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User Documentation – Splash V6.0 Page 1 

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: 

 

 

 
 

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: 

1. View Your Current Schedule 
2. Make Student Bookings 
3. Monitor Account Balances 
4. Update Student Attendance 
5. Enter Assessment/Achievement Information 
6. 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. 

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.   

Home 
Menu 

Find View 

List View 

Detail View 

Preferences 
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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. 

 
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. 

 
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.   

 
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 

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

 

 
 

The Magnifier 

 Click magnifier 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.   

 
Sorting a List 

 
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 

Show All Records 

Find Record/s 

View Previous 
Record 

View Next Record 
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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.   

  

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. 

 
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. 

 

 
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.  

 

 
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. 

 
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.   

 

 
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 

 
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. 

1. Click the Sort By button.   

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

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

box on the right.   

 
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.   

The fields 
displayed on the 
right of the dialog 
box will govern the 
sort order 

Sort in 
ascending or 

descending 
order 
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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. 
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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.   

 

 
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. 

 
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. 

 
4.  A list of class levels will be displayed on your screen. 

 
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.  

 
4. The Add New Level dialog will be displayed on your screen. 

 
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. 

 
5. A dialog will be displayed asking you to confirm the selected level is to be 

deleted. 
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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. 

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

5. 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. 

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

7. 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.   

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

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

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

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. 

5. Edit the document as required. 

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

 
5. Click once on the Delete Template button. 

 

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

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

2. Select School Details.   

3. Enter your School Name and Address information. 

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

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

 
 

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

6. 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. 
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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.   

3. Click the Insert Logo button displayed above the logo field. 

 
4. The Insert Picture dialog box will be displayed on your screen.  Locate the 

file containing you logo and click the Insert button. 
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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. 
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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. 

 
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. 

5. 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. 

 
7. 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. 

 
8. 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. 
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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.   

3. 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. 

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

2. Select System Defaults.   

3. 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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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. 
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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. 

2. Select System Defaults.   

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

 
4. Select the Relationship tab card. 

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

 
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.   

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

 
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. 

 

 
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. 

 
4. Select the Exit tab card. 

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

 

 
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. 

 
4. Select the Referral tab card. 

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

 
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. 

 
4. Select the Referral tab card. 

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

 
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. 

 

  



 

Page 32 User Documentation – Splash V6.0 

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. 

2. Select System Defaults.   

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

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

5. 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. 

 
NB:  It is 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.  

 
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.  

 
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. 

 

5. Step 1 : Use the drop-down menu provided to define the Base Table for your 
new custom report. 
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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. 

8. 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. 

 
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. 
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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. 

 
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. 
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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.  

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

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

have access to. 

 

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. 
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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. 

 
5. Click once on the Delete User button  

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

 
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.  

 
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 

• 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. 

 
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. 
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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.   

 
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. 

 
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.   

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

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

 
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. 

 

Instructor ID must 
be unique 

Select default 
telephone number 
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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 
class. 

 
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. 

 
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   

 
4. The Search for an Instructor dialog box will be displayed on your screen. 

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

fields. 

6. 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 

 
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. 

 
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. 

 
5. Click once on the Delete User button  

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

 

 

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. 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 
update.   

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. 

5. Update the Status field on the top right of your screen. 

 
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).   

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

 
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. 
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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.   

 
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.. 

 



 

Page 50 User Documentation – Splash V6.0 

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.. 

 

Displaying the Class Home Screen 
1. Click the Preferences tools on the top right of your screen. 

2. Select Classes.   
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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.   

 

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. 

 
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.   

 
3. Click once on the New Class button  

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

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

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

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

 
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. 

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

take the class. 

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. 

 
6. If necessary update the Class Level to link this class to the set of goals which 

are required.   

 
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. 

 
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).   

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

 
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. 
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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. 

 
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. 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. 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. 

 
Using the Find Command 

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

2. Select Classes.   

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

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

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

 
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. 
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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. 

 
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).   

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

 
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. 
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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. 
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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  

 
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. 
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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. 

 
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. 
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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. 

 

 
 

 
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.  

 
Displaying a List of Sessions 

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

 
2. The Session List View screen will be displayed. 

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

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

2. Select the Session List icon  

 
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  

 
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. 

 
5. The Add New Session dialog will be displayed. 

 
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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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.  

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

of the session details screen. 
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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. 

 
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  

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

for the session you wish to review in the filter fields at the top of 
the portal list on the left of your screen. 

