen.

800 Splash POS

w * Point of Sale - Discount Buttons 14 February 2015
Splash

Add Discount Find Discount  Show All Discounts  Delete Discount Z_—
Filter By Discount Name:

Al

$1.0ff Discounts Applied ]

Management Discount D | PMO143 Date Sale D Inventory ltem Amt Applied
Staff Discount Sicnbanel| $1.0n ‘ 3005114 14691 Missile Goggles $1.00 [4
viP Lacetion {2051 z ‘ 21/04/14 14661 10 Session Pass $1.00

4. All records in the found set will be displayed in the list.

8006 Splash POS
w * Point of Sale - Discount Buttons 14 February 2015
Splash
| Detal View ‘Add Discount Find Discount  Show All Discounts  Delete Discount At >
[ D Button Name Location Category Type $ Disc % Disc Begins Ends
Q@ PMO143  §10f POS 1 Special Dollar $1.00 01/01/07 31/12/99
Q@ PMO141  Management POS 1 Management Percentage 100.00% 01/01/07 31/12/99
Q PMO126  Staff Discount POS 1 Staff Discount Percentage 15.00% 01/01/07 31/12199
Q@ PMot40  VIP POS 1 Valued Customer Percentage 10.00% 01/01/07 31/12/99

NB: Display the detail of a selected discount button by clicking the magnifying
glass displayed to the left of the record ID.

Finding a Discount Button

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Discounts on the left of your screen.

3. Click once on the Find Discount button displayed in the blue stripe at the top
of your screen.

Splash POS
** Point of Sale - Discount Buttons 14 February 2015
Splash
| Detal View /Add Discour Find Discount St All Discounts Delete Discount <o A
[ D Bution Name Location NS e” Type § Disc % Disc Begins Ends
X PMOt43  $10ff POS 1 Special Dollar $1.00 01/01/07 31/12199
Q  PMmo141 Management POS 1 Management Percentage 100.00% 01/01/07 31/12/99
Q PMO126  Staff Discount POS 1 Staff Discount Percentage 15.00% 01/01/07 31/12/99
Q Pmot40  VIP POS 1 Valued Customer Percentage 10.00% 01/01/07 31112199

4. The Search for a Discount Button dialog box will be displayed on your
screen.
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800 splash POS

7Y Search for a Discount Button

PromoD [ |

Button Name |

Location ;

Category | @

Discount Type | vi

Percent Off | G
Dollar Off { &

Date Begins

Date Ends

Requested By | Q.

Authorised By | Q.

1
# Ccancel <New Request | |==Omit Records Constrain Set ‘ Extend Set @ Find Now

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.
Updating Discount Button Details

1. Use the Finding a Discount Button instructions to locate the record you
wish to update.

2. The Discount Button entry form should be displayed on your screen.
3. Update any details as required.

NB: Amending an existing discount button will only affect future use of the
button. All existing transactions will not be affected.

Deleting a Discount Button
Discount Button records can be deleted from within either the entry form or list view.

1. Use the Finding a Discount Button instructions to locate the record you
wish to delete.

2. Ensure the appropriate Discount Button record is displayed on your screen.

. If working in List View, click the magnifying glass to display the Discount
Button entry form.

4. Click once on the Delete Discount button displayed in the blue stripe at the
top of your screen.

®060 Splash POS
"ﬁb i&i"* Point of Sale - Discount Buttons 14 February 2015
Splash
List View Add Discount Find Discount ~ Show All Discol’ ]
Filter By Discount Name:
Al

$10ff N Discounts Applied

Management Discount ID | PMO143 Date SaleID__Inventory ltem Amt Applied

Staff Discount Bution Name | 1 off 305114 14691  Missile Goggles $1.00 ‘A

viP Location | POS 1 .4 21/04/14 14661 10 Session Pass 5"”‘

5. You will be asked to confirm you wish to delete the selected record.

10006 Delete Discount ;

Are you sure you want to delete the discount button for Staff
Discount?

OK Cancel

6. Click OK to delete the record, or Cancel to return to the Discount form without
making any changes.
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Reviewing Discounted Sale Items

Splash POS maintains a history of all discounted items. This section of the manual describes
how you can review the discounts which have been applied.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).
2. Click once on the icon beside the word Discounts on the left of your screen.
Use the Finding a Discount instructions to locate the record you wish to
review.
4. All instances where the discount button has been used will be displayed
within the portal on the right of the screen.
Splash POS.
z Discount Buttons 14 February 2015
Splash
Filter By Discount Name: e
Staff Discount B““""Name 3102115 14717 Missile Goggles $4.50 |4
vie Location]|4R0sS1 M 27106114 14694 Meteor s2.84
27/06/14 14694 Meteor $2.84
categery [ siaf Discount ] 2000414 14675 Nestea 053
e S— s
et Of | t6% 22/09/13 14656 Small Snake rssien

100 =g B Browse

Date Ends | 31/12/2099

Button Colour

R G B

Lo JLres J[1ss |
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Entering Sales and Processing Payments
Parts of the POS Window

Product Category Sale ltems Member Box

Product ltems

800 Splash POS . >
{nvoice # 147181 Date 16/72/2015 [EUIILIF

POS 1 Time 2:50:10 PM

Shi 842 Sarbara Smith SMITH (Barbara Smith)

Passes | Goggles Drinks With Balance [ Zero Balance

Common  Bathers | Accessorie Canteen
s

Jacob Smith $-10.00

Ice Creams Turtles - 10:00 AM Wed (Term 3 2014)

@ Amount O Percent Disc $10
Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)
O Amount @ Percent Disc 10%
Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)
D I t I t _ O Amount ® Percent Disc 10%
elete em Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term §2014)
O Amount ® Percent Disc  1.5%
Lucas Smith $63 "~
Dolphins - 2:00 PM Sun (Term §2014) . .
Booking List
Inflatable Pool| O Amount ® Percent Disc 10%
T
~ Jacob Smith $63.00

Seals - 10:30 AM Tue (Term 2 2014)

O Amount @® Percent Disc 10%
Jacob Smith $63.00
Seals - 9:30 AM Sun (Term 2 2014)

O Amount @® Percent Disc 10%

Record End of Shift Hold Button

Processing a Sale
Entering a Quick Sale for Products

1. Ensure the Diary is displayed on your screen.

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

Splash " "
" Swim School Diary 16 February 2015 Ve
7o
Fifer By: p— e LoginNew User
wookday | Wednescay [¥| [ [ Dolphins @ 9:30 AM on Sunday with Barbara Smith
v
Bock [ 3 [*] }' Bookings I Waiting List I i [ Session Details
Year [ 2014 ‘ 2
2 § H Q Ssession D 7527 ClassID  poL Instructor  BS Barbara Smith
Time Cass nstuctr 8 & & ClassName  Dolphins Telephone: Barbara Smith
a
QX 900AM  TURTLES 8s 2 4 o[l | o . Comments
‘R 9:00AM  DOLPHINS BS 1 3 0
Location v
Q 9:30AM  TURTLES w 0o 8 0 Vain Peol
o leeAls BT oo StartDate  13/7/2014 EndDate  2110/2014
‘Q  9:30AM DOLPHINS 8S 1 3 0 Shift
Q  9:30AM__DOLPHINS 8T 4 0 0 M e § § &5 88888 8 8 8
: g€ ¢ 8 8 8 2 § 5 8 ¢ £ 3
R Lucas Smith 2.7m =
Q 10:00AM  TURTLES w 4 4 0 - § $ R
® 478 4616 Barbara Smith
Q 10:30AM _ TURTLES 8s 6 2 0 X
Sarah Nightingale 12_0m
R 10:30AM  SEALS 8s 1 3 oW anting - $ $R
® 0272222082 Barbara Nightingale
Q' 11:00AM  SEALS 8BS 4 0 0 X m -
R 100w or « o o Nicholas Smith 7.8m - la %
S & @ 0272222082 Barbara Smith
Q  1:00PM__ SHARKS BT 3 3 0
Q  1:30PM__ DOLPHINS DS 2 2 0
Q 1:30PM_ WHALES 8s 0 10 o0
Q 2:30PM__DOLPHINS 8s 4 0 0
v
1 + Add Booking | “ Add Catchup

100 = g £ Browse
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3. The POS interface will be displayed on your screen.

Splash POS

Invoice # 147182 Date 16/02/2015 [IEUNIALH
POS 1 Time 2:59:57 PM

‘Common Bathers Accessorie Canteen Misc
s Shift: 2842

Passes Goggles Drinks With Balance Zero Balance

Ice Creams

100 = ¢ 5 Browse

4. Select the Product Category which contains the button for the item being sold.

Common Bathers Accessorie  Canteen
s

) Passes Goggles Drinks

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

Inflatable Pool
Toy

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

1 [
1 Flipper Children's @ $35.00 ea.
$35.00
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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 down the sale items area of the
screen.

]
1 Swim Nappy @ $18.50 ea.
1850 $18.50

1 Flipper Children's $35.00

1 Zoggs Cap $3.50

1 Inflatable Pool Toy $9.95

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

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,
or click Cancel to return to the sale without processing the payment.

