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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

E——
14] ) oan o
I}
&  FileMaker Pro Advanced File Edit View Diary [JSS[I0 Print Tools Help . - @UWO o 3 T 0KE Wed10:35am Q i
8006 Set My POS Location Splash
s Turn Sharing On or Off
“ ; i i 4 February 2015
Swim School Diary View Waiting List v ~ 4
Splash Rollover Waiting List
Fitor By: o o CogRTNGw Uer
Wookday | woanessay [v] [m ] Dolphins @ 9:00 AM on Sunday with Barbara Smith
Block 3 v Bookings. Waiting List Achievements. Session Details
Year 2014 =
2 8 ;f Q SessionID 7457 ClassID  poL Instructor  BS. Barbara Smith
Time Class nsuctor & & 8 Class Name  Dolphins O e
Q. soow_TuRTES s 2 4 o e e e Comments
Q
Q 9:30AM_ TURTLES w0 8 o Locatlen | Main Pol b
QA 9:30AM  SEALS BT 4 0 o Start Date  13/7/2014 EndDate  2/10/2014
Q | ad Shift  Moming A B K 2 @ ® @ @ @ 2 @
fk R Jennifer Smith 4.5m c c A
Q_1000AM__TURTLES w 4 4 0 v 0272222082 Daniel Smith x
Q 10:30AM _ TURTLES 8s 6 2 ofW
. N Q JOSEPH zimmerman 14_8m PP P NA | NA | NA
Q j0m0mu sens s 1 3 of ®
- 097651445 Andy zimmerman
Q 11:00AM  SEALS BS 4 0 o
Q K 3
Q  1:00PM  SEALS BT 4 0 o o x
Q :
Q
QU 1:30PM_ WHALES Bs 0 10 o
Q
‘ “ Add Booking ‘ + Add Catchup + Add Waitist
100 = ¢ Browse

4. The Preferences dialog will be displayed on your screen.
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[ Preferences

M Layout =~ Memory | Plug-Ins = Fonts |

User Interface Options

™ Allow drag and drop text selection
(M Show recently opened files: ‘10 ‘
_| Use Manage Database dialog to create files

Reset dialog sizes and positions: | Reset

User Name

() SystemBarvare ith new”
Application

MNotify me when an update is available

MNotify me when a new version is available

| Cancel | [ OK J

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

Splash

b gt e

"* Swim School Diary 16 June 2014 P

Splash v o

Main Menu

Diary O

14
7 :b .
\—)omt of Sale

Sessions

i
[

Bookings

[l

Students

‘;I

$ & 3 3
i | iii
(il

i
(il

Families

/ Documents gy
)

3. The POS administration screen will be displayed.

i
i

800 Splash POS

¥ * Point of Sale
Splash

[:=] Setup Display .
Customise the POS interface

Suppliers

Maintain a record of all suppliers of products sold

(il

Inventory
Define each product offered for sale and assign button |_|M |'|'E|]

E‘A

Price Settings

(il

(il

(il

(il

(il

(il

Define custom price settings based on weekday and time

Orders
Record purchase order information for all inwards goods

Discounts
Define discount buttons for application within POS

Sales Entry

Enter a new sale

Sales List
Display a list of historic sales

Sales Reports
Print Sales Summary Reports

Cashsheets
Display summary of revenue for a specified shift

Preferences
Define preferences for POS

Point of Sale - Helpdesk Support

Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact:

Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 3724713
Mobile: +64 - 27 222 2082
Fax: +64-63724714

SKYPE: computerize

www.computerize.co.nz/contact

100 =g 5 Browse
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Updating Swim School Information
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Point of Sale icon

Point of Sale
v

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

‘800 _____ splash POS .

: /* Point of Sale
Splash

[:=| Setup Display
Customise the POS interface

Suppliers

Maintain a record of all suppliers of products sold

Inventory

"~ Define each product offered for sale and assign button |_| M |'|'E|]
Price Settings

" Define custom price settings based on weekday and time Point of Sale - Helpdesk Support
Orders

Should you have questions or comments please contact the author of this database.
Record purchase order information for all inwards goods v E P

For service or helpdesk enquiries please contact

Discounts Computerize Limited

" Define discount buttons for application within POS barbara@computerize.co.nz
Telephone: +64 - 6 372 4713
S SalesEntry Mobile: +64 - 27 222 2082

Enter a new sale Fax: +64-6 3724714

SKYPE: computerize
Sales List
Display a list of historic sales

Sales Reports
Print Sales Summary Reports

Cashsheets
—llisplay summary of revenue for a specified shift

Preferenci
"~ Define preferghces for POS

4. The Point of Sale Preferences will be displayed on your screen
Complete your school trading name (it will be displayed on receipts) and your
tax information.

6. Additional information about your Swim School can be updated in the Splash
Preferences for School Details.

®0o0 Splash POS

/* Point of Sale - Preferences
Splash

Trading Name | Test Swim School
Company No. | ]
Street Address,
2nd Line of Street Address, Tax Prefix | GST v
Suburb,
CITY 1234 Tax Percentage | 15% |
GSTNo. 123456789
Telephone
Fax
Email
Price Titles | Smorgan | 2 3 4 5 6 [7 8 9 [10 11 [ 12 ]

7. Complete as many fields as possible then click the Splash Menu button to
return to the POS home screen. Your information is saved as you type.

NB: Remember to define your Tax Prefix (ABN — Australia ; GST — New
Zealand) along with the current tax rate for your location.

The tax rate entered here will only be applied to nominated products, it will not
be applied to all products.
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Defining Point of Sale Locations

Locations are used to identify alternative interfaces for different workstations. Multiple
workstations can share the same interface however in some instances you may wish to
display a different interface for a different area of the business (a kiosk may use a different
button configuration to the front desk).

When entering a Location you need to

* Define the Location name.

* Define the POS interface (button configuration).
Entering a New Location

It may be easier to consider a location an interface design. Changing information in this
screen will determine;

* which buttons are displayed when you process a payment,
* where the buttons will be positioned, and
* how each button will appear on the top left of the sales entry screen.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Setup Display on the left of your
screen to display the Point of Sale Setup Display screen.