4. Select the portal row that contains the class you wish to book 
your student in to.   

5. 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. 

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

the class. 

2. Click the Add Booking button at the lower centre of your screen to display 
the Select a Student Portal. 



 

Page 68 User Documentation – Splash V6.0 

 
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. 

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

the number of session.   
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7. Add a discount rate or credit value if required and click the Done button. 

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

9. 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. 
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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. Use the Finding a Session function to locate the session record you wish to 
delete.  

2. When the correct session is displayed on your screen click once on the row 
containing the relevant session record. 

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

  

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

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

without making a change. 

 
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. 

2. Select the Session icon  

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

for the session you wish to remove in the filter fields at the top of 
the portal list on the left of your screen. 

4. Using the portal on the left of the screen, click once on session 
you wish to delete.   

5. 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. 

6. Click once on the Delete Session button.  

 
7. You will be asked to confirm the selected session is to be 

deleted. 



 

User Documentation – Splash V6.0 Page 71 

 
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. 

 
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.  

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

be displayed on the screen.  

 

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

2. Select the Session icon  

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

for the session you wish to update in the filter fields at the top of 
the portal list on the left of your screen. 

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

5. 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. 

6. Go to the Scripts menu, select Update Class Details.  

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

Click once on the Current button. 

 
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.  

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

Click once on the Found Set button. 

 
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.  

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

once on the OK button. 
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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  

 
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).   

 
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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6. Enter the number of sessions that will be conducted during the block for each 
day of the week.  

7. Click the Done button. 

8. 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.  

 
9. 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  

 
3. The Session List View screen will be displayed.  

4. Select Import Session Data from the Scripts menu. 

 
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. 

 
7. The Import Field Mapping dialog will be displayed on your screen. 
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8. 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. 

9. 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. 

10. 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  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. 

11. 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. 

 
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. 

 
6. Choose a file type from the Save 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. 
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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. 

 
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. 
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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).   

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

 
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. 
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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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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 

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

 
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. 

 
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. 

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

 
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. 

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

 
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. 

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

 
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. 

 
4. The report writer will be displayed on your screen. 

 
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) 
Information in the report below has been grouped by the categories defined above, however 
this time Show Detail in Report has been selected. 

 
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. 
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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. 

 
NB:  Display family information or access the family file by clicking the Primary Contact tab 
card. 

 
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 
booking. 

 
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.   
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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.   

 
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.   
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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. 
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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. 

 

 
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. 

 
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  

 
6. The Student List View screen will be displayed  
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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  

 
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. 

 
13. The Add New Student dialog will be displayed. 

 
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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17. If 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. 
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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  

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

 
10. Enter the criteria for your find by typing your request in the corresponding 

field/s. 

11. Click the Find Now button. 

12. If 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. 

 
3. Click once inside the large photo field. 

4. Select Picture from the Insert menu. 

 
5. Locate and select the student photograph. 

6. Click Insert to place the photograph on the student file. 
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Removing a Student 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. 

3. Click once inside the large photo field. 

4. 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 Contact tab 
card to display the family contact details. 

3. Click once on the SMS button displayed to the left of the Mobile telephone 
number. 

 
4. The Enter New SMS dialog will be displayed on your screen. 

 
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. 
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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. 

 
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).   

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

 
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. 
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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.  

7. When the correct student screen click once on the Primary Contact tab card. 

8. Hold down the Shift key while you click the magnifier to the right of the 
primary contact name. 

 
9. The Select a Family dialog box will be displayed on your screen 

 
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. 

 

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

deleted. 

 
8. Click OK to delete the record or Cancel to return to the student screen 

without making a change. 

 
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  

 
5. The Student data entry screen will be displayed, enter the name 

of the student you wish to remove in the filter field at the top of 
the portal list on the left of your screen. 

6. Using the portal on the left of the screen, click once on student 
you wish to delete.   

7. The portal row will be highlighted to indicate the active record.  
The details of the selected student will be displayed on the right 
of your screen. 

8. Click once on the Delete Student button.  

9. You will be asked to confirm the selected student is to be deleted. 
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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 
screen. 

 
3. Click once on the Add Correspondence button to display the Create 

Document dialog box. 

 
4. Choose the type of document you want to create and click the Done button. 

 
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. 
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6. The selected document will be displayed on your screen.   

 
7. Edit the document as necessary. 

8. Click the Print or Email button. 

 
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.  
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NB:  The Attachment field and buttons are only displayed on screen for email documents. 