000 Payment Method

| cancel || EfPOS | |  Cash |
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Entering a Quick Sale for a Booking

Clicking the green dollar symbol displayed within the booking line triggers a quick sale for the
selected booking. After selecting the dollar sign a sale will be created, the family will be
selected and the selected booking information will be added to the sale.

1. Ensure the Diary is displayed on your screen.

2. Click the $ displayed in the row for the booking you wish to pay.

800 Splash \

i i Swim School Diary 16 Februa\2015 $

Splash )
Filtor By: Class O
Wookday | Wednesday || [ Al "‘ Dolphins @ 9:30 AM on Sunday with Barbara Smith

v
Block | 3 M } }'} Bookings I Waiting List [ '\ Session Details
Yoar [ 2014 | =
3 3 H Q SessionID 7527 ClassID  poL Instructor ~ BS Barbara Smith

Time Cass Instructor 8 ,;i; 3 ClassName  Doiphins Telopholg: Barbara Smith
QX 900AM_ TURTLES 8s 2 4 ofal el + e 4 Comments
‘Q  9:00AM _ DOLPHINS BS 1.3 0

Location
Q 2:30AM_ TURTLES w 0 8 o Main Peol M
Q" o30am  seas BT 4 0 o0 StartDate  13/7/2014 EndDate  2/10/2014
‘Q  9:30AM _ DOLPHINS 8BS 1.3 0 Shit M
@ I om0 5 5 5 &5 8 8 8 8 8 8 8 8
9:30AM _ DOLPHINS BT 4 0 0 g ¢ 8§ 3§ 8 © § B 8 8 = =%
¢ = e § 8 ¢ = g
[X 9s0amM  poLPHINS B8S 2 2 0 =
R Lucas Smith 2.7m ey
Q 10:00AM  TURTLES w 4 4 0 $ $X
® 478 4616 Barbara Smith
Q 10:30AM _ TURTLES 8s 6 2 ol
Q sarah Nightingale 12_0m
R 10:30AM  SEALS 8s 1 3 oW - $ $R
® 0272222082 Barbara Nightingale
|'Q 11.00am  seas BS 4 0 0 Q 1
Q" 100em  seas BT 4 0 o0 ::"m’s"'"" 7.8m - 1A $ %
Q. 100PM  SHARKS o PR @ 0272222082 Barbara Smith
‘Q  1:30PM__ DOLPHINS DS 2 2 o0
Q 1:30PM_ WHALES 8s 0 10 0
[® 230pM _DOLPHINS BS 4 0 0
2
|
= | “ Add Booking | “ Add Catchup + Add Waitist
100 = g Browse

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

4. The selected booking will be moved to the sale item portal and all bookings
for the selected family will be displayed in the panel on the right of the screen.

Splash POS
Invoice # 147184 Date 16/02/2015 [ELIIIE]

Bathers la.'wh Canteen Misc POS 1 Time 3:19:08 PM
Shift: 2842 Barbara Smith SMITH (Barbara Smith)

Fecomies | Drinks | Losson [ With Balance I Zero Balance
1 Lucas Smith - Dolphins - 9:30 AM Sun (Term 3 2014) @ $81.00 ea.|
$81.00 Jacob Smith $-10.00

0 Turtles - 10:00 AM Wed (Term 3 2014)

Ice Creams.

@ Amount O Percent Disc $10

Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)

O Amount @ Percent Disc 10%

Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)

O Amount @ Percent Disc 10%

Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term 2 2014)

O Amount ® Percent Disc  1.5%

Lucas Smith $63.00
Dolphins - 2:00 PM Sun (Term 2 2014)

O Amount @ Percent Disc 10%

Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)

User Member

. O Amount ® Percent [——

Barbara Smith Jacob Smith $63.00

Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc 10%

100 = ¢ 5 Browse

5. Select additional bookings or amend the payment amount of the existing item.

6. When all items for the sale have been selected, click the END or
NEXT button to complete the sale.
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Entering a Sale for a Combination of Bookings and Products
12.Ensure the Diary is displayed on your screen. w
13.Click the $ button displayed on the top right of the window.

®00 Splash POS

Common | Bathers | Accessorle | Canteen Misc Ml ey Tgnﬂéel?égfﬁogﬁ Family ID

Shift: 2842

sssss With Balance Zero Balance

100 =g 5 Browse

14.The POS interface will be displayed on your screen.
15.Click once within the Family ID field on the right of the screen.

Family ID | <

With Balance Zero Balance

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

8 O 0 "~ Selecta Family

-
. b Select a Family

T

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 =
Brown Sam 04 564 3212 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, paul

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

18.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.
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Splash POS

Invoice # 147177 Date 3/02/2015 [EUNILIR[
Bathers | Accessorle | Canteen e T A4 P
shift: 2842 Sam Brown BROWN (Sam Brown)

[ eoggtes | Drinks With Balance | Zero Balance
Celia Brown $135.00
fe=tcreans Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
Wissile Gogales Cota Brown Ssi50

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%
EIEETE 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 =g | Browse

19.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}
P Time 1:31:44 PM|
Shift: 2842 Sam Browi

Lesson

1 Celia Brown - Turtles - 9:30 AM Tue (Term 12014)

@ $13500€a.,
$135.00

[ Dol | U

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

Splash POS
Invoice # 147177 Date 3/02/2015]
P Time 1:31:44 PM|
Shift: 2842 Sam Brow

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

Missile Goggles $30.00 |~

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

21.You are now ready to add products to your sale. Select the Product Category
which contains the button for the item being sold.

Common Bathers  Accessorie Canteen
s

Goggles Drinks

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

Inflatable Pool
Toy
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23.The item you have selected will move across to the top of the Sale Item box

1 Flipper Children's

@

]
$35.00 ea.
$35.00

L]

24 Repeat steps 10 through 12 until all products have been define for the sale.

25.When all items have been selected, click the END button.

26.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 or click Cancel to return to the sale without

processing the payment.
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Defining Alternative Payment Methods

100 =g 5 Browse

10.Ensure the Diary is displayed on your screen. ¢
11.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

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

14.The Select a 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.

8 OO

Select a Family

Brown

Brown

-
. b Select a Family

Select the family name from the list below...

Enter all or part of the family name to display fewer records.
&9 rier [ oo |
Peter 234 any street, Wellington 4568 Mary A
Sam 04 564 3212 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, paul

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

16.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.

User Documentation — Splash V6.0 Page 359




Splash POS
Invoice # 147177 Date 3/02/2015 [EEUNEIRTY
POS 1 Time 1:31:44 PM
shift: 2842 Sam Brown BROWN (Sam Brown)

Common | Bathers | Accessorie | Canteen Misc
s

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

17.Select any bookings and products that need to be included in the sale.

18.Repeat step 8 until all iteme have been defined for the sale.

15.When all bookings and products have been defined for the sale, -
click the Next button to define each method of payment.

16.The End Sale screen will be displayed.

[SXeX¢) Splash POS
Payment Method Invoice # 147177 Date 3/02/2015
y Amount POS 1 Time 1:31:44 PM
2842 Sam Brown

$30.00 | |

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

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 LEIILL

Total : $259.50

9 [ Back]
6 [ eno |

17.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

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

DEL CreditCard 2842

DEL (Cash 2842

19.To complete the sale, click the End button.

Removing an Item from the Sale

An item may be deleted from the sale at any time before the transaction has been finalised. A
transaction is considered finalised when you have successfully ended a transaction. In order
to remove an item from the transaction it must be displayed at the top of the sale item list.

If the item you wish to remove is not displayed at the top of the list, simply click on the item to
return it to the top.

800 Splash POS
Invoice # 147177 Date 3/02/2015 SN[
POS 1 Time 1:31:44 PM

‘Common Bathers Accessorie | Canteen Misc
O 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 .
£ Celia Brown 59000
1 Cello Brown - Turties - 9:00 AM Sun (Term 2 2014) Seals - 9:30 AM Mon (Term 1 2011)
OAmount ® Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 1 2011)
OAmount © 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)

OAmount @ 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)

OAmount ® Percent Disc  10%
Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2012)

OAmount ©® Percent Disc  10%

Celia Brown $90.00

100 = Browse

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

6. If the item is not displayed at the top of the list, simply click the required item

and it will move to the top of the list.
7. Click the Del button
8. Complete your sale by clicking the End or Next button.
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Applying a Discount to a Sale Item P

11.Ensure the Diary is displayed on your screen.

12.Click the $ button displayed on the top right of the screen. S
13.The POS interface will be displayed on your screen.

14 .Select the product/s you wish to sell.

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

16.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

STAFF DISCOUNT POS 1

Item Name
Missile Goggles

Quantity

1

Item Price/Payment Amount
$30.00

Admend Price

$25.50

Amount Applied (per item)
$4.50

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

18.Click Commit to return to your sale screen.

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

1 Missile Goggles @  $2550ea.
s0 $25.50

[ Dol ] > X

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

sale is made.

12.Ensure the Diary is displayed on your screen.

13.Click the $ button displayed on the top right of the screen.

.t

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

15.Select the booking you wish to process a payment for.

16.A part payment can only be defined while the booking appears in the sale

item area at the top of the list.

17.Click the unit price written in black.

—

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

$135.00 ea.