Splash POS

"Ja&¥ ** Point of Sale - Setup Display 16 June 2014
Splash

Add Location Delete Location ca A D
Filter By Location Name:

Al

POS 1
Location ID | Loco1 Bution C

Location Name | POS 1 Button Name Button Colour Colu

mn Row

O

1y
Default Display O 5 Button Display
- 2 v

Back Button ® Yes O No

«|«|«|«

93¢ /3¢ 3¢ 3¢ 3¢ 3¢ /3¢ 3¢ |%¢

[EN N PN PN PR N C NG N
PRI R IR R
[ P N R I Y

z
]
8
S
Fi
H

2l

100 =g 5 Browse

3. Click the Add Location button displayed in the blue stripe at the top of your
screen to display a blank Location form.
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'90:0 . Splash POS
“ﬂv * Point of Sale - Setup Display 4 February 2015
Splash
s Location ID | LOC03 Button
Location Name Bution Name Eu‘ﬂon Colour Pn\uml: 3,}.},"" 0

v

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.

e 06 Splash POS

Splash

Filter By Location Name:
Al

/** Point of Sale - Setup Display

POS 1

>

16 June 2014

[ ] Addlocson  Deletelocaion e

Button C¢

Location ID | LOCO1
Location Name | POS 1

Default Display O 5 Button Display
O 10 Button Display.
® 15 Button Display.
O Scanner Display

Button Name Button Colour Column

Common

Passes

Bathers

Goggles
Accessories

Back Button @ Yes O No

Canteen

Drinks

Ice Creams

cle|m|a]aln]|aln]=

[EN NS PN PN PR O O N
PR RERE R R RN PR Y

Misc

39 3¢ |9¢3¢ ¢ 3¢ 3¢ 3¢ %

B

The above configuration would be displayed as follows;

Accessorie | Canteen

Passes

Ice Creams

Page 6
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8. Define the colour of each POS button by clicking the sample Button Colour.

Splash POS

B “* Point of Sale - Setup Display 16 June 2014
Splash
'Add Location Delete Location <4 S
Filter By Location Name:
Al
POS 1 [a]
Location ID | Loco1 Button Ct
Location Name | POS 1 Bution Name Bution Colour Column Row
Common 1 v 1 v a
Default Display O 5 Button Display | .
O 10 Button Display Passes iy 2 v R
@® 15 Button Display. Bathers 2 v 1v R
O Scanner Display Goggles ( [ ] ) 2 v 2 v %
Back Button © Yes ONo Accessories 3 v 1v B
Canteen 4 v 1v B
Drinks [ ] 4w 2 v R
Ice Creams [ ] 4w 3 v R
Misc - 5 v 1v B
v v %

9. Colours are defined using RGB settings. Enter numbers between 1 and 255
in the fields for Red (R), Green (G) and Blue (B). Click OK.

1O O 6 Colouring Buttons

Please Enter a number between 1 to 255

Red
100

Green
1102

Blue
1255

| Cancel \[ OK J

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 73).
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Displaying a Location

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Setup Display on the left of your
screen to display the Point of Sale Setup Display screen.

Splash POS
: ' Point of Sale - Setup Display 16 June 2014
Splash
R it b Py
Filter By Location Name:
Al
POS 1 [4]
Location ID Button C
Location Name Button Name Bution Colour Column Row

(& 1v 1v A

Default Display O 5 Button Display ommon [ | ® L
© 10 Button Display Passes - T 2v R
® 15 Button Display Bathers - 2 v 1y B
O Scanner Display Goggles [ ] 2 v 2 v §
i O ] EREN
Canteen [ ] 4w 1y B
Drinks - 4 v 2 v §
Ice Creams - 4 v 3 v ®
Misc - 5 v 1v ¥
[ %

<

100 = 5 Browse

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

Filter By Location Name:
All

) POS 1 A

Updating Location Details

1. Use the Displaying a Location command to ensure the correct location is
displayed on your screen.

2. Update any details as required.

Bution C

Button Name Button Colour Column Row

Common [ | [ T ®a
Passes [ | 1 2 v 8
Bathers | | 57 YR
Goggles [ | 2 v 2 v ®
“Accessories - 3 v 1Tvi %
Canteen | | 4w 1V %
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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.

@006 splash POS

¥ Point of Sale - Setup Display 16 June 2014

Splash
p— o —

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

006 Delete Location

Are you sure you want to delete the location record for POS 1?

| OK | Cancel |

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.

®00 Splash POS

* Point of Sale

Splash

=| Setup Displa
= 050 he POS Intartaos

Suppliel

Maintain a of all suppliers of products sold

=] Inventory
Define each product offered for sale and assign button |_|M |'|'E|]

[.=] Price Settings
Define custom price settings based on weekday and time Point of Sale - Helpdesk Support

=| Orders

Recond purchase order Information for il inwards goods Should you have questions or comments please contact the author of this database.

For service or helpdesk enquiries please contact
=1 Discounts Computerize Limited

Define discount buttons for application within POS barbara@computerize.co.nz

Telephone: +64 - 6 3724713

[=] SalesEntry Mobile: +64 - 27 222 2082
Enter a new sl Fax: +64-6 372 4714
SKYPE: computerize
[.=] Sales List

Display a list of historic sales

www.computerize.co.nz/contact
=] Sales Reports
Print Sales Summary Reports.

=| Cashsheets
Display summary of revenue for a specified shift

[.=| Preferences
Define preferences for POS

100 = 5 Browse

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

8 00 Splash POS

: ** Point of Sale - Suppliers 16 June 2014
Splash
LIRS
Filter By Supplier Name: Show All

Al

Moore Wilsons. [a] Company Details

Specdo Supplier ID Orders

Vorgee Company | Moore Wilsons Date Ordered By Status Value

[ N

Address | 786 Sandhurst Rd o [20041a | cLosep |[ s57.50 | |4

Suburb

City | Wellington
State Post Code | 4008

Contact Person
[ ][ Jonathon | [ Brown |
Tile  FirstName Last Name
Work Phone [ 04 786 4567 |
Mobile Phone | ]
Fax | |
Email | ]
Comments

>

100 = 5 Browse

4. Click the Add Supplier button displayed in the blue stripe at the top of your
screen to display a blank Supplier form.
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800 Splash POS

‘** Point of Sale - Suppliers 16 June 2014
Splash
List View Add Supplier Find Supplier  Show All Suppliers  Delete Supplier P
Filter By Supplier Name: Show All :
Al
Moore Wilsons [a]|  Company Details
Vorgee Company | Moore Wilsons Date Ordered By Status Value
¢ | 20004114 closep |[ ss7.50 | |4

Address | 786 Sandhurst Rd
Suburb

City | Wellington
State Post Code | 4008

Contact Person

Mr Jonathon Brown
\ ]

Title First Name Last Name

Work Phone | 04 786 4567 J
Mobile Phone | J
\
]

Fax |

Email |

Comments

100 = 5 Browse

Complete as many details as possible for the selected supplier.

6. When you have finished in the Supplier module, click the Splash Menu button
to return to the POS home screen. Your information is saved as you type or
when you exit the screen.

NB: Each supplier must be created with a unique 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.