1. Ensure the correct email document is displayed on your screen. 

2. Click once on the Insert PDF button. 

3. The Insert File dialog will be displayed on your screen.  Locate the file you 
wish to attach and click the Insert button. 

 
4. The inserted document will appear in the Attachment field on the selected 

record. 

 
5. Click the Print or Email button. 

 
NB:  The attachment is not printed if the print button is selected. 
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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  

 
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”. 

 
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. 

 
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  

 
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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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. 
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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). 

 
3. Select the Scripts menu… choose Send SMS…choose Send SMS to 

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. 

 
5. The Enter New SMS dialog will be displayed on your screen. 

 
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. 
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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. 

1. 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. 

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 or exit the script. 

5. The Enter Broadcast Email dialog will be displayed on your screen. 

 
6. Enter the message you wish to sent and attach a document if required. 

7. 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. 

 
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  

 
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. 

 
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. 

 
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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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. 

 
16. The selected template will be displayed on your screen.  Edit the content of 

the template as required. 

 
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. 



 

User Documentation – Splash V6.0 Page 123 

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  

 
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. 

 
15. The Import Field Mapping dialog will be displayed on your screen. 
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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  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. 

 
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. 

 
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. 

 
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. 

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

the Export button. 

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

 
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).   

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

 
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. 
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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  

 
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. 

 
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.. 

 
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).   

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

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

printing. 

 



 

User Documentation – Splash V6.0 Page 129 

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  

 
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. 

 
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.. 

 
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).   

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

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

printing. 
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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  

 
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. 

 
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.. 

 
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).   

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

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

printing. 
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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. 

 
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 Age 
Step 2 = Group 1 set to Summarize by Age 
Step 3 = Report Name set to Summary by Age 

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

7. Click the OK button. 
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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).   

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

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

printing. 
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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. 

 
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 Gender 
Step 2 = Group 1 set to Summarize by Gender 
Step 3 = Report Name set to Summary by Gender 

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

7. Click the OK button. 

 
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).   

 
9. The Print Report dialog will be displayed on your screen.   
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10. Click OK to print the report or Cancel to return to your original screen without 

printing. 

 
NB:  To include a list of student names, click Show Detail at Step 2. 
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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. 

 
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. 

 
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).   

 
9. The Print Report dialog will be displayed on your screen.   
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10. Click OK to print the report or Cancel to return to your original screen without 

printing. 

 
NB:  To include a list of student names, click Show Detail at Step 2. 
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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. 

 
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. 

 
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).   

 
9. The Print Report dialog will be displayed on your screen.   
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10. Click OK to print the report or Cancel to return to your original screen without 

printing. 
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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. 

 
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. 

 
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).   

 
9. The Print Report dialog will be displayed on your screen.   
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10. Click OK to print the report or Cancel to return to your original screen without 

printing. 
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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. 

 
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. 

 
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).   

 
9. The Print Report dialog will be displayed on your screen.   
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10. 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 

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. 

 
1. The report writer will be displayed on your screen. 

 
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. 

 
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.  

 
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. 
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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  

 
3. The Families data entry screen will be displayed  

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. 

 
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. 

 
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. 
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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.   To create a new item, simply click the 
Create Correspondence button. 

 
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.  
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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. 

 

 

 
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. 

 
2. The Families List View screen will be displayed  

Displaying a List of Families (from outside Family screen) 

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

8. Select the Families List icon  

 
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  

 
3. The Families data entry screen will be displayed  

 

 
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. 

 
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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User Documentation – Splash V6.0 Page 151 

Finding a Family  
13. Click once on the Splash icon on the top left corner of your screen. 

14. Select the Families Find icon  

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

 
16. Enter the criteria for your find by typing your request in the corresponding 

field/s. 

17. Click the Find Now button. 

18. If 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. 

 
NB:  Exit information may also be entered in the comments tab card in the centre 
of the family record screen 
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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. 

 
9. The Enter New SMS dialog will be displayed on your screen. 

 
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. 
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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. 

 
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. 

 
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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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. 

 
7. 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. 

 
Viewing or Reprinting a Receipt 

6. Use the Finding a Family function to locate the family record you wish to 
update.  

7. Click once on the Accounts tab card displayed on the right of the screen. 

8. Click once on the magnifier displayed to the left of the required payment. 

 
9. A copy of the receipt will be displayed on your screen. 

 

 
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 
screen. 

 
11. Click once on the Add Correspondence button to display the Create 

Document dialog box. 

 
12. Choose the type of document you want to create and click the Done button. 

 
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. 
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14. The selected document will be displayed on your screen.   