$135.00

0J

18.The Part Payment of Booking dialog will be displayed on your screen.

19.Enter the amount of the payment you would like to apply and click OK.

O O 6 Part Payment of Booking

Payment Amount
50

Please specify the amount of the part payment.

| Cancel

ook

20.The sale item will show the booking with the revised unit price.

Lesson

1 Celia Brown - Turtles - 9:30 AM Tue (Term 12014)

> @ 850,00 ca.
$50.00

L

21.Repeat steps 4 through 9 until all relevant bookings have been selected and

updated.

22.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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Working with Held Sales
Placing a Sale on Hold

There may be instances where you are unable to complete the current transaction, however
need to begin another. Placing a transaction on hold provides the ability to park the current
transaction before it is finalised. You can then continue processing other transactions and
simply recall the held transaction at a later time to complete it.

1. Ensure the Diary is displayed on your screen.

2. Click the $ button displayed on the top right of the screen.
3. The POS interface will be displayed on your screen.
4

Select the bookings and products you wish to process a

. payment for.
5. Click the HOLD button. -

800 Splash POS
Invoice # 147184 Date 16/02/2015 [EUIIINFS
Time 3:19:08 P! .
Shift: 2842 Barbara Smith SMITH (Barbara Smith)
[__Parcode ] With Balance | Zero Balance

Lucas Smith - Dolphins - 9:30 AM Sun (Term 3 2014) @  $81.00ea.

1
$81.00 Jacob Smith $-10.00
O Turtles - 10:00 AM Wed (Term 3 2014)
T @®Amount O Percent Disc  $10
Spariding Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)

OAmount @ Percent Disc  10%

Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)

O Amount @ Percent Disc  10%

Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc  15%
Lucas Smith $63.00
Dolphins - 2:00 PM Sun (Term 2 2014)

O Amount @ Percent Disc  10%

Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc  10%

Jacob Smith $63.00
Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc  10%

Sam Smith $98.50
Dolphins - 9:30 AM Wed (Term 1 2011)

O Amount @ Percent Disc  15%
Lucas Smith $90.00

100 =/ 5 Browse

6. The selected sale will disappear from your screen and the
HOLD button will be highlighted to show there is a held sale.

100 =[x 55 Browse

7. You can now continue processing other sales.
Retrieving a Held Sale
1. Ensure the Diary is displayed on your screen.
Click the $ button displayed on the top right of the screen.

3. The POS interface will be displayed on your screen, The hold button will be
highlighted to indicate there is a held sale.

4. Display the held sale by clicking the Hold button.

5. The held sale will appear on your screen.
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Bathers

100 =g 5 Browse

Family ID 2
SMITH (Barbara Smith)

With Balance |

Zero Balance

Jacob Smith
Turtles - 10:00 AM Wed (Term 3 2014)

@ Amount O Percent Disc

Jacob Smith
Seals - 10:30 AM Thu (Term 1 2014)

O Amount @ Percent Disc
Jacob Smith
Seals - 10:30 AM Tue (Term 2014)

OAmount © Percent Disc
am Smith
Dolphins - 9:30 AM Tue (Term 2 2014)

OAmount ® Percent Disc
Lucas Smith
Dolphins - 2:00 PM Sun (Term 2 2014)

O Amount @ Percent Disc
Jacob Smith
Seals - 10:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc

Jacob Smith
Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc
Sam Smith
Dolphins - 9:30 AM Wed (Term 1 2011)

O Amount @ Percent Disc

Lucas Smith

$-10.00

$10
$190.00

10%
$90.00

10%
$68.95

$63.00

10%
$63.00

10%
$63.00

10%
$98.50

$90.00

6. Complete the sale by clicking the END or NEXT button.

NB: The End of Shift cannot be processed while you have a held sale.
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Viewing a List of Sales

Each record in your Sales module can be displayed as part of a list. List view displays all

records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

2. Click once on the icon to the left of Sales List on the left of your screen.

[T Y—

Splash POS

Point of Sale

Splash

Setup Display
o,

ustomise the POS interface

Suppliers
Maintain a record of all suppliers of products sold

Inventory
Define each product offered for sale and assign button

(il

=) Price Settings
Define custom price settings based on weekday and time

Orders
Record purchase order information for all inwards goods.

Discounts
Define discount buttons for application within POS

i

Sales Entry
Blakidpew sale

Sales List
Display a st of hispffc sales

Sales Reports
Print Sales Summary Reports

LIMITED

Point of Sale - Helpdesk Support

‘Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact:
Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +64 - 27 222 2082
Fax: +64 -6 3724714

SKYPE: computerize

‘www.computerize.co.nzlcontact

3. Alist of sales will be displayed on your screen.

000 splash POS
Point of Sale - Sales List 14 February 2015
Splash
SortBy | saleiD M|
Date Sale ID Family ID Family Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘

'Cf [] 24/04/2014 8:17 AM 146762 16 KING (Nathan King) $198.00 $198.00 $0.00 $198.00 Cash O 2839 POS1 X
Q [] 24/0412014 819AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 Ia $80.00 Cash O 2839 POS 1 x
Q [] 24/04/2014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 $72.00 Cash O 2839 POS1 X
‘CT [] 26/0412014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash O 2839 POS 1 X
T [] 26/0412014  11:14AM 146776 16 KING (Nathan King) -$90.00 -$90.00 s0.00 B -$90.00  Eftpos O 2839 POS 1 X
Q [] 26/04/2014  11:7 AM 146778 16 KING (Nathan King) $0.00 $0.00 $0.00 O 2839 POS1 x
‘(f [] 26/0412014 2:06 PM 146788 21 WILLIAMS (Malcolm Williams) $71.00 $71.00 $0.00 @ $71.00 Cash O 2840 POS 1 xI
Q[ 26/04/2014  2:30PM 146792 2 SMITH (Barbara Smith) $33.65 $33.65 52,61 $3365 Cash (m] 2840 POS 1 x
Q 04/2014 3:37PM 146794 2112 WILLIAMSON (John Williamson) $100.00 $100.00 $0.00 @ $100.00 O 2840 POS1 x
Q 413PM 146796 9 SMITH (Daniel Smith) $90.00 $90.00 $0.00 @ O 2840 POS1 xI

View Receipt

Print Receipt
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Finding a Transaction

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

Click once on the icon to the left of Sales List on the left of your screen.

Click once on the Find Sales button displayed in the blue stripe at the top of
your screen.

8060 Splash POS

- Point of Sale - Sales List 14 February 2015

Splash /—\
SotBy | sale D ] ( 1o S

Date Sale ID Family ID F: Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘

T [] 240412014  BATAM 146762 1 KING (Nathan King) $198.00 $198.00 $0.00 $198.00  Cash O 2839 POS 1 X
Q (] 24/04/2014 819AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 $80.00  Cash O 2839 POS1 x
‘(f ] 24/04/2014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 B $72.00 Cash O 2839 POS 1 x|
q ] 26/04/2014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash O 2839 POS 1 X
Q[ 26/04/2014  11:14 AM 146776 16 KING (Nathan King) -$90.00 -$90.00 5000 [ -$90.00  Eftpos O 2839 POS1 x
q ] 26/04/2014  11:17 AM 146778 16 KING (Nathan King) $0.00 $0.00 $0.00 O 2839 POS 1 x|
Q ] 26/04/2014 2:06 PM 146788 21 WILLIAMS (Malcolm Williams) $71.00 $71.00 $0.00 $71.00  Cash O 2840 POS 1 3
Q [] 26/04/2014  230PM 146792 2 SMITH (Barbara Smith) $33.65 $33.65 52,61 $3365 Cash O 2840 POS 1 x
Q ] 26/04/2014 337PM 146794 2112 WILLIAMSON (John Williamson) $100.00 $100.00 $0.00 $100.00  Cash O 2840 POS1 x
Z‘E ] 26/04/2014 413PM 146796 9 SMITH (Daniel Smith) $90.00 $90.00 $0.00 B $90.00 Cash O 2840 POS 1 x|

4. The Search for a Sale dialog box will be displayed on your screen.

/E Search for a Sale

End Clicked

Family ID

Contact Name

SalelD : Q
Entered By | Q

Payment Variation

Payment Date Variation

# Cancel | |=§-New Request

|—0mit Records Constrain Set | Extend Set | |“ Find Now

5. Enter the criteria for your find in the appropriate fields.
6. Click the Find Now button.
7. The result of your find will be displayed in the list view.

NB: The New Request button can be used to define additional find criteria (e.g.
Date = 10/4/05 AND Date = 3/4/05).
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Viewing the Content of a Previous Sale

1. Use the Finding a Transaction function to locate the sale record you wish to

view.