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

Splash POS
16 June 2014
/Add Supplier Find Supplier Show All Suppliers  Delete Supplier LA A
4. All records in the found set will be displayed in the list.
8 06 Splash POS
Find Supplier Named Show All
P Point of Sale - Suppliers 16 June 2014
Splash
SortBy | Contact v List View /Add Supplier Find Supplier Show All Suppliers  Delete Supplier
D ‘Company Name Contact Telephone Mobile Email
Q’ MW Moore Wilsons Jonathon Brown 04 786 4567
@ spe Speedo

§ VOR Vorgee

NB: Display the detail of a selected supplier by clicking the magnifying glass
displayed to the left of the Supplier ID.

NB: Sort the list in ascending order by selecting the sort order from the Sort By
field.
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Finding a Supplier

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

‘@006 Splash POS

s Point of Sale - Suppliers 16 June 2014

Splash
| [ List View Add Supplier Find Supplier ow All Suppliers ~ Delete Supplier

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

@00 splash POS

‘,é Search for a Supplier

Supplier ID

Company | Q

Contact Person ;| Q.

Address | Q
Suburb | Q
city i q

State | @ i Post Code | @

Telephone : Q.

Mobile | Q

#® cancel <New Request | |==Omit Records Constrain Set Extend Set @ Find Now

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.

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

Updating Supplier Details

1. Use the Finding a Supplier command to ensure the correct supplier record is
displayed on your screen.

2. Update any details as required.

NB: A supplier ID should not be changed after stock has been entered and
orders have been placed. Changing the Supplier ID will remove all links to
previous orders.
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Deleting a Supplier Record
Supplier records can be deleted from within either the Supplier entry form or list view.

1. Use the Finding a Supplier command to ensure the correct supplier record is
displayed on your screen.

2. If working in List View, click the goggles to display the relevant Supplier entry
form.

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

800 Splash POS |

\4&" Point of Sale - Suppliers 16 June 2014

Splash
List View Add Supplier Find Supplier Show All Supplie id

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

Delete Supplier

Are you sure you want to delete the supplier record for Pool
Supplies Limited?

\
l
I
‘b / OK \ ( Cancel )

5. Click OK to delete the record, or Cancel to return to the supplier form without
making any changes.
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Managing Inventory

Splash POS recognises all bookings as products within a sale. In addition to bookings you
may need to process products for sale through the POS system. This section of the manual
guides you through entering the products you wish to sell.

800

Splash POS

Point of Sale

Splash

=| Setup Display
Customise the POS interface

Suppliers
Maintain a record of all suppliers of products sold

[l

Inventory

Define each pyflluct offered for sale and assign button

~=| Price Settings
Define custom price settings based on weekday and time

i

Orders
Record purchase order information for all inwards goods

Discounts
Define discount buttons for application within POS

i

Sales Entry

Enter a new sale

Sales List
Display a list of historic sales

[l

il

Sales Reports
Print Sales Summary Reports

il

Cashsheets

Display summary of revenue for a specified shift

1l

Preferences
Define preferences for POS

100 = g &5 Browse

T

LIMITED

Point of Sale - Helpdesk Support

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

For service or helpdesk enquiries please contact:
Computerize Limited
barbara@computerize.co.nz

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

SKYPE: computerize

Button Colour

/— Stock Nam
WA Splash POS

/

e /— Button Location
v’

: * Point of Sale - Inventory
Splash

19 August 2014

Filter By Product Name:
Al
10 Session Pass [a] ‘Stock Information Shok | Name Button Display & Barcodes /. | Supplier [ Reporting Codes.
(Button Displa
375mi Milk Stock Number « play) POS Button Display Barcodes
450mi Coke Product 4042 Chupa Chups w0i2 @[a
c =)
500mi milk Long Description Chupa Chu 49814521 =)
Aqua Chupa Chups 60c @)
Aqua o
Aqua Gen R G B .
Aqua Senior _ Cost Price $0.30 | Opening Qty 10] 100 |[ 255 |[ 200 | y
Aguastream
Aurora Position POS Category Button Button N.m/ Poak Level Min Lovel Re-Order @
Black Max ‘ POS 1 % Canteen Chupa CHlps
Boliz Cap Plain ‘ POS 1 % Common Chupa Chups
Boltz Cap Rainbow _ —
Soye Bathe, Retall Prices @©TAX ONOTAX  TaxRate 15%
ys Bathers

Title Smorgans 2 3 4 5 6 7 8 9 10 1 12
Calippo Price Inc $0.60
Chaos Price ex 5052 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $0.00 $0.00 $0.00 $0.00
Chips GSTS $0.08 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 4250% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Cofen Margin § 5022 50.00 50.00 50.00 $0.00 50.00 50.00 50.00 50.00 $0.00 $0.00 $0.00

[ Markup %
Comet | Markup §
Cometto [ % 0s \O% Os [J% Os O% Os [J% Os O% Os [J% Os % Os [J% Os % Os  [TJ% Os % Os |
Cycione Stock Lovels Reporting ‘Additional Information
Disposable Swim Nappy Opening Date [ 013 ] Group Kiosk Minimum Level | ]
Dive Sticks Opening Qty [ 10 Category | CONFECTIONARY M| Peak Level ‘ ]
Ear Plug Adult Qty Sold [ Type ReOrder Level | ]
Ear Plug Junior Qiy Received [ ] MYOB Code |
Ear Putty Boltz [l Qty on Hand | 5 | On Order [ ]
100 = ¢ 5 Browse

Reporting
Classifications

Page 14
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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.
3.
4.
5.

Define the button colour

Define the location for the POS button
Define the price of the product

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.

800 Splash POS
“i.v * Point of Sale - Inventory 19 August 2014
Splash

List View Add Item Find ltem Show Al ltems Delete Item Stocktake List A A

Filter By Product Name:
Al
10 Session Pass [4] Stock Information Stock Name Button Display & Barcodes Supplier Reporting Codes
(Button Displa
375mi Milk Stock Number ( play) POS Button Display Barades
450ml Coke Product 4042 Chupa Chups
80 4042 (-]
500mi milk Long Description Chupa Chups 49814521 o
Aqua Chupa Chups 60c a
Aqua
Aqua Gen R G B =
Aqua Senior = Cost Price $0.30 | Opening Qty 10 100 |[ 255 |[ 200 |
Aquastream
Aurora Position POS Category Button Button Name Poak Level Min Lovel Re-Order
Black Max POS 1 99 Canteen Chupa Chups. 8] |a
Boliz Cap Plain POS 1 99 Common Chupa Chups Ol
Boltz Cap Rainbow R D
® Tax Rate 15%

Boys Bathers Retall Prices ax Rate

Title Smorgans 2 3 4 5 6 7 8 9 10 11 12
Calippo Price inc $0.60
Chacs Price ex $0.52 50.00 $0.00 50.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00 50.00 $0.00
Chips GSTS $0.08 50.00 $0.00 50.00 $0.00 50.00 $0.00 $0.00 50.00 50.00 50.00 $0.00
Chupa Chups Margin % 42.50% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%

Margin § $0.22 50.00 $0.00 50.00 $0.00 50.00 $0.00 $0.00 50.00 50.00 50.00 $0.00
Coffee

Markup %
Comet Markup $
Cometto O% Os 0% Os 0% Os 0% Os [J% Os U% Os [J% Os OJ% Os % Os [J% Os |[J% Os % Os |
Cyclone Stock Levels Reporting Additional Information
Disposable Swim Nappy Opening Date 2210912013 Group Kiosk v Minimum Level
Dive Sticks Opening Qty 10 Category CONFECTIONARY v Peak Level
Ear Plug Adult Qty Sold 5 Type v ReOrder Level
Ear Plug Junior Qty Received MYOB Code v
Ear Putty Boltz Qty on Hand 5 On Order

100=d 5 Browse

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

2.