 
15. Edit the document as necessary. 

16. Click the Print or Email button. 

 
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 
included.  
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NB:  The Attachment field and buttons are only on the screen for email document types. 

6. Ensure the correct email document is displayed on your screen. 

7. Click once on the Insert PDF button. 

8. The Insert File dialog will be displayed on your screen.  Locate the file you 
wish to attach and click the Insert button. 

 
9. The inserted document will appear in the Attachment field on the selected 

record. 

 
10. Click the Print or Email button. 
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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. 

 
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 

 
5. The report will be previewed on your screen. 
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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). 

 
NB:  If Email is selected the email will be displayed with the document attached. 
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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. 

 
11. Click once on the Delete Family button.  

12. A dialog will be displayed asking you to confirm the family record should be 
deleted. 

 
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). 

 
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. 

 
12. The Enter New SMS dialog will be displayed on your screen. 

 
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. 
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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. 

 
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. 

 
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. 

 
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 
to send. 

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

19. Select the Families List icon  

 
20. The Families List View screen will be displayed.  

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 
marked. 

22. Click once on the Unmarked Found Set button.  This will clear all settings for 
previously marked records. 

 
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. 

 
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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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. 

 
33. The selected template will be displayed on your screen.  Edit the content of 

the template as required. 

 
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 
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 

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

18. Select the Families List icon  

 
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. 

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

 
23. The Import Field Mapping dialog will be displayed on your screen. 
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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  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. 

 
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. 

 
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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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. 

 
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 computer ready for use. 
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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 ID, 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. 

 
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).   

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

 
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. 
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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  

 
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. 

 
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. 

 
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).   

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

 
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. 
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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  

 
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. 

 
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. 

 
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).   

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

 
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. 
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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. 

 
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).   

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

 
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. 
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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. 

 
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).   

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

 
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. 
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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. 

 
2. The report writer will be displayed on your screen. 
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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. 

 
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. 

 
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. 
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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. 

 
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).   

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

 
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. 
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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. 

 
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).   

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

 
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. 
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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. 

 
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).   

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

 
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. 
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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.  

 

 
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. 

 

 
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. 
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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. 

 

 
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. 

 
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  

 
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. 

 
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.   

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

your screen. 

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

dialog. 
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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.   

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

9. Customise any pricing if necessary and click the Done button to save the 
booking and return to the diary screen. 
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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. 

 
Navigating to the Student Details 

Click the magnifier to the left of the Student ID 
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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 

 
Navigating to the Family Details 

Click the magnifier to the right of the Primary Contact Last Name 

 
Navigating to the Session Details 

Click the magnifier to the right of the Session ID 
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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 

 
Sending an SMS to the Instructor 

Click the SMS icon to the left of the Instructor Name  
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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. 

 
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. 

 
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. 

 
3. The Select a Student dialog box will be displayed on your screen. 

 
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. 

 
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  

 
3. The Booking data entry screen will be displayed, enter the criteria 

for the record you wish to update in the filter fields at the top of 
the portal list on the left of your screen. 

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

5. The portal row will be highlighted to indicate the active record.  
The details of the selected booking will be displayed on the right 
of your screen. 

6. Go to the Scripts menu, select Update Student Details.  

 
7. The Update Student Details dialog will be displayed on your 

screen.  Click once on the Current button. 

 
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.  

 
3. The Update Student Details dialog will be displayed on your 

screen.  Click once on the Found button. 
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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  

 
3. The Booking data entry screen will be displayed, enter the criteria 

for the record you wish to update in the filter fields at the top of 
the portal list on the left of your screen. 

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

5. The portal row will be highlighted to indicate the active record.  
The details of the selected booking will be displayed on the right 
of your screen. 

6. Go to the Scripts menu, select Update Session Details.  

 
7. The Update Session Details dialog will be displayed on your 

screen.  Click once on the This One button. 

 
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.  

 
3. The Update Session Details dialog will be displayed on your 

screen.  Click once on the OK button. 
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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.    

 
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. 
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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). 

 
3. When the correct bookings are displayed on your screen select Add Goals 

[Found Set] from the Scripts menu.  

 
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. 

 
3. There are up to three fields to be updated within each goal.  

 
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.   

 
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. 

 
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).   

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

 
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. 
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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 

 
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. 

 
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.  

 
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 
booking information. 

 

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. 

 
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. 

 
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. 

 
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. 

 
7. Click OK to update the selected records. 

 



 

User Documentation – Splash V6.0 Page 203 

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. 