8006 Splash POS
Point of Sale - Sales List 14 February 2015
Splash
SortBy | salelD v Find Sales Show Al Sales A
‘ Date Sale ID Family ID Family Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘
o 4/2014 817 AM 146762 16 KING (Nathan King) $198.00 $198.00 5000 [ $198.00 Cash (m} 2839 POS1 I
< Q [ 24104720} 8:19AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 B $80.00 Cash O 2839 POS 1 %
— 412014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 $72.00 Cash O 2839 POS 1 X
Q [[] 26/0412014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash (m} 2839 POS1 I

2. Click the magnifying glass to the left of the transaction you wish to view.
800

Invoice 146804 ]

YOUR SCHOOL NAME HERE

Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax: Uwsted

GST: 123-456-789

Invoice # : 146804 (POS 1)
27 Apr 2014 1:05:45 PM
Andrew McArthur
39 River Road,
Kelson,
Wellington 4008

Thank you for your payment for the following items:

Description Qty Unit $ Total
Jack McArthur - Seals - 10:30 AM Sun (Term 1 $81.00 $81.00
22014)

Jack McArthur - Seals - 11:00 AM Mon (Term 1 $90.00 $90.00
12014)

Total Inc GST $171.00
$0.00

Payment Method GST Amt
Cash 62000
Efpos $151.00

3. The selected transaction will be displayed on your screen.

4. Click the Close button to close the dialog without printing, or click the Print
button to print a copy of the receipt.

NB: Receipts may also be viewed and reprinted from the Accounts tab card in
the family file.

Reprinting a Receipt

1. Use the Finding a Transaction function to locate the sale record you wish to

reprint.
8060 Splash POS
P ** Point of Sale - Sales List 14 February 2015
Splash
SortBy | SaleID v1 Find Sales ‘Show All Sales PP
\ Date Sale ID Family ID Family Item Total Sale Total Tax Receipt AmtPaid  Payment Type Shift  Location Enaed\
Q ] 2710412014 11:05AM 146800 67 "THOMAS (janice ) $90.00 $90.00 Cash O 2840 POS1 x|
Q ] 2710412014 1:05PM 146804 :23 MCARTHUR (Andrew McArthur) $171.00 $171.00 Cash ]_\ 2841 POS1 ]7 I
Q [] 270412014 1:41PM 146813 27 BUCHANAN (Debbie Buchanan) $120.00 $120.00 Journal O 2841 POS1 x
Q ] 2710472014 2:38PM 146818 16 KING (Nathan King) $126.00 $126.00 $0.00 B $126.00 Cash O 2841 POS1 x
2. Click the receipt button to the right of the invoice total for the required
transaction.
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TEST SWIM SCHOOL

Street Address, 2nd Line of Street Address,
Suburb, CITY
Telephone: Fax:

GST: 123-456-789

Sun, 27 Apr 2014 1:05:45 PM

TAX INVOICE 146804
Qty Description Total

1 Jack McArthur - Seals - $81.00
@ $81.00
1 Jack McArthur - Seals - $90.00
@ $90.00

CASH $20.00
EFTPOS $151.00

Total Inc GST $171.00
GST Amt $0.00
Change $0.00

NB: Receipts may also be viewed and reprinted from the Accounts tab card in the family file.

Changing Receipt Paper Size

The default format for your receipts can be defined as either A5 or 80mm (standard eftpos
receipt). Define the format you require by selecting it within the System Defaults.

8 06 Splash
‘S System Defaults 18 February 2015 3
Splash >
Swim School Defaut Sottings
Documents Bookings Student Lists Shifts Custom Reports

Defaut ity For Al New Records

Detault Paper Size e O GRS

©As OUS Loter

Confimeton and Remindergg#S %% O US Lo

Allow Catchup Bookings Recorll AS  ® Custom

©Yes ONo

Set Automatic Rollover of Bookings Display Address on Correspondence Header @ Yes ) No I'IM I I En

©ves ONo

Display Logo on Correspondence Header Yes ®No
Dislay Logo on ReportHeader  OYes ®No Helpdesk Support

Automatically Print Receipts " " o Should you have questions or comments please

\utomatically Pris teceipt Automatically Print Receipt Never contact the author of this database.

Never v Automatically Print Confimation O Yes @ No

For service or helpdesk enquiries please contact:
Autometcaly Em Confimation O Yes' ® No " e
putorizs it
= Automatically Email Reminder Notice Yes @ No barbara@computerize.co.nz

NB: Set at Custom for 80mm.
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Deleting a Transaction

Splash POS Payment records cannot be deleted. If you have processed a payment in error,
you should reverse the payment rather than attempt to delete it.

Reversing a Transaction

A reversal is created by creating an identical transaction, however, enter either the amount or
the quantity as a negative rather than a positive value.

1.
2.
3.

6.

Ensure the Diary is displayed on your screen.
Click the $ button displayed on the top right of the window.

Define the amount of the payment to be reversed by
selecting the appropriate products or bookings.

If you are returning items to stock, create the reversal by selecting the stock
item and entering a negative number in the Qty field.

If you are not returning items to stock but wish to credit an amount for either a
product or a booking simply enter the value of the item as a negative value.

To complete the sale, click the Sale or Next button.

NB: Make sure you select the correct payment method — if you are giving cash
back to the client select cash as the payment type.
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Printing Point of Sale Reports

Access to this area of the database is restricted to those with POS setup access. Use this
area of the POS system to generate reports which contain summaries of either products sold

or monies received.

All reports follow the same four step process.

1. Locate the Data for Reporting

2.
3.
4.

Choose Report Format
Enter Report Title
Produce Report

Generating a Report

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).
2. Click once on the icon beside the words Sales Reports on the left of your
screen.
I 06_ Splash POS
“&v * Point of Sale
Splash
Setup Display

" Customise the POS interface
Suppliers

(=] Invento

[=] Price Settings
Orders

Discounts

Sales Entry
Enter a new sale

Sales List
~_Disa

of historic sales
Sales Reports
_— Print Sales SummagfReports

Cashsheets

Maintain a record of all suppliers of products sold

Define each product offered for sale and assign button

Define custom price settings based on weekday and time

Record purchase order information for all inwards goods

Define discount buttons for application within POS

Display summary of revenue for a specified shift

LIMITED

Computerize Limited
arbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +64 - 27 222 2082
Fax: +64-6 3724714

SKYPE: computerize

‘www.computerize.co.nzlcontact

Point of Sale - Helpdesk Support

Should you have questions or comments please contact the author of this database.

For service or helpdesk enquiries please contact:

3. The Point of Sale — Sales Reports Screen will be displayed.

1. Locating Report Data
Step one involved locating the data you wish to include in your report. This function operates

the same way as all other find commands in Splash.

4. Click the Find Data button to display the Sale Reports Find Screen

User Documentation —

“&V * Point of Sale - Sales Reports

Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report  Sales by Category
Show Detail [X]

Step 3: Enter Report Title
Report Title  sales by Category

Report Date 2014

Step 4: produce Report

Splash V6.0

‘0‘ Find Data

‘ = Print ‘
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5. Enter the search criteria for the data you wish to include in your report
(remember you can enter a date range ... symbols, or specify an entire month
by entering only the month and year in the following format mm/yyyy)

000 Locate Report Data

S Point of Sale - Sales Reports Find
Splash

Date | 5/2014 ] Time !

Sales ID/ Inv No

Family ID
Shift

Location

Description |

Product Group

Product Category

Product Type |

=] [

6. Click the Find button to complete the find.

2. Choose Report Format

After completing the find you will be returned to the Sales Reports dialog where you now need
to select the type of report you wish to generate.

7. Select the Report Type from the drop-down menu supplied at step 2.

“‘V * Point of Sale - Sales Reports

Splash Summary by Payment Type
P Summary of Transactons o
Individual Sales by Payment Type
Totals by Day
Totals by Week
Step 1:L  Toials by Month
Totals by Year

Sales by Location
Sales by Group
Step 2:cn  sales by Type
(% Sales by Category
Show Detail "]

Step 3: Enter Report Title
Report Title | Sales by Category

Report Date | 2014

Step 4: produce Report

# cancel

8. Define whether you wish to show detail in your report. When clicked Show =
Detail will ensure each individual transaction is displayed along with totals
rather than a summary totals for the found items.

/" Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report | Sales by Category v
Show Detail []
<
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3. Enter Report Title
9. Enter the Title you wish to appear on the top of the report.

10.Enter a report date to appear on the report (optional).

: ’* Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting @% Find Data

Step 2: choose Report Format
Report | Sales by Category vl
Show Detail | |

Step 3: Enter Report Title
Report Title | Sales by Category

Report Date | May 2014

)
Step 4: Produce Report

11.Click the Print button.

12.The report will be displayed on your screen, click the Continue button or press
ENTER to display the print dialog.

‘@06 Splash POS

Summary by Payment Type - YTD 2015

Account Cash  Cheque CreditCard Efpos  Intemet  Mgment Promo  Voucher Other
pOS 1 $0.00  $36.95 $0.00 $0.00  $81.00 $0.00 $0.00 $0.00 $0.00 $0.00
3/02/2015 5000 -$30.00 $0.00 $0.00 50.00 50.00 $0.00 50.00 50.00 $0.00
16/02/2015 $0.00  $66.95 50.00 $0.00  $81.00 50.00 50.00 50.00 50.00 $0.00

13.The print dialog will be displayed on your screen. The appearance of the
dialog will differ for each printer type. Ensure Records Being Browsed is
selected in the dialog before choosing to print.

| Print

Printer: | Brother HL-4570CDW series

ol o

Presets: | Default Settings

Copies: [ Two-Sided

Pages: (o) All
Ofrom: 1 | to:
=T

LF Pro :]

Number pages from:

Recordg) being browsed

) wefit record
() Blank record, showing fields | as formatted 3
@ PDF v | | Hide Details | [ cancel | E

14.Click the Print button to produce the report, or Cancel to return to the Sales
Report screen without printing.
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Sample Reports

Individual Sales by Payment Type

This report displays a list of all transactions for a specified date along with totals for each
method of payment. When selecting this report type you will be asked to define the date for
reporting.