Select the POS icon

1
@ Point of Sale

1. Defining a New Stock Iltem

1.

Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

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

800

Splash POS

Splash

** Point of Sale

[:=] Setup Display

| Suppliers

Customise the POS interface

Maintain a record of all suppliers of products sold

Inventory
" Define each prody offered for sale and assign button

| Price Settings
Define custom price settings based on weekday and time

| Orders
= Record purchase order information for all inwards goods

LIMITED

Point of Sale - Helpdesk Support

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

3. Click the Add Item button displayed in the blue stripe at the top of your
screen to display a blank Inventory form.

User Documentation — Splash V6.0
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Splash POS

Splash

Point of Sale - Inventory 19 August 2014

Filter By Product Name:
Al

10 Session Pass A ‘Stock Information Stock Name | | Bution Display & Barcodes Supplier Reporting Codes |
(Button Display)
375mi Milk Stock Number Y; POS Button Display Barcodos
ABNmI Calka Dendiet [ anas> Chupa Chuos L ] | I— 1.1
800 Splash POS - -
** Point of Sale - Inventory 4 February 2015
Splash
e S Py
Filter By Product Name:
Al
10 Session Pass. [4] Stock Information Stock Name Button Display & Barcodes. Supplier Reporting Codes
(Button Display
375mi Milk Stock Number ¢ play) POS Button Display Barcodes
450mI Coke Product [(a139 ] s GIb
500ml milk Long Description ﬁ
Aqua < ]
Aqua ‘
Aqua Gen ~1
Aqua Senior Cost Price | openingaty [ |
Aquastream
Aurora || Position POS Category Button Button Name Peak Level Min Level Re-Order @
Black Max ® s
Boltz Cap Plain =
Boltz Cap Rainbow ©TAX ONOTAX
Boys Bathers Retail Prices Tax Rate 15%
Title ‘Smorgans 2 3 4 5 8 7 8 9 10 11 12
Calippo Price inc
Chaos Price ex $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chips GST $ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin $ $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Coffee
Markup %
Comet Markup $
Cometto % I % 1§ % Os % s % Os O% Os % Cs O% Os % 1§ % (I D% Os % s |
Cyclone Stock Levels Reporting ‘Additional Information
Disposable Swim Nappy Opening Date Group v Minimum Level
Dive Stcks openngay [ | oy [ ] e
Ear Plug Adult Qty Sold ] Type v ReOrdorlovel [ |
Eor Plug unir ayRecoved || oS cas v
Ear Wrap
Flash
Flex
Flipper 11-15
Flipper 15-19 [v]

100 =[¢x B Browse

4. Enter the Stock Name and Long description for the item you wish to sell. ==

2. Defining the Button Colour

5. Click once on the grey button displayed on your screen to display the
Colouring Buttons dialog.

POS Button Display

R G B
. Cotour -

Please Enter a number between 1 to 255

Red

50 J
Creen

225

Blue
195

( Cancel )(—60(—)

4

6. Enter numbers between 1 and 255 within the fields for Red (R), Green (G)

and Blue (B). See the RGB colour palette (page 73) 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.

Page 16
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[ Bution Display & Barcodes | Supplier Reporting Codes

POS Button Display Barcodes
4042 ) [a
Chupa Chups 49814521 =)
60c ==
8
G

[100][ 2s5][ 200]

NB: Add the price to the button name if you would like to have the price
displayed without selecting the item.

3. Defining the POS Button Location

Position POS Category Button Button Name Peak Level Min Level Re-Order @
POS 1 99 Canteen Chupa Chups g A
POS 1 99 Common Chupa Chups g v

1. Select the POS Location (interface) the button should appear in using the
drop-down menu provided. Repeat this step for as many locations as

required.
Position POS Category Button Button Name Peak Level Min Level Re-Order @
PoSRY 99 Canteen Chupa Chups @) |a
| ‘ 99 Common Chupa Chups g v

‘l 2. Choose the category the button will appear within by selecting it from the
’ POS button drop-down menu.

Position POS Category Button Button Name Peak Level Min Level Re-Order @
POS 1 99 [ canteen Chupa Chups @) [
POS 1 99 EAecessoﬂes e Chupa Chups 85
| Bathers
f
{ Common
| Drinks
| Goggles
\lce Creams
| Misc
| Passes
Position POS Category Button Button Name Peak Level Min Level Re-Order @
i POS1 | canteen | i Chupa Chups i O A
POS1 i Common i Chupa Chups Ol
Rotall Pricos AX ONOTAX Tax Rate 15%
[Titla I a al 7 = s = o al “n e P

4. Defining the Price of the Product
1. Click the Tax Rate button to define whether the item attracts GST or not.

2. Define the retail price (price inc) of the selected product.

Retall Prices @TAX ONOTAX  TaxRate 15%
Title organs 2 3 4 5 6 7 8 9 10 11 12
Price inc $0.60 )
Price ex N s0s2 | A s0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
GSTS S00B] s0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Margin % 42.50% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin § $0.22 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Markup %
Markup $

O% Os D% Os [O% Os % Os  [J% Os % Os  [J% s % Os  [J% (s % s [J% s % s |

3. This screen is vital to successful calculation of GST and for monitoring stock
levels.

5. Defining Reporting Options

4. When you first create a product remember to enter the current number of
items held in stock. If you are about to place your first order, enter zero in the
opening quantity field.