 
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. 

 
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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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. 

 
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. 

 
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 
screen. 

 
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. 

 
NB:  You cannot delete a booking which has received payments. 

 
Deleting a Group of Bookings  

1. Use the Find Booking button to locate the booking records you wish to 
delete.  

2. A list of bookings will be displayed on your screen. 

3. Select Delete All Found Bookings from the Bookings menu.  

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

 
NB:  You cannot delete the found set of bookings if the current selection contains  

ANY bookings with payments attached.  
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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. Click once on the Splash icon on the top left corner of your screen. 

2. Select the Booking icon  

 
3. Select Set Current Term Swimmers to Active from the Scripts menu. 

4. 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. 

 
6. You will be asked whether the remaining students should be set to inactive. 

 
7. 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. 
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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. 

 
5. The Enter Broadcast Email dialog will be displayed on your screen. 

 
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. 

 



 

User Documentation – Splash V6.0 Page 209 

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  

 
3. Select Locate Bookings in Credit from the Scripts menu. 

 
4. The Locate Bookings in Credit dialog will be displayed on your screen. 

 
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. 
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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. 

 
4. The Locate Overdue Bookings dialog will be displayed on your screen. 

 
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 
with a circle. 

 
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. 

 
4. The Booking SMS will be generated and sent. 

 
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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3. The Transfer SMS will be generated and sent. 

 
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. 

 
3. The Fee Notice SMS will be generated and sent. 
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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. 

 
3. The Enter New SMS dialog will be displayed on your screen. 

 
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. 
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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. 

 
3. The Enter New SMS dialog will be displayed on your screen. 

 
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 tab card. 
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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.   

 
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. 

 
4. Each Booking SMS messages will be generated and sent. 

 
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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3. The Fee Notice SMS will be generated and sent. 

 
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. 

 
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. 

 
4. The Enter New SMS dialog will be displayed on your screen. 
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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). 

 
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  

 
3. Go to the Scripts menu to select Rollover Bookings to Next Term. 

 
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. 

Bookings will only 
be rolled over if 
Rollover Booking in 
the booking record 
is set to Yes 
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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. 

 
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. 

 
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. 

 
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.   

2. Click once on the Locate Family’s Bookings with a Balance button 
displayed on the lower right corner of your screen. 

 
3. All bookings with an outstanding balance for the selected family will be 

displayed on your screen. 

 
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. 
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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.  

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 Booking Data from the Scripts menu. 

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. 

 
6. Choose a file type from the Save 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. 

 
8. 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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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. 
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Export Booking Balance 

1. Use the Finding a Booking 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 Booking Data from the Scripts menu. 

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. 

 
6. Choose a file type from the Save 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. 

 
8. 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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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. 
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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). 

 
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. 
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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 

 
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). 

 
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. 
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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). 

 
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. 
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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 

 
Remittance for Credit Card 
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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. 

 
NB:  If the selected student has an email address recorded the following dialog 
box will be displayed. 

 
NB:  Select Payment Reminder… Gentle Reminder (Found Set) to print 
reminder notices for all records currently displayed in the list view. 

 
 

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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NB:  If the selected student has an email address recorded the following dialog 
box will be displayed. 

 
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. 
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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. 

 
NB:  If the selected student has an email address recorded the following dialog 
box will be displayed. 
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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. 

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. 

 
NB:  When Current is selected in the dialog, the same will be selected in the 
Print dialog box. 

 
NB:  When Found is selected in the dialog, Records Being Browsed will be 
selected in the Print dialog box. 
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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) 

3. Select Record of Achievement 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.  When you have finished viewing the 
report click the Continue button on the status panel (or press ENTER).   

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

 
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. 

 
 

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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5. The Record of Achievement dialog will be displayed on your screen.   

 
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.  

 
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. 

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

printing. 
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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.  

 
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. 

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

printing. 
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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) 

3. 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.  

 
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. 

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

printing. 
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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  

 
3. Go to the Scripts menu to select Locate Bookings with Payment Overdue. 

 
4. You will be requested to define the term and year for overdue accounts (leave 

blank for all outstanding accounts). 

 
5. Click the OK button to locate bookings which are overdue for payment.  
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6. Select List of… Bookings $ Balances from the Print menu. 

 
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. 

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

printing. 
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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. 

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… Bookings with Direct Debit Details 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. 

 
5. Click Print to print the report, PDF to save a copy of the report, or Cancel to 

return to your original screen without printing. 
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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. 