Without Detail

Summary by Payment Type - May 2014

Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other

POS 1 $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00
1/05/2014 $0.00 $204.50 $0.00 $0.00 $243.00 $30.00 $0.00 $0.00 $0.00 $0.00
2/05/2014 $0.00 $301.00 $0.00 $0.00 $97.50 $0.00 $0.00 $0.00 $0.00 $0.00
3/05/2014 $0.00 $1223.20 $0.00 $283.50 $647.60 $0.00 $0.00 $0.00 $0.00 $0.00
Grand Totals $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00

With Detail

Summary by Payment Type - YTD 2015

Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00
1/05/2014 $0.00 $204.50 $0.00 $0.00 $243.00 $30.00 $0.00 $0.00 $0.00 $0.00
14688 Martha Taylor $0.00 $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14688 David Jones $0.00 $6.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14688 Linley Sinclair $0.00 $0.00 $0.00 $0.00  $243.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Andy zimmerman $0.00 $54.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Debbie Buchanan $0.00 $36.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Cash Sale $0.00 $0.00 $0.00 $0.00 $0.00 $30.00 $0.00 $0.00 $0.00 $0.00
2/05/2014 $0.00 $301.00 $0.00 $0.00 $97.50 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Anthony Thomson $0.00  $189.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Barbara Smith $0.00 $0.00 $0.00 $0.00 $97.50 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Cash Sale $0.00 $4.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Daniel $0.00 $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
3/05/2014 $0.00 $1223.20 $0.00 $283.50 $647.60 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Patricia O'Donnell $0.00  $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Nicola Robinson $0.00 $345.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Cash Sale $0.00 $18.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Barbara Smith $0.00 -$1.00 $0.00 $0.00 $188.50 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Anthony Thomson $0.00 $475.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14692 David Anderson $0.00 $0.00 $0.00 $283.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14692 Cash Sale $0.00 $19.20 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Pg. Printed at 13024 on Wednesday, 18 February 2015
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Summary of Transactions

This report displays a list of all sale items grouped by date of payment.

Without Detail

Summary of Transactions

Payments Received Items Paid For Invoice Total
01 May 2014
POS 1 $447.50 $447.50 $447.50
Transaction Balanced $447.50 $447.50 $447.50
Cashsheet Total $447.50 $447.50 $447.50
With Detail
Summary of Transactions
Payments Received Items Paid For Invoice Total
01 May 2014
POS 1 $447.50 $447.50 $447.50
Transaction Balanced $447.50 $447.50 $447.50
1/5/2014 11:15 AM 146880 Martha Taylor $108.00 $108.00 $108.00
1/5/2014 11:15 AM 146881 Cash Sale $0.00 $0.00 $0.00
1/6/2014 11:25 AM 146882 Andrew McArthur $0.00 $0.00 $0.00
1/6/2014 11:26 AM 146883 David Jones $6.50 $6.50 $6.50
1/5/2014 11:26 AM 146884 Cash Sale $0.00 $0.00 $0.00
1/5/2014 11:27 AM 146885 Cash Sale $0.00 $0.00 $0.00
1/6/2014 12:40 PM 146886 Cash Sale $0.00 $0.00 $0.00
1/5/2014 5:03 PM 146887 Martha Apollo $0.00 $0.00 $0.00
1/6/2014 5:03 PM 146888 Linley Sinclair $243.00 $243.00 $243.00
1/6/2014 5:56 PM 146889 Cash Sale $0.00 $0.00 $0.00
1/6/2014 6:43 PM 146890 Andy zimmerman $54.00 $54.00 $54.00
1/6/2014 6:40 PM 146891 Debbie Buchanan $36.00 $36.00 $36.00
1/5/2014 6:40 PM 146892 Cash Sale $0.00 $0.00
1/5/2014 6:42 PM 146893 Cash Sale $0.00 $0.00
1/6/2014 6:42 PM 146894 Cash Sale $0.00 $0.00
1/5/2014 6:43 PM 146895 Cash Sale $0.00 $0.00
1/6/2014 8:54 PM 146896 Cash Sale $0.00 $0.00
Cashsheet Total $447.50 $447.50 $447.50
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Individual Sales by Payment Type

This report displays a list of all transactions for a specified date along with totals for each
method of payment. When selecting this report type you will be asked to define the date for

reporting.

Without Detail

Individual Sales by Payment Type

Thursday, 01 May 2014 $477.50

CASH $204.50

EFTPOS $243.00

INTERNET $30.00

With Detail

Individual Sales by Payment Type

Thursday, 01 May 2014 $477.50

CASH $204.50
11:15 AM 146880 Martha Taylor $108.00
11:26 AM 146883 David Jones $6.50
6:43 PM 146890 Andy zimmerman $54.00
6:40 PM 146891 Debbie Buchanan $36.00

EFTPOS $243.00
5:03 PM 146888 Linley Sinclair $243.00

INTERNET $30.00
5:51 PM 146908 Cash Sale $30.00
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Totals by Day

This report displays the total sales grouped by date of payment.

Without Detail

Totals By Day
Qry Tora Inc Tora. GST
Pos 1 §3,050.30 $41.49
Thursday, 01 May 2014 $477.50 $3.91
Friday, 02 May 2014 $398.50 $4.43
Saturday, 03 May 2014 $2,174.30 $33.15
Total Included in Report $3,050.30 $41.49
With Detail
Totals By Day
Qry Torac Inc ToraL GST ToraL Ex
Pos 1 $3,050.30 $41.49 $3,008.81
Thursday, 01 May 2014 $477.50 $3.91 $473.59
Lesson 11 $447.50 $447.50
Missile Goggles 1 $30.00 $3.91 $26.09
Friday, 02 May 2014 $398.50 $4.43 $394.07
Boys Bathers 1
Lap Pass 1
Lap Swim 2 $4.00 $0.52 $3.48
Lesson 5 $364.50 $364.50
Missile Goggles 1 $30.00 $3.91 $26.09
Saturday, 03 May 2014 $2,174.30 $33.15 $2,141.15
Aqua Senior 1
Coffee 1 $4.00 $0.52 $3.48
Freddo Frog 1 $0.60 $0.08 $0.52
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 25 $1,920.00 $1,920.00
Missile Goggles 5 $149.00 $19.42 $129.58
Strobe 1 $15.20 $1.98 $13.22
Swim Nappy 1 $18.50 $2.41 $16.09
Vorgee Jnr 3 $63.00 $8.22 $54.78
Total Included in Report $3,050.30 $41.49 $3,008.81
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Totals by Week
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Week
Qv Tora Inc ToraL GST ToraL Ex
Pos 1 $11,356.65 $123.45 $11,233.20
Week 9 $312.78 $312.78
Week 12 $1,040.60 $0.86 $1,039.74
Week 13 $135.00 $135.00
Week 14 $180.00 $180.00
Week 16 $17.80 $2.34 $15.46
Week 17 $835.15 $30.74 $804.41
Week 18 $6,428.80 $67.24 $6,361.56
Week 24 $294.15 $16.31 $277.84
Week 26 $45.67 $5.96 $39.71
Week 27 $82.00 $82.00
Week 42 $202.00 $202.00
Week 43 $140.00 $140.00
Week 44 $1,642.70 $1,642.70
Total Included in Report $11,356.65 $123.45 $11,233.20
With Detail
Totals By Week
Qrv Torat Inc ToraL GST Torat Ex
Pos 1 $11,356.65 $123.45 $11,233.20
Week 9 $312.78 $312.78
Lap Swim 1
Lesson 4 $312.78 $312.78
Week 12 $1,040.60 $0.86 $1,039.74
Gaytime 1 $3.00 $0.39 $2.61
Girls Bathers 3
Lesson 13 $1,034.00 $1,034.00
Magnum 1 $3.60 $0.47 $3.13
Week 13 $135.00 $135.00
450ml Coke Product 1
Lesson 3 $135.00 $135.00
Week 14 $180.00 $180.00
Lesson 2 $180.00 $180.00
Week 16 $17.80 $2.34 $15.46
- 2
Nestea 4 $14.00 $1.84 $12.16
Powerade 1 $3.80 $0.50 $3.30
Week 17 $835.15 $30.74 $804.41
10 Session Pass 1 $165.25 $21.55 $143.70
Fruit Box 1 $2.50 $0.33 $2.17
Funky Trunks 2 $40.00 $5.22 $34.78
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 20 $599.50 $599.50
Nestea 1 $3.50 $0.46 $3.04
Pop Top 1 $1.90 $0.25 $1.65
Swim Nappy 1 $18.50 $2.41 $16.09
Week 18 $6,428.80 $67.24 $6,361.56
Printed on Wednesday, 18 February 2015 Page 1
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Totals by Month

This report displays the total sales grouped by date of payment.