Stock Levels Reporting Additional Information
Opening Date r Group Minimum Level

Opening Qty Category Boakclovel

Qty Soid Type ReOrder Level

Qty Received MYOB Code j

Qty on Hand 5 On Order

5. The Group, Category, and Type fields are used for reporting purposes only.

All sales can be summarised by each of the three classifications.
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Displaying a List of Inventory items

Each item of inventory can be displayed in either a form view or as part of a list. List view
displays all records in the found set. Two list options have been provided within the POS
system; Standard List and Stocktake List

Listing Stock Items

This list contains a list of each inventory item along with the reporting classifications for each
product. It also displays the current stock levels and the last counted value.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

‘@006 Splash POS

“ﬁy i Point of Sale - Inventory 4 February 2015

Splash
‘Add Item Find Item ‘Show All Items Delete Item ‘Stocktake List
Fiter By Product Name:
All

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

800 Splash POS
N L D o L L L L L A L B A A A A A Bl B B B B B
o 4 s 6 7 '8 '9 o 11 l12 13 14 145 46 '17 18 9 '20 '21 '22 '23 '24 '25 26 '27 '28 '29 '30 '31 'sp '33 '34 's5s '35 's7 's8 'a9 a0 '41 'ap la3 la4 a5 '46 la7 lan lag
A’ﬁlv * Point of Sale - Inventory 4 February 2015
Splash
SoiBy| Group v Detail View Add ftem Find ltem Show Allltems Delete Item Stocktake List e s
[ Stock No _ Stock Name Supplier Group Category. Type. Counted  System Qty Variance
Q2979 Lap Swim Lap Swim v Lap Swim v Pass v 3 3
Q4024 Lap Swim Senior Lap Swim v Lap Swim v Pass v
Q4025 Lap Swim U15. Lap Swim v Lap Swim v Pass v 2 2
Q4026 Lap Pass Lap Swim v Lap Swim v Pass v 1 1
Q4027 Sen Lap Pass Lap Swim v Lap Swim v Pass v
Q 4028 Aqua Gen Aqua v Aqa v Pass v
Q 402 Aqua Senlor e v e v Pass v
Q@ 4030 Aqua Pass Aqua v Aqua v Pass v
Q4031 Aqua Senior Pass Aqua v Aqua v Pass v 2 2
Q4032 Girls Bathers. Spe Speedo Bathers v Girls v Bathers v 4 4
Q4033 Ladies Bathers Spe Speedo Bathers v Ladies v Bathers v 10 10

NB: Display the detail for a selected item by clicking the magnifying glass
displayed to the left of the Stock No.

Listing Stocktake Results

This list contains a list of products including the current stock level and the most recent
stocktake count. It also contains the variance between on hand and counted values.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

‘@00 Splash POS

"#a&i - Point of Sale - Inventory 4 February 2015

Splash
List View ‘Add Item Find Item ‘Show All Items Delete Item ‘Stocktake List
Filter By Product Name:
All

4. All records in the found set will be displayed in the list.
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8006 Splash POS
R S o SRR LAn R R A ps L R L K LR o e rane e
Iﬂ II |2 IS IA I5 IB I7 IB Ig Il(] ||1 |12 ||3 II‘ I|5 IIS I|7 IIB |19 I20 |21 I22 I23 |24 |25 I26 |27 Im IN Im I3| I32 I33 |34 I35 Iaa |37 I38 ISQ IAO IAI I42 I43 IM I45 I4ﬂ |47 IM! |49 I!

' Point of Sale - Stocktake Listing 4 February 2015
Splash
9“ Group ] DetailView ~ Addfem  Findlem  ShowAlllems Deletsftem Print Stocklake List S
StockNo  Stock Name Supplier Opening Sold On Hand Variance,

Q@ 2919 Lap Swim 3 3 (V]

4025 Lap Swim 2 2 (7]

4026 Lap Pass 1 & (V]

Q4031 Aqua Senior 2 2 (7]

Q4032 Girls Bathers. Spe Speedo 4 4 (7}

Q4033 Ladies Bathers. Spe Speedo 10 (7]

Q4034 Boys Bathers Spe. Speedo 1 1 (V)

Q4035 Mens Bathers Spe Speedo 0 (V]

Qoan Freddo Frog MW Moore Wilsons 1 - (7]

Q402 Chupa Chups MW Moore Wilsons 10 5 5 (7]

NB: Sort the list in ascending order by clicking the drop-down menu in the top
left corner of your screen.

Finding Inventory Items

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

[-XeX6) Splash POS

k%" Point of Sale - Inventory 4 February 2015
Splash

RS i e P

Filter By Product Name:
Al

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

ﬁ Search for an Inventory Item

Stock No. :

Stock Name | goggle

Long Description | Q

Supplier | Q
Group | Q v
Category | Q v
Type | v

Cost Price | Opening Qty |

Sell Price Qty Received
Tax

Qty Sold

Tax Rate On Order

# cancel | |+New Request

|-0mit Records Constrain Set | Extend Set | |“ Find Now

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

6. Click the Find Now button.

User Documentation — Splash V6.0 Page 19



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.

68 0 0 Splash POS
** Point of Sale - Inventory 9 February 2015
Spla.
Add ltem Findltem  ShowAlllems Delete ltem Stocktak o
Filter By Pi Name:
[
10 Session Pass [a] Stock Information " Button Display & Barcodes Supplier | Reporting Codes ]
375mi Milk Stock Number (Bution Display) POS Button Display Barcodes
450mi Coke Product 4074 Boltz Cap
Plain 4074 B)[a
500ml milk Long Description (=}
Aqua Boliz Silicone Cap
Aqua
Aqua Gen R G B =
Aqua Senior =il Cost Price Opening Qty [ o][ 204 ][ 2s5]
Aquastream
Aurora Position POS Category Button Button Name Poak Level Min Level Re-Order @
Black Max ‘ POS 1 oo [l Accessories Boltz Cap Plain @) [4]
Boltz Cap Plain ‘ 9 [v]
Boliz Cap Rainbow IO
© o) Tax Rate 15%
Boys Bathers Rotall Pricos ax Rato
Title Smorgans 2 3 4 5 6 7 8 9 10 1 12
Calippo Price inc $9.95
Chaos Price ex $8.65 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chips GSTS $1.30 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Chupa Chups Margin % 100.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
ot Margin § $8.65 $0.00 $0.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 $0.00 $0.00 $0.00
°e [Markup % |
Comet [ Markup § |
Cometto [ D% Os O% Os [O% Os 0% Os [O% Os O Os [J% Os O Os [J% Os 0w Os  [J% Os % Os
Cycione Stock Levels. Reporting ‘Additional Information
Disposable Swim Nappy Opening Date 22/09/2013 Group v Minimum Level
Dive Sticks Opening Qty Category v Peak Level
Ear Plug Adult Qty Sold Type v ReOrder Level
Ear Plug Junior Qty Received MYOB Code v
Ear Putty Boltz [v] Qty on Hand On Order
——— v
10=d B  Browse

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.