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

printing. 
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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. 

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… Achievement Checklist 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. 

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

printing. 

 
NB:  Select the landscape format if you have greater than 8 goals to display.  
Splash supports a maximum of 17 goals in this view 
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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) 

3. 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. 

 
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. 

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

printing the report. 
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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. 

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

printing. 

 
 

  



 

Page 246 User Documentation – Splash V6.0 

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. 

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

printing the report. 
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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. 

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

printing. 
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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. 

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

printing. 
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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) 

3. 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. 

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

printing. 
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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. 

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… Revenue 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. 

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

printing. 
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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) 

3. 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. 

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

printing. 
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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) 

3. 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. 

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

printing. 
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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. 

 
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. 

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

printing. 

 

 
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. 

 
4. The report writer will be displayed on your screen. 

 
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. 

 
Defining a Summary Report (No Detail) 
The sample report below demonstrates the use of summary levels.  Drop-down menus have 
been provided to assist you in structuring your report. 

 
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. 

 
If you wish to include detailed information about each session in your report, click the Show 
Detail in Report button. 
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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. 
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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.  

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 Instructor from the Print menu. 

 
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 Instructor  
Step 3 = Report Name set to Summary by Instructor. 

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

 
 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. 

 
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. 

 

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

 
 

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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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. 

 

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

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

 
 

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. 

 
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. 

 

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

 
 

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. 
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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. 

 

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

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

 
 

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. 

 
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. 

 

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

 
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). 

 
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. 

 
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  
1. Use the Finding a Family function to locate the family record you wish to 

update.  

2. When the correct family screen click once on the comments tab card. 

 
3. Change Payment by Direct Debit to Yes. 

4. The Restricted Access dialog will be displayed on your screen.  Re-enter your 
login password and click OK to continue. 
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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. 

 
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. 

 

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 

• Next payment amount exceeds the amount due 

• 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  

 
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. 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.   
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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. 

 
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. 

 
3. The Locate Payments dialog will be displayed on your screen.  

Enter the term and year for processing.  Click the OK button. 

 
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. 

 
5. Click OK to preview the report or Cancel to return to the list of bookings. 

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

 

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 
menu. 

 
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  

 
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. 

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

 

Processing Your Direct Debit Payments 
When all payments have been checked and errors removed you are ready to 
process your direct debit payments. 

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

2. Select the Booking icon  

 
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… Process Direct Debit Payments from 
the scripts menu. 
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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 
debit details. 
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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.   

 
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. 
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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. 
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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.  

 

 
1. Select the Weekday you wish to view. 

2. Select the Block you wish to view. 

3. Select the Year you wish to view. 

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

 

 

 

 

  
Delete Booking 

Record Attendance 

View Booking 

Payment Status 

Waitlist Flag Process Payment 

View Preferences

Login as a New User 
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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. 

 
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. 

                
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. 

 
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.   

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

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

dialog. Your cursor will be flashing in the filter field. 

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

9. Customise any pricing if necessary and click the Done button to save the 
booking and return to the diary screen. 

 



 

User Documentation – Splash V6.0 Page 285 

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 

 

 Crossed Status Icon – Part payment received 

 

 Ticked Status Icon – Full payment received 

 

  Negative Status Icon – Booking in credit 

 

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. 

 

Viewing Student Medical Conditions 

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

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

 

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. 

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

of the screen. 

 
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. 

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

dialog. 

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

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

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

 
8. 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.   

 
4. A list of all students in the selected session will be displayed on the top right 

of your screen. 

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

6. Update assessment details for each goal as required. 
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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.  

 

Click the button to move the  
student to another class 

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

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

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

into.  

 
7. Display the new session details on your screen by updating the Day, Bock 

and Year settings at the top of the diary screen. 

8. Click once on the session you wish to move the student in to.  
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Processing a Payment 
1. Ensure the Diary is displayed on your screen. 

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

 

 

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

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

 
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. 
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Entering a Quick Sale for a Booking 

1. Ensure the Diary is displayed on your screen. 

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

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

4. Click once within 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. 
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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.   

 
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. 

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

 
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.   

 
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. 

 
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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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. 

 
12. Choose the payment method by clicking the appropriate payment buttons on 

the left of your screen. 
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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. 

 
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. 

 
 

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

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

3. Click the Del button  

4. Complete your sale by clicking the End or Next button. 
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Applying a Discount to a Sale Item 

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.  

 

 
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.  

 
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. 

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 booking you wish to process a payment for. 