Without Detail

Totals By Month

Qr Torat Inc ToraL GST Torat Ex
Pos 1 $11,356.65 $123.45 $11,233.20
March $1,488.38 $0.86 $1,487.52
April $4,411.45 $58.83 $4,352.62
May $3,050.30 $41.49 $3,008.81
June $339.82 $22.27 $317.55
July $82.00 $82.00
October $1,984.70 $1,984.70
Total Included in Report $11,356.65 $123.45 $11,233.20
With Detail
Totals By Month
Qry Torac Inc ToraL GST ToraL Ex
Pos 1 $11,356.65 $123.45 $11,233.20
March $1,488.38 $0.86 $1,487.52
450ml Coke Product 1
Gaytime 1 $3.00 $0.39 $2.61
Girls Bathers 3
Lap Swim 1
Lesson 20 $1,481.78 $1,481.78
Magnum 1 $3.60 $0.47 $3.13
April $4,411.45 $58.83 $4,352.62
- 2
10 Session Pass 1 $165.25 $21.55 $143.70
Chupa Chups 5 $3.00 $0.39 $2.61
Coffee 1 $4.00 $0.52 $3.48
Fruit Box 1 $2.50 $0.33 $2.17
Funky Trunks 2 $40.00 $5.22 $34.78
Girls Bathers 1
killer python 1 $1.00 $0.13 $0.87
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 64 $3,960.50 $3,960.50
Meteor 1 $18.95 $2.47 $16.48
Missile Goggles 3 $90.00 $11.73 $78.27
Nestea 5 $17.50 $2.30 $15.20
Pop Top 1 $1.90 $0.25 $1.65
Powerade 1 $3.80 $0.50 $3.30
Small Snake 1 $0.10 $0.01 $0.09
Sunday Mail 1 $2.50 $0.33 $2.17
Super Stream 1 $12.95 $1.69 $11.26
Swim Nappy 1 $18.50 $2.41 $16.09
Vorgee Jnr 3 $63.00 $8.22 $54.78
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Totals by Year

This report displays the total sales grouped by date of payment.

Without Detail

Totals By Year
Qry ToraL Inc Tota GST Tora Ex
Pos 1 $11,674.60 $135.52 $11,539.08
2013
2014 $11,356.65 $123.45 $11,233.20
2015 $317.95 $12.07 $305.88
Total Included in Report $11,674.60 $135.52 $11,539.08
With Detail
Totals By Year
Qry ToraL Inc ToraL GST ToraL Ex
Pos 1 $11,674.60 $135.52 $11,539.08
2013
Aqua Senior 1
2014 $11,356.65 $123.45 $11,233.20
- 9
10 Session Pass 1 $165.25 $21.55 $143.70
450ml Coke Product 1
Anthony Apollo - Dolphins - 1:30 PM Wed (Term 3 3 $27.00 $27.00
Anthony Apollo - Dolphins - 9:30 AM Sun (Term 2 2 $18.00 $18.00
Aqua Senior 1
Aurora 2 $30.40 $3.96 $26.44
Barry Robinson - Dolphins - 2:30 PM Wed (Term 3 3 $27.00 $27.00
Billy Jones - Seals - 9:30 AM Sun (Term 2 2014) 2 $18.00 $18.00
Billy Jones - Seals - 9:30 AM Wed (Term 3 2014) 3 $27.00 $27.00
Boys Bathers 1
Brendon Nightingale - Seals - 1:00 PM Wed (Term 2 2 $9.00 $9.00
Bridgette Robinson - Turtles - 9:00 AM Wed (Term 2 2 $13.50 $13.50
Bruce Taylor - Dolphins - 9:00 AM Sun (Term 2 2014) 2 $18.00 $18.00
Caroline Thomson - Seals - 9:30 AM Fri (Term 2 2014) 2 $18.00 $18.00
Caroline Thomson - Seals - 9:30 AM Fri (Term 3 2014) 4 $36.00 $36.00
Celia Brown - Seals - 11:00 AM Wed (Term 3 2014) 3 $27.00 $27.00
Celia Brown - Turtles - 9:00 AM Sun (Term 2 2014) 2 $27.00 $27.00
Chupa Chups 5 $3.00 $0.39 $2.61
Coffee 2 $8.00 $1.04 $6.96
Corey Morrison - Seals - 1:00 PM Sun (Term 2 2014) 2 $18.00 $18.00
Corey Morrison - Seals - 1:00 PM Wed (Term 3 2014) 3 $27.00 $27.00
Craig King - Turtles - 9:00 AM Sun (Term 2 2014) 2 $27.00 $27.00
Craig King - Turtles - 9:30 AM Sun (Term 3 2014) 3 $40.50 $40.50
David King - Dolphins - 2:00 PM Fri (Term 2 2014) 2 $18.00 $18.00
Printed on Wednesday, 18 February 2015 Page 1
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Totals by Location

This report displays the total sales grouped by the location the payment was processed.

Sales By Location - Ytd 2015

Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
POS 1 61 $3,050.30 $3,008.81 $41.49 100.00%
Total Sales 61 $3,050.30 $3,008.81 $41.49
With Detail
sales By Locatlon - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
POS 1 61 $3,050.30 $3,008.81 $41.49 100.00%
Agqua Senior 1
Boys Bathers 1
Coffee 1 $4.00 $3.48 $0.52
Freddo Frog 1 $0.60 $0.52 $0.08
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson 41 $2,732.00 $2,732.00
Missile Goggles 7 $209.00 $181.76 $27.24
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee Jnr 3 $63.00 $54.78 $8.22
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Group

This report displays a summary of sale items summarised by product group.

sales By Group - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Aqua 1
Bathers 1
Goggles 10 $272.00 $236.54 $35.48 7.86%
Kiosk 1 $4.00 $3.48 $0.52 0.12%
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lesson 41 $2,732.00 $2,732.00 90.80%
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Total Sales 61 §3,050.30 $3,008.81 $41.49
With Detail
sales By Group - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
Aqua 1
Aqua Senior 1
Bathers 1
Boys Bathers 1
Goggles 10 $272.00 $236.54 $35.46 7.86%
Missile Goggles 7 $209.00 $181.76 $27.24
Vorgee Jnr 3 $63.00 $54.78 $8.22
Kiosk 1 $4.00 $3.48 $0.52 0.12%
ggffee 1 $4.00 $3.48 $0.52
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson a4 $2,732.00 $2,732.00 90.80%
Lesson 41 $2,732.00 $2,732.00
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Freddo Frog 1 $0.60 $0.52 $0.08
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Type

This report displays a summary of sale items grouped by product type.

sales By Type - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Bathers 1
Hot Drinks 1 $4.00 $3.48 $0.52 0.12%
Lesson 37 $2,792.00 $2,792.00 92.79%
Not Defined 17 $246.30 $206.37 $39.93 6.86%
Pass 5 $8.00 $6.96 $1.04 0.23%
Total Sales 61 $§3,050.30 $3,008.81 $41.49
With Detail
sales By Type - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Bathers 1
Boys Bathers 1
Hot Drinks 1 $4.00 $3.48 $0.52 0.12%
Coffee 1 $4.00 $3.48 $0.52
Lesson 37 $2,792.00 $2,792.00 92.79%
Lesson 37 $2,792.00 $2,792.00
Not Defined 17 $246.30 $206.37 $39.93 6.86%
Freddo Frog 1 $0.60 $0.52 $0.08
Lesson 4 -$60.00 -$60.00
Missile Goggles 7 $209.00 $181.76 $27.24
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee Jnr 3 $63.00 $54.78 $8.22
Pass 5 $8.00 $6.96 $1.04 0.23%
Aqua Senior 1
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Category

This report displays a summary of sale items summarised by product category.

sales By category - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Aqua 1
Boys 1
Drinks 1 $4.00 $3.48 $0.52 0.12%
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lesson 41 $2,732.00 $2,732.00 90.80%
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Vorgee 10 $272.00 $236.54 $35.48 7.86%
Total Sales 61 §3,050.30 $3,008.81 $41.49
With Detail
sales By category - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
Aqua 1
Aqua Senior 1
Boys 1
Boys Bathers 1
Drinks 1 $4.00 $3.48 $0.52 0.12%
Coffee 1 $4.00 $3.48 $0.52
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson 41 $2,732.00 $2,732.00 90.80%
Lesson 41 $2,732.00 $2,732.00
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Freddo Frog 1 $0.60 $0.52 $0.08
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee 10 $272.00 $236.54 $35.46 7.86%
Missile Goggles 7 $209.00 $181.76 $27.24
Vorgee Jnr 3 $63.00 $54.78 $8.22
Total Sales 61 $3,050.30 $3,008.81 $41.49
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End of Day Procedures

At the end of each business day you should reconcile the takings in your till drawer with
transactions entered in the Splash POS system. End of day procedures begin in the sale
entry screen.

Recording an End of Shift

1. Click the POS $ on the top right corner of the diary to ensure the POS Sale
Entry screen is displayed.

800 Splash POS
Invoice # 146954 Date 29/08/2014 LI
POS 1 ime 8:35:21

Common  Bathers  Accessorie Canteen Misc
s

Shift: 2841

T — Goggles Drinks With Balance Zero Balance

Ice Creams

Unlock

100 =& 85 Browse

2. Click once on the EoS (End of Shift) button displayed on the lower left of your
screen.

0.0.0 End of Shift

Are you sure you want to complete the End of Shift? Please ensure
all machines have exited the POS screens.