800 Splash POS

'4i/** Point of Sale - Inventory 4 February 2015

Splash
List View Add Item Find Item Show Al Itel Delete Item ‘Stocktake List
Filter By Product Name:
Al

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

Delete Item

Are you sure you want to delete the product record for 2984
- Chupa Chups?
|

|
|

f_ OK \( Cancel \ {

|
|
|

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

@Polm of Sale

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

Splash POS

: * Point of Sale
Splash

Setup Display
" Customise the POS interface

Suppliers
Maintain a record of all suppliers of products sold

Inventory
Define each product offered for sale and assign button |_| M |'|'E|]

Price Settinjs
"~ Define custorggrice settings based on weekday and time Point of Sale - Helpdesk Support

Orders

=l ‘Should you have questions or comments please contact the author of this database.
Record purchase order information for all inwards goods iy auests P

Enr caniina nr halndask anmiirias nlassa mantant

4. Click once on the Price Settings button to display the Price Settings entry
form.

5. Click the New Price Level button displayed in the blue stripe at the top of
your screen to display a blank Location form.

Splash POS

JA&V 144" Point of Sale - Price Levels 9 February 2015

Splash
ndFrleanﬂ Delete Price Level Show All Price Levels

Location POS 1 Week Day | wedsnesday
Price Level | 1
StartTime | 12:00
EndTime | 12:00

Location | pOS 1 Week Day | Monday

pe——rGkti | 2
StartTime | 8:00 AM
EndTime | g.00 AM

Location POS 1 Week Day | Saturday
Price Level 2

Start Time 8:00 AM

6. Describe where and when the special pricing should be applied by entering
the Location, Weekday and Start-End times for the specified price level.

7. Exit the price level screen and return to inventory to ensure a price has been
entered for the selected Price Level.

® TAX NO TAX Tax Rate 15%

Retall Prices

Title ) 2 3 4 5 6 7 8 9 10 11 12
Price inc $4.00 $3.00

Price ex $3.48 $3.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
GSTS $0.52 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Margin % 100.00% 100.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin § $3.48 $3.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Markup %

Markup $

% Cs L% L$ L% LIS L% LS L% s % LS L% s % _$ L% LIS L% LS % Ls L% LS ‘
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Finding a Price Level Entry

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

3. Click the Find Price Level button displayed in the blue stripe at the top of
your screen to display a blank Location form.

Splash POS

Jﬁ*ﬂ Point of Sale - Price Levels 9 February 2015

Splash
NchrkaPdoeLwol ‘Show All Price Levels

4. The Point of Sale — Price Levels screen will change to find mode (small
magnifying glasses will be displayed in each field.

8 00 Splash POS

“‘ﬁ * Point of Sale - Price Levels 9 February 2015
Splash

New Price Level Find Price Level  Delete Price Level Show Al Price Levels

Location | @ Week Day | Q

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER to complete the find.
Updating Price Level Details

1. Use the Finding a Price Level Entry command to locate the record you wish
to update.

2. The Price Level entry form should be displayed on your screen.

3. Update any details as required.

Deleting a Price Level Record

Price Setting records can be deleted from the Price Level entry form. Deleting a Price Level
will prevent Splash from applying a special price when a sale is made.

1. Ensure the appropriate Price Level record is displayed on your screen.

2. Click once on the Delete Price Level button displayed in the blue stripe at the
top of your screen.

Splash POS

w * Point of Sale - Price Levels 9 February 2015

Splash
New Price Level FIndFriaAlPdaledu

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

FileMaker Pro l&J

Permanently delete this ENTIRE record?

! N

[ Delete ] [ Cancel ]

4. Click Delete to remove the record, or Cancel to return to the Price Level form
without making any changes.
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Ordering New Stock

To ensure correct inventory levels are maintained within Splash POS all new stock should be
receipted into your POS system. This involves generating a purchase order whenever new

stock is either ordered or received. Correct use of Inventory and Orders allows you to
correctly monitor your stock levels.

Creating a New Order

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

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

Splash POS

8.0.0

"Jh%i " Point of Sale

Splash

=~ Setup Display
Customise the POS interface

B Suvppl iers
Maintain a record of all suppliers of products sold
View Diary
[.=] Inventory
Define each product offered for sale and assign button

1 Price Settings
=

Define custom price settings based on weekday and time

=| Orders

= Record purcile order information for all inwards goods

[.=) Discounts
Define discount buttons for application within POS

[.=) Sales Entry

Enter a new sale

=] Sales List

Display a list of historic sales

[.=| Sales Reports

Print Sales Summary Reports

[.=] Cashsheets
Display summary of revenue for a specified shift

[.=] Preferences
Define preferences for POS

LIMITED

Point of Sale - Helpdesk Support

Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact
Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 3724713
Mobile: +64 - 27 222 2082
Fax: +64 -6 3724714

SKYPE: computerize

3. Click the Add Order button displayed in the blue stripe at the top of your
screen to display a blank Order form.
Splash POS

800

“‘V Point of Sale - Orders

9 February 2015
Splash
Add Order FindOrder ~ ShowAllOrders  Delete Order R I—
Filtor By Supplior Name:
M‘“—J Order Date Order Number 45 Status | OPEN
20004/14 CLOSED 21| suppiierclie [ Spe || specko
2600414 OPEN e s 1 Ordered By Baroara
025/ SR OFEN Stock Number _ Stock Name CatonSize  OrderUnis  Units Ordered _ Received UnitEx TotalEx S
4033 Ladies Bathers 1 1 10 520 520000 (@) [4]
4032 Girls Bathers 1 1 5 520 $10000 (B
4034 Boys Bathers 1 1 10 520 520000 (@
4035 Mens Bathers 1 1 5 520 $10000 (@
-3
v
Dolivery Instructions Subtotal $600.00
Freight
Tax $9000  15%
H Total $620.00

100=¢ 8 Browse

4. Define which supplier the order is being placed with by selecting the supplier
ID from the drop-down menu provided.
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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.

00 Splash POS
4% Point of Sale - Orders 9 February 2015
Splash

List View ‘Add Order Find Order Show All Orders Delete Order

Filter By Supplier Name:

Al Order Date 20052014 Order Number 45 Status | OPEN
20/04/14 CLOSED 21| supplier Code | Spe Speedo
26104/14 OPEN Location POS 1 Ordered By Barbara

il OFEN [ stock Number  Stock Name Carton Size  Order Units  Units Ordered Received UnitEx $ TotalEx $

4033 Ladies Bathers 1 10 520 $200.00

1
4032 Girls Bathers 1 1 5 $20 $100.00
4034 oys Bathers 1 1 10 $20 $200.00
4035 Mens Bathers 1 1 5 520 $100.00

@@

Delivery Instructions ubtotal $600.00
ight
iTax $9000  15%
= 7\ $690.00 ‘
100=% B Browse

\J

7. Enter the required number of items in the Units Ordered column.

8. Click the POS Menu button to complete the entry and return to the POS home
screen.

Displaying a List of Orders

Each record in the Purchase Order module can be displayed in either the form view or as part
of a list. List view displays all records in the found set.