5. 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.  

 
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. 

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

 
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.  

 
4. Add a new student to the waiting list by clicking the Add Waitlist button. 

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

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

 
6. Click OK to continue. 

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

 

Click to transfer the student 
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8. Update the booking details to include the correct start date, number of 
sessions and cost.   

9. Click Done to continue and return to the diary. 

Removing a Student from the Waiting List 

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

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

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

 
4. Click the Waiting List tabcard or the red flag in the left panel for the required 

session.  All students wait listed for the selected session will be displayed on 
the lower right corner of your screen. 

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

  
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. 
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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. 

 
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. 

 
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. 

 
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).   
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6.  

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

 
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. 

 
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.  

 
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. 

 
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).   

 

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

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

 
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. 

 
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. 

 
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. 
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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. 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).   

 
 

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

 
 

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

 

 

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

 
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).   

 
 



 

Page 316 User Documentation – Splash V6.0 

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

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

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

 
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 
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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  

 
3. Select Set My POS Location from the Scripts menu. 

 
4. The Preferences dialog will be displayed on your screen. 
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5. If this is your first time accessing POS enter the default POS location of  

“POS 1” 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  

 

 
3. The POS administration screen will be displayed. 

 



 

User Documentation – Splash V6.0 Page 323 

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  

 
3. Click once on the icon beside the word Preferences on the left of your screen. 

 
4. The Point of Sale Preferences will be displayed on your screen 

5. 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. 

 
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. 

 
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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4. 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.  

6. 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. 

7. 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.   

 
The above configuration would be displayed as follows; 

 



 

Page 326 User Documentation – Splash V6.0 

8. Define the colour of each POS button by clicking the sample Button Colour. 

 
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. 

 
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. 

 
3. Use the list on the left of your screen to click once on the location you wish to 

display. 

 
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. 
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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. 

 
3. You will be asked to confirm you wish to delete the selected Location record. 

 
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. 

 
3. The Point of Sale – Suppliers screen will be displayed. 

 
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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5. 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 ID   

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. 

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

 
4. All records in the found set will be displayed in the list.  

 
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. 

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

 
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. 

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

 
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.  

 
 

 

 

 

 
  

    Stock Name     Button Location 

   Reporting 
Classifications 

     Pricing 

    Button Colour 
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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.  

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

2. Select the POS icon  

 
1.  Defining a New Stock Item 

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 the Add Item button displayed in the blue stripe at the top of your 

screen to display a blank Inventory form. 



 

User Documentation – Splash V6.0 Page 335 

 

 
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. 

 

 
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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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 

 
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. 

 
2. Choose the category the button will appear within by selecting it from the 

POS button drop-down menu.  

 
 

 

 

 
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. 

 
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. 

 
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. 

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

 
4. All records in the found set will be displayed in the list.  

 
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. 

 
4. All records in the found set will be displayed in the list.  



 

Page 338 User Documentation – Splash V6.0 

 
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). 

2. Click once on the icon beside the word Inventory on the left of your screen. 

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

 
4. The Search for an Inventory Item dialog box will be displayed on your 

screen. 

 
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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7. 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 

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. 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. 

4. 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. 

 
Updating Inventory Details 

1. Use the Finding Inventory items instructions (or select the item in the portal) 
to locate the record you wish to update. 

2. The Inventory entry form should be displayed on your screen. 

3. Update any details as required. 
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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.    

1. Use the Finding Inventory Items 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. 

 
3. You will be asked to confirm you wish to delete the selected Inventory item. 

 
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  

 
3. POS administration options will be displayed on your screen. 

 
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. 

 
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. 
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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. 

 
4. The Point of Sale – Price Levels screen will change to find mode (small 

magnifying glasses will be displayed in each field. 

 
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. 

 
3. You will be asked to confirm you wish to delete the selected Price Level 

record. 

 
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. 

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

screen to display a blank Order form. 

 
4. Define which supplier the order is being placed with by selecting the supplier 

ID from the drop-down menu provided.  
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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. 

 
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. 

 
5. All records in the found set will be displayed on your screen.  

 
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. 

 
4. The Search for an Order dialog box will be displayed on your screen.   

 
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. 

 
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. 

 
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. 

 
5. You will be asked to confirm you wish to delete the selected Purchase Order 

record. 

 
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. 
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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. 

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

screen to display a blank Discount form. 

 
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. 

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

 
4. All records in the found set will be displayed in the list.  

 
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. 

 
4. The Search for a Discount Button dialog box will be displayed on your 

screen.   
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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. 