\ oK | | Check || Cancel |

3. You will be asked whether you want to end the shift or simply check the
takings for the current shift.

0.0 (8] Reconcile End of Shift

Balanced By
[ Barbara I

ook

4. You will be prompted to enter your name.
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.8.0.0 Reconcile End of Shift
Reconcile End of Shift
P

Overview [ Actual Cash [ T
ACTUAL Coins
5's 40 $2.00 Total Cash Counted $4,182.30
10's 23 $2.30 EFTPOS Receipts $1,549.10
20's 15 $3.00 L $485.45
50's 34 $17.00 Chequas
s1's 50 $50.00 Amexiieceiots
82's 34 $68.00 Counted Total Cash / Receipts $6,216.85
Coin Value $142.30
System Total Cash / Receipts $6,217.62
ACTUAL Notes
-
$5's 18 $90.00 NOTES: anance -$0.77
$10's 125 $1,250.00 Unknown Variance 2
$20's 135 $2,700.00
$50's $0.00
v
$100's $0.00
Notes Value $4,040.00 Done

5. The Reconcile End of Shift dialog will be displayed on your screen. You will
need to enter your takings in the fields provided on this dialog.

6. Enter a breakdown of the cash you have counted from your till drawer. Enter
the eftpos totals that have been printed from your eftpos machine.

7. The figures you enter will be reconciled against the transactions you have
processed. Any discrepancy between your takings and Splash will be
displayed in the Variance field.

1800 Reconcile End of Shift

Reconcile End of Shift
P

Overview | Actual Cash [ T
Other Payments System Totals in POS / Actual Cash
Accounts Cash $4,183.07 $4,182.30
Direct Debit $162.00 EFTPOS  g1,549.10 $1,549.10
Internet $51.00 Credit Cards $485.45 $485.45
Journal $120.00 Cheques
Promotion Amex
Redeemed Gift_Vouchers
Total Cash/EFTPOS ¢6217 62 $6,216.85
Management - —
Other
Session Pass Variance
NOTES: sorr
Total Other Payments $333.00 Unknown Variance a
Theoretical Cash / EFTPOS $6,217.62
Total Invoices / Sales $6,550.62
v
Done
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8. If there is a variance between the system figures and your counted receipts
enter a reason within the Notes field. You cannot proceed without entering a
Note when a variance occurs

9. Click the Done button to save the information and return to the POS Sale
Entry screen.

10.The cashsheet will be printed when you click the Done button.

Cashsheet for 27/04/2014
Shift : 2841

Closed: 29/08/2014 8:39:13 AM
Balanced by: Barbara

POS Totals Actual Cash on Hand

Cash $4183.07 $4182.30
EFTPOS $1549.10 $1549.10
CreditCards $485.45 $485.45
Cheques
SubTotalB $6217.62 $6216.85
Till Variance -$0.77

Additional Payments
Unknown Variance

Accounts
Internet $51.00
Journal $120.00
Promotion
Redeemed Gift Vouchers
Management
Other

SubTotalA $333.00

Total Invoices / Sales

$6550.62
ACTUAL Coins ACTUAL Notes
5's 40 $2.00 $5's 18 $90.00
10's 23 $2.30 $10's | 125  $1,250.00
20's $3.00 $20's | 135  $2,700.00
50's | 34 $17.00 $50's || $0.00
$1's | 50 $50.00 $100's || $0.00
$2's 34 $68.00
$142.30 $4,040.00
Total Cash Counted $4,182.30
Total Cheques
Total $4,182.30
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Understanding Cashsheets

Each cashsheet contains a breakdown of transactions and takings for a specified shift. A shift
can be any duration — you may have a single shift each day or multiple shifts within each day.

Each cashsheet compares the actual transactions with your counted takings for the day.

Splash POS
. Point of Sale - Cashsheet 18 February 2015
Splash
ST
Filter By Location:

o Last Balanced at | 20/8/14 8:36:20 AM
Sat, 21 Sep 2013 [af Shift | 2841 Date | 27/414 Location | pOS 1 Balanced By  Barbara
Sun, 20 Apr 2014 Overview | Actual Cash Transactions
Mon, 21 Apr 2014
Sat, 26 Apr 2014 Other Payments System Totals in POS / Actual Cash
Sun. 27 Aor 2014 Accotiic Cash | g418307 5418230

Direct Debit $162.00 EFTPOS  g15400  $1,549.10

Intermet $51.00 GGy $485.45 $485.45
Journal $120.00 Cheques
Promation Amex
Redeemed Gift_Vouchers -
Total Cash/EFTPOS  §6,217.62 $6,216.85
Management
Other
Session Pass Variance
NorES: s0.77
Total Other Payments $333.00 Unknown Variance .

Theoretical Cash/EFTPOS  56217.62

Total Invoices /Sales  gg 5506

The cashsheet overview displays the totals of all money received by payment method. It also
displays the total transactions keyed and a comparison between what was processed and
your physical cash on hand.

®060 Splash POS

iy

v - Point of Sale - Cashsheet 18 February 2015
Splash

o s
Filter By Location:

n Last Balanced at  20/8/14 8:36:20 AM
Sat, 21 Sep 2013 |a| Shift 2841 Date  27/4/14 Location  pOS 1 Balanced By  Barbara
Sun, 20 Apr 2014 Overview Actual Cash Transactions

Mon, 21 Apr 2014

Sat, 26 Apr 2014 ACTUAL Coins ACTUAL Notes
Sun, 27 Apr 2014 5 40 $2.00 $5's 18 $90.00
105 2 $2.30 $10s 125 $1,250.00
205 15 $3.00 5205 135 $2,700.00
505 34 §17.00 $50's $0.00
$1's 50 $50.00 $100's $0.00
$2s 3 $68.00
Coin Value $142.30 Notes Value $4,040.00

Total Cash Counted g4 18730

The second tab card in the cashsheet displays a record of the actual cash which was counted
at the end of the shift. These numbers can be viewed but not changed after the End of Shift
is processed.

800 Splash POS
** Point of Sale - Cashsheet 18 February 2015
Splash
Filtor By Location: o - SR
[ LastBalanced at  20/8/14 8:36:20 AM

Sat, 21 Sep 2013 Shift 2841 Date  27/4/14 Location  pOS 1 Balanced By  Barbara

Sun, 20 Apr 2014 Overview Actual Cash Transactions

Mon, 21 Apr 2014

Sat, 26 Apr 2014 Date Time SalelD  FamiyD  Famiy Invoice Total Payment Type

Sun, 27 Apr 2014 27/04114 538 PM 146827 16 KING (Nathan King) $108.00 Nathan King =
27004114 536PM 146828 $0.00 Cash Sale
2804114 1146 AM 146829 14 ZIMMERMAN (Andy zimmerman) $108.00  Andy zimmerman
2804114 1147AM 146830 $0.00 Cash Sale
2804114 11:49AM 146831 23 MCARTHUR (Andrew McArthur) $162.00  Andrew McArthur |
2804114 11:50AM 146832 $0.00 Cash Sale
2804114 1243PM 146833 2 SMITH (Barbara Smith) $102.00  Barbara Smith
2804114 1243PM 146834 $0.00 Cash Sale
2804114 1248PM 146835 $21.00 Cash Sale B
2804114 1248PM 146836 $21.00 Cash Sale
2804114 1249PM 146837 2 SMITH (Barbara Smith) $27.00  Barbara Smith
2804114 1251PM 146838 $0.00 Cash Sale
28004114 257PM 146839 2 SMITH (Barbara Smith) $100.00  Barbara Smith
28004114 258PM 146840 $000 Cash Sale
28004114 301PM 146841 15 THOMSON (Anthony Thomson) $180.00  Anthony
2804114 302PM 146842 $0.00 Cash Sale
2804114 331PM 146843 $0.00 Cash Sale
2804114 409PM 146844 $0.00 Cash Sale
2804114 409PM 146845 Cash Sale
2804114 409PM 146846 Cash Sale
20004114 1246PM 146847 2 WILLIAMS (Malcolm Wiliams) $108.00  Malcolm Willams
2004114 1247PM 146848 $000 Cash Sale
2004114 1247PM 146849 4 SOLOMAN (Matthew Soloman) $108.00  Matthew
20004114 1248PM 146850 $0.00 Cash Sale [

The final tabcard in the cashsheet displays a list of all transactions entered during the shift.
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Displaying a List of Cashsheets

Each record in your Cashsheet module can be displayed in either a form view or as part of a

list. List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

2. Click once on the icon beside the word Cashsheet on the left of your screen.

‘806 Splash POS

“&v * Point of Sale

Splash

Setup Display
Customise the POS interface

Suppliers
Maintain a record of all suppliers of products sold

Inventory
" Define each product offered for sale and assign button

LIMITED

Price Settings
Define custom price settings based on weekday and time

Point of Sale - Helpdesk Support

Orders

hould you have questions or comments please contact the author of this databas
Record purchase order information for all inwards goods. Shouid you have quastions or comments please contact the authar of this =

For service or helpdesk enquiries please contact:

Discounts
Define discount buttons for application within POS

Computerize Limited
arbara@computerize.co.nz

Telephone: 464 - 6 3724713
[=] Sales Entry Mobile: +64 - 27 222 2082
Enter a new sale Fax: +64-6 3724714
SKYPE: computerize
Sales List

Display a lst of historic sales

‘www.computerize co.nz/contact
Sales Reports
T Pdg ga Summary Reports

Cashsheets

~  Display summary gffevenue for a specified shift

3. The Point of Sale — Cashsheet Screen will be displayed.

4. Click once on the List View button displayed in the blue stripe at the top of

your screen.