1. Ensure the POS Administration options are displayed on your screen.

2. Click once on the icon beside the word Orders on the left of your screen.
3. The Order entry screen will be displayed.

4. Click once on the List button displayed in the blue stripe at the top of your

screen.
8 00 Splash POS
“‘V * Point of Sale - Orders 9 February 2015
Splash
‘ e [ List View Add Order Find Order Show All Orders Delete Order
5. All records in the found set will be displayed on your screen.
8 00 Splash POS
“iﬁ " Point of Sale - Orders 9 February 2015
Splash
SortBy | pate v] Detail View ‘Add Order Find Order ‘Show All Orders Delete Order
| Date Order No. Supplier Status Supplier Inv Order Total Ordered By
Q 20/4/2014 43 Moore Wilsons CLOSED $57.50
Q26412014 44 Speedo OPEN $0.00
| Q‘ 2/5/2014 45 Speedo OPEN $690.00 Barbara

NB: Display the detail of a selected order by clicking the magnifying glass
displayed to the left of the Order Date.

___ NB: Sort the list in ascending order by selecting the sort by drop-down menu on
the top left corner of your screen.
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Finding a Purchase Order

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click the icon to the left of the word Orders on the left of your screen.

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

8 00 Splash POS
Jﬁ‘ﬂ Point of Sale - Orders 9 February 2015
Splash

[ | UistView Add Order Find Order show All Orders Delete Order

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

/ Search for an Order
8%

Supplier ID

Supplier ;| Q

Order Date

Ordered By

Stock No
Stock Name
Qty Ordered
Qty Received
® Cancel ‘ ‘ “New Request ‘-—Omit Records Constrain Set ‘ Extend Set ‘ ‘“ Find Now

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.

7. If one record is located the record will be displayed on the 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.

Splash POS
** Point of Sale - Orders 9 February 2015
Order Date 2/0512014 Ordor Number | 45
20004114 CLOSED 4| supplier Code | Spe | Speedo
28/04/14 OPEN Location POS 1 Ordered By | Barbara
0200574 Cozll Stock Number _ Stock Name Order Units _ Units Ordered _ Received UnitEx § TotalEx §
4033 Ladies Bathers i 1] i 0] | 520000 (@) |4
4032 Girls Bathers 1] i 50 $100.00 (8@
4034 Boys Bathers 1] 10] | s20000 (B
4035 Mens Bathers 1] 5] i s10000 (@)
Lo |1 -3
[v]
Delivery Instructions I Subtotal $600.00
Freight ]
Tax $90.00  15%
1 Total $690.00

100=% 5 Browse /

4
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.

Splash POS
: # ** Point of Sale - Inventory 9 February 2015
Splash
Filter By Product Name:
killer python [a] Stock Information Stock Name Bution Display & Barcodes [ Supplier [ Reporting Codes.
(Button Displ
Ladies Bathers Stock Number (Button Dispiay) POS Button Display Barcodes
Lane Hire 4033 Ladies =
. ‘ Bathers ‘ 4053 (G
p Pass o =
) Fongiesaiption Ladies Bathers. ©
Lap Swim Ladies Bathers
Lap Swim
Lap Swim Senior R G B <
Lazer Active Ess Cost Price | Opening Qty (204 ][ 204 ][ 255
Lightly Sparkling
Magnum Position POS Category Button Button Name Poak Lovel Min Lovel Re-Order @
Manly ‘ POS 1 % Bathers Ladies Bathers ®|a
Vars 8 \ ®
Mens Bathers - -
Mesh Bag = Rotail Prices. @TAX ONOTAX  TaxRate 15%
Title
Metsor o _ Smorgans 2 3 4 5 6 7 8 9 10 1 12
Priceinc
Mini Pump Price ex $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Missile Goggles GSTS $0.00 $0.00 50.00 50.00 $0.00 $0.00 $0.00 50.00 50.00 $0.00 $0.00 50.00
Mt Frankiin Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Nesiea Margin § $0.00 $0.00 $0.00 50.00 50.00 $0.00 $0.00 50.00 50.00 $0.00 $0.00 50.00
Markup %
Nose Clip Eyeline L Markup S
Nose Plug Boliz % s % Os [O% Os T% Os % s % Os  [% Os % s [J% s T Os  [O% Os % Us |
Opal Mirror Siock Uavels) Reporting ‘Additional Information
Paddle Pop Opening Date 2110912013 | Group [ Bathers v Minimum Level | ]
Pee Cees Opening Qty Category | Ladies v Peak Level [ ]
Petty Cash Qty Soid Type Bathers 2 ReOrderLevel | ]
Photon Qiy Received 10] MYOB Code v
Pod Board (vl Qty on Hand 10] On Order [ o]
100=d 5  Browse

NB: The Qty Received field in the Inventory item record will be updated when
new stock is received as per the above instructions.
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Deleting a Purchase Order

Purchase order records can be deleted from within either the Order entry form or list view.
They can only be deleted if the stock has not been received.

1. Use the Finding a Purchase Order command to locate the Purchase Order
you wish to update.

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

3. If working in List View, click the magnifying glass to display the Order entry
form.

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

800 Splash POS
a&v Point of Sale - Orders 9 February 2015
Splash

| ‘ List View Add Order Find Order Show Al Orde Delete Order

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

Delete Order

Are you sure you want to delete the order for Eager for
Leisure?

/_ OK \ ( Cancel )

6. Click OK to delete the record, or Cancel to return to the Order form without
making any changes.

NB: You cannot delete an order if items have already been received into stock.

Invalid Request

Stock has been received on this order. You cannot delete an
order with stock received.

|
|
| |
i o)
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Creating Dis

count 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.

000

Splash POS

& Point of Sale

Splash

Setup Display

' Customise the POS interface

Suppliers
Maintain a record of all suppliers of|

[(=] Inventory

Define each product offered for sale and assign bution

Price Settings
Define custom price settings based

Orders
__Record purchase order information

Discounts

" Define discount byilins for appiication within POS

Sales Entry

Enter a new sale

Sales List
" Display a lst of historic sales.

3.

products sold

on weekday and time

for all inwards goods

LIMITED

Point of Sale - Helpdesk Support

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

For service or helpdesk enquiries please contact:
Computerize Limited
barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +64 - 27 222 2082
Fax: +64-6 3724714

SKYPE: computerize

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

screen to display a blank Discount form.