3. 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. 

 
5. You will be asked to confirm you wish to delete the selected record. 

 
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. 

3. 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. 

 

  



 

Page 352 User Documentation – Splash V6.0 

Entering Sales and Processing Payments 
Parts of the POS Window 

 

 

 
 

 

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.   

 
  

Sale Items 
Product Items 

Product Category 

Discount Box 

Hold Button 

Booking List 

Member Box 

Delete Item 

Record End of Shift 
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3. The POS interface will be displayed on your screen.  

 
4. Select the Product Category which contains the button for the item being sold. 

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

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

 

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, 
or click Cancel to return to the sale without processing the payment. 
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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.   

 
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.   

 
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. 

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

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

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

 
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. 

 
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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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. 

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

 
21. You are now ready to add products to your sale.  Select the Product Category 

which contains the button for the item being sold. 

 
22. Click once on the product you wish to include in your sale. 
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23. The item you have selected will move across to the top of the Sale Item box 

 
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 

10. Ensure the Diary is displayed on your screen. 

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

 
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. 

 
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. 
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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. 

 
17. Choose the payment method by clicking the appropriate payment buttons on 

the left of your screen. 
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18. Payments may be split across multiple methods.  Simply select the required 

method of payment and update the amount being paid for each method. 

 
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.    

 
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 

11. Ensure the Diary is displayed on your screen.   

12. Click the $ button displayed on the top right of the screen.   

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.  

 

 
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.  

 
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.   

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.  

 
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. 

 
20. The sale item will show the booking with the revised unit price.  

 
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.  

 
6. The selected sale will disappear from your screen and the  

HOLD button will be highlighted to show there is a held sale.   

 
7. You can now continue processing other sales. 

Retrieving a Held Sale 

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, 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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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. 

  



 

Page 366 User Documentation – Splash V6.0 

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. 

 
3. A list of sales will be displayed on your screen. 

 
  

Print Receipt View Receipt 
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Finding a Transaction  

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. 

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

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

 
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.  

 
2. Click the magnifying glass to the left of the transaction you wish to view. 

 
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.  

 
2. Click the receipt button to the right of the invoice total for the required 

transaction. 
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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.   

 
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. Ensure the Diary is displayed on your screen.   

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

3. Define the amount of the payment to be reversed by 
selecting the appropriate products or bookings.   

4. If you are returning items to stock, create the reversal by selecting the stock 
item and entering a negative number in the Qty field. 

5. 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. 

6. 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. Choose Report Format 

3. Enter Report Title 

4. 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. 

 
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 
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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) 

 
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. 

 
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. 
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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). 

 
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. 

 
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. 

 
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 

 

 
 

With Detail 
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Summary of Transactions 

This report displays a list of all sale items grouped by date of payment.   

 

Without Detail 

 

 
 

With Detail 
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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 

 

 
 

With Detail 
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Totals by Day 

This report displays the total sales grouped by date of payment.   

 

Without Detail 

 

 
 

With Detail 
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Totals by Week 

This report displays the total sales grouped by date of payment.   

 

Without Detail 

 

 
 

With Detail 
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Totals by Month 

This report displays the total sales grouped by date of payment.   

 

Without Detail 

 

 
 

With Detail 
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Totals by Year 

This report displays the total sales grouped by date of payment.   

 

Without Detail 

 

 
 

With Detail 
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Totals by Location 

This report displays the total sales grouped by the location the payment was processed.   

 

 
 

With Detail 
 

 
 

  



 

Page 382 User Documentation – Splash V6.0 

Sales by Group 

This report displays a summary of sale items summarised by product group.   

 

 
 

With Detail 
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Sales by Type 

This report displays a summary of sale items grouped by product type.   

 
 

With Detail 
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Sales by Category 

This report displays a summary of sale items summarised by product category.   

 

 
 

With Detail 
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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. 

 
2. Click once on the EoS (End of Shift) button displayed on the lower left of your 

screen. 

 
3. You will be asked whether you want to end the shift or simply check the 

takings for the current shift. 

 
4. You will be prompted to enter your name. 
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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.  
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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. 
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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. 

 
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. 

 
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. 

 
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. 

 
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. 

 
5. All records in the found set will be displayed in the list.  

 
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. 

 
4. A blank Cashsheet will be displayed on your screen.   

5. Enter the criteria for your find in the appropriate field/s. 
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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. 

 
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. 

 
3. The cashsheet report will be sent directly to the printer.. 
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