8 0o Splash POS

"§ab&i** Point of Sale - Cashsheet
Splash

List View,

Find ashsheet  Show All Cashsheets

Filter By Location:

shift | 2841 Date 2714114 Location  poS 1

;‘
5. All records in the found

‘ Sat, 21 Sep 2013

set will be displayed in the list.

14 February 2015

Last Balanced at | 20/8/14 8:36:20 AM
Balanced By  Barbara

®00 Splash POS
w ** Point of Sale - Cashsheets 14 February 2015
Splash
Sort By Date v Detail View Find Cashsheet  Show All Cashsheets
‘ Date Shift Location Shift Total Other Pmts Cash Eftpos. Credit Card Amex Cheque _POS Cash/Eftpos Actual Cash/Eftpos Variance
Q 20/04/14 2838 POS 1 = $1689.70 $879.50 $730.00 $80.20 $1689.70 $1615.05 -$74.65
Q 21/04/14 2839 POS 1 = $378.40 $464.40 -$86.00 $378.40 $9.05 -$369.35
Q 26/04/14 2840 POS 1 = $511.15 $487.50 $23.65 $511.15 $0.00 -$511.15
Q 27/04/14 2841 POS 1 = $6550.62 $333.00 $4183.07 $1549.10 $485.45 $6217.62 $6216.85 -$0.77

NB: Display the detail of a selected cashsheet by clicking the goggles displayed

to the left of the date.
Finding a Cashsheet

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

2. Click once on the icon beside the word Cashsheet on the left of your screen.

3. Click once on the Find Cashsheet button displayed in the blue stripe at the

top of your screen.

Splash POS

“4d&" Point of Sale - Cashsheet

Splash
List Vi Find Cashsheet St All Cashsheets
Filter By Location:
Al

4. A blank Cashsheet will be displayed on your screen.

shift | 2841 Date 2714114 Location  pOS 1

5. Enter the criteria for your find in the appropriate field/s.

User Documentation — Splash V6.0

14 February 2015
S > P>

Last Balanced at | 20/8/14 8:36:20 AM
Balanced By  Barbara
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6. Press ENTER or click the Continue button to complete the find.
Viewing Cashsheet Details
1. Use the Finding a Cashsheet function to locate the record you wish to view.
2. The Cashsheet entry form should be displayed on your screen.
3. Update any details as required.
Displaying a list of Daily Transactions

In addition to displaying system totals, the cashsheet record also contains a list of all
transactions processed on the selected date.

1. Use the Finding a Cashsheet function to locate the record you wish to view.
2. The Cashsheet entry form should be displayed on your screen.

3. Click once on the Transactions tab card located on the right of your screen.

8006 Splash POS

3%+ ©* Point of Sale - Cashsheet 14 February 2015
Splash
List View Find Cashsheet ~ Show All Cashsheets. Rad RIS
Filter By Location:
A LastBalanced at  29/8/14 8:36:20 AM

Sat, 21 Sep 2013 144 Shift | 2841 Date  27/4114 Location  poS 1 Balanced By  Barbara

Sun, 20 Apr 2014 Overview [ Actual Cash <

Mon, 21 Apr 2014

Sat, 26 Apr 2014 Date Time Sale ID Famiy D Family Invoice Total _Payment Type

Sun, 27 Apr 2014 105114 11:13AM 146880 3 TAYLOR (Martha Taylor) $108.00 Martha Taylor [a
1/05/114 11:15 AM 146881 $0.00 Cash Sale
1/05/14 1115AM 146882 23 MCARTHUR (Andrew McArthur) $0.00  Andrew McArthur
1/05/14 11:25AM 146883 73 JONES (David Jones) $6.50 David Jones
1/05/14 11:26 AM 146884 $0.00 Cash Sale
1/05/14 11:27 AM 146885 $0.00 Cash Sale
1/05/14 11:28 AM 146886 $0.00 Cash Sale
1105114 12:40 PM 146887 51 APOLLO (Martha Apolio) $0.00 Martha Apolio
1/05114 5:03 PM 146888 32 SINCLAIR (Linley Sinclair) $243.00 Linley Sinclair
10514 503PM 146889 $0.00 Cash Sale
1/05/14 6:30 PM 146890 14 ZIMMERMAN (Andy zimmerman) $54.00  Andy zimmeman
1/05/14 6:39PM 146891 27 BUCHANAN (Debbie Buchanan) $36.00 Debbie
1/05/14 6:40 PM 146892 Cash Sale =
1/05/14 6:42 PM 146893 Cash Sale
1105114 6:42PM 146894 Cash Sale
1/05114 6:42PM 146895 Cash Sale
10514 643PM 146896 Cash Sale
2/0514 12:08PM 146897 15 THOMSON (Anthony Thomson) $189.00 Anthony
2/05/14 12:10 PM 146898 $0.00 Cash Sale
2/05/14 12:30 PM 146899 2 SMITH (Barbara Smith) $97.50 Barbara Smith
2/05114 12:31 PM 146900 $0.00 Cash Sale
2/05114 2:58 PM 146901 $4.00 Cash Sale
2/05114 3:00 PM 146902 $0.00 Cash Sale
2/0514 4:12PM 146903 ? $0.00

1 2/0514 4:12PM 146904 9 SMITH (Daniel Smith) $108.00 _Daniel v

100 =[5 Browse

4. This screen displays a single line for each transaction, it does not display the
method of payment or the content of each transaction.

Deleting a Cashsheet Record

Cashsheet records cannot be deleted.
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Printing a Cashsheet

Although the cashsheet is always printed at the time the End of Shift is performed there are
times when you may need to reprint a historic report. This report displays the system total

and actual receipts for a selected date.

1. Use the Finding a Cashsheet function to locate the cashsheet you wish to

print.
2. Click the Print button displayed in the centre of your screen.
800 Splash POS
Point of Sale - Cashsheet 14 February 2015
Splash
List View Find Cashsheet ~ Show All Cashsheets o ]
Filter By Location:

Al Last Balanced at  20/8/14 8:36:20 AM
Sat, 21 Sep 2013 |a] Shift 2841 Date  27/4/14 Location  pos 1 Balanced By  Barbara
Sun, 20 Apr 2014 Overview [ Actual Cash Transactions

Mon, 21 Apr 2014
Sat, 26 Apr 2014
Sun, 27 Apr 2014,

§162.00
$51.00
§120.00

Promotion

Redeemed Gift Vouchers
Management

Other

Session Pass

Total Other Payments $333.00

Theoretical Cash/ EFTPOS  g6.217,62

Total Invoices / Sales g6 550 67

System Totals InPOS / Actual Cash
Cash  54,183.07
$1,549.10

$485.45

$4,182.30
$1,549.10
$485.45

EFTPOS
Credit Cards
Cheques
Amex

Total Cash /EFTPOS  §6217.62 $6,216.85

Vriance 5
NOTES so77

Unknown Variance

3. The cashsheet report will be sent directly to the printer..

Cashsheet for 27/04/2014
Shift : 2841

Closed: 29/08/2014 8:39:13 AM
Balanced by: Barbara

POS Totals Actual Cash on Hand

Cash $4183.07 $4182.30

EFTPOS $1549.10 $1549.10

CreditCards $485.45 $485.45
Cheques

SubTotalB $6217.62 $6216.85

Additional Payments

Accounts
$51.00

$120.00

Internet

Journal

Promotion

Redeemed Gift Vouchers
Management

Other

SubTotalA $333.00

Total Invoices / Sales
$6550.62

Till Variance

-$0.77

Unknown Variance

ACTUAL Coins

ACTUAL Notes

5's $2.00 $5's 18 $90.00
10's | 23 $2.30 $10's | 125  $1,250.00
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RGB Colour Palette

255, 255, 255 | 255,255,204 255,255,153 255,255,102 |255,255,51 |255,255,0
255,204,255 | 255,204,204 255,204,153 255,204,102 | 255,204,51 |255,204,0

W 255,51,204 255,51,153 255,51,102 255,51,51 m

204,255,255 | 204,255,204 204,255,153 204,255,102 |204,255,51 |204,255,0

204,204,255 204,204,204 204,204,153 204,204,102  204,204,51

m 204,0,204 W 204,0,102 204,0,51 204,0,0
153,255,255 153,255,204 | 153,255,153 153,255,102 | 153,255,51 153,255,0
153,0,255 153,0,204 153,0,153 153,0,102 153,0,51 153,0,0

204,204,0

153,204,255 153,204,204
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