) O.O‘ - Splash POS
w Point of Sale - Discount Buttons 14 February 2015
Splash
i List View, nmsmum Show All Discounts  Delete Discount s
[stor 4] Discounts Applied
Management Discount ID | PMO143 Date Sale ID__Inventory Item Amt Applied
Staff Discount Button Name | $1 off 3/05/14 14691 Missile Goggles $1.00 4]
viP toaton[Pos1_v] 21104114 14661 10 Session Pass $1.00
Ca(egmy[ = = 20/04/14 14675 500ml milk $1.00
DiscountType [ polar v|
DnHarOﬂE
Date Begins | 1/1/2007
DatoEnds [ 311122000 |
Requested By ‘
[1ss (1 ][2s5 ]
100 =g 5 Browse
4. The Discount ID will be automatically assigned. Enter a Button Name which
will appear within the sale screen to represent the selected discount.
5. Define the Location the button should appear on e.g. POS 1.
6. Define the discount amount as either a percentage or dollar value.
7. Enter RGB settings to define the colour of your new discount button.
8. Define a date to begin and end the promotion. If the discount is ongoing,
enter 31/12/99 in the Date Ends field.
9. Click the Splash Menu button to complete the entry and return to the POS

home screen.
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Displaying a List of Discount Buttons

Each record in your Discount module can be displayed in either the form view or as part of a
list. List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

8006 Splash POS

“5hd& " Point of Sale - Discount Buttons 14 February 2015
Splash

Add Discount Find Discount  Show All Discounts  Delete Discount <
Filter By Discount Name:
Al

$1.0ff Discounts Applied |

Management Discount ID [ PMO143 Date Sale D Inventory ltem Amt Applied
StffDiscourt ST a0s1e 14691 Missl Goggles sto0 [+
VIP Locaion|gposyy M 21/04/14 14661 10 Session Pass $1.00

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

806 Splash POS
w * Point of Sale - Discount Buttons 14 February 2015
Splash
Detal View Add Discount Find Discount  Show All Discounts  Delete Discount Z—

| .

[ 1D Bution Name Location Category Type $ Disc 9% Disc Begins Ends
Q PMmO143  $10f POS 1 Special Dollar $1.00 01/01/07 31/12/99
Q@ PMO141  Management POS 1 Management Percentage 100.00% o1/01/07 31112199
G PMO126  Staff Discount POS 1 Staff Discount Percentage 15.00% 01/01/07 31/12/99
Q@ PMmOt40  VIP POS 1 Valued Customer Percentage 10.00% 01/01/07 31/12/99

NB: Display the detail of a selected discount button by clicking the magnifying
glass displayed to the left of the record ID.

Finding a Discount Button

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

800 Splash POS
# ** Point of Sale - Discount Buttons 14 February 2015
Splash
Detal View ‘Add Discour Find Discount St Al Discounts Delete Discount rd AP
| J >
[ ) Bution Name Location NS Type $ Disc % Disc Begins Ends
X PMO143  $10ff POS 1 Special Dollar $1.00 ot/01/07 31112199
Q  Pmot141 Management POS 1 Management Percentage 100.00% 01/01/07 31/12/99
Q PMO126  Staff Discount POS 1 Staff Discount Percentage 15.00% 01/01/07 31/12/99
Q PMO140 VIP POS 1 Valued Customer Percentage 10.00% 01/01/07 31712199

4. The Search for a Discount Button dialog box will be displayed on your
screen.
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©00

Splash POS

4% Search for a Discount Button

]

Promo ID

Button Name

Location

Category |

Discount Type |

Percent Off |

Dollar Off |

Date Begins

Date Ends

Requested By |

Authorised By |

5
6
Updating Dis

1.

2.
3.

# Cancel ‘:’}New Request | |=Omit Records Constrain Set Extend Set @® Find Now

. Enter the criteria for your find in the appropriate field/s.
. Press ENTER or click the Find Now button to complete the find.
count Button Details

Use the Finding a Discount Button instructions to locate the record you
wish to update.

The Discount Button entry form should be displayed on your screen.

Update any details as required.

NB: Amending an existing discount button will only affect future use of the

b

utton. All existing transactions will not be affected.

Deleting a Discount Button

Discount Button records can be deleted from within either the entry form or list view.

1.

Use the Finding a Discount Button instructions to locate the record you
wish to delete.

2. Ensure the appropriate Discount Button record is displayed on your screen.

. If working in List View, click the magnifying glass to display the Discount
Button entry form.

4. Click once on the Delete Discount button displayed in the blue stripe at the
top of your screen.
e Y. Splash POS
w Point of Sale - Discount Buttons 14 February 2015
Splash

Filter By Discount Name:
Al

$10ff

Management

User Documentation — Splash V6.0

List View Add Discount Find Discount  Show All Discol its  Delete Discount cdiud| =

Discounts Applied
Discount ID | PMO143

Bution Name | §1 off

Date Amt Applied

sto0 [+

SaleID _lInventory ltem
14691 Missile Goggles

3005114

Location [ poS 1 21104114 14661 10 Session Pass 5“’“‘

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

[HaNaXs) Delete Discount |

Are you sure you want to delete the discount button for Staff
Discount?

Cancel

OK

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.

8006 Splash'POS

** Point of Sale - Discount Buttons 14 February 2015
Splash
s >
Filter By Discount Name: —
Al
$10ff N V Discounts Applied
Management Discount ID | pMO126 Date SaleID__Inventory ltem Amt Applied
Staff Discount Bution Name | Staff Discount 3/02115 14717 Missile Goggles $450 |4
VP Location/|,£08,) M 27108114 14694 Meteor 5284
27108114 14634 Meteor 5284
Category | staff Discount v
[ saftDiscon ‘ 20004114 14675 Nestea $0.53
504114 14668 450ml Coke Product
Discount Type | Percentage v
14654 E
. 22109113 Pop Top $0.50
22/00/13 14656 Small Snake $3.90

Date Ends | 31/12/2099

Button Colour
G

R

Lo J[res J[1ss |

100 =g 5 Browse
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Entering Sales and Processing Payments
Parts of the POS Window

Product Category Sale ltems Member Box

Product ltems

8.0.6, e
Common  Bathers Auu'wh Canteen e # 147181 %::;2 151;?{%0;5 Family ID 2
Shift: 2842 SMITH (Barbara Smith)

Passes Goggles Drinks With Balance | Zero Balance

: ! Jacob Smith $-1000
LD Turtles - 10:00 AM Wed (Term 3 2014)
® Amount O Percent Disc  $10

Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)

O Amount @ Percent Disc 10%

Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)

O Amount ® Percent

Sam Smith
Dolphins - 9:30 AM Tue (Term §2014)

Disc 10%
$68.95

Delete Item

O Amount @® Percent
Lucas Smith
Dolphins - 2:00 PM Sun (Term §2014)

Disc 1.5%
$63 "~

Booking List
O Amount @ Percent Disc 10%

Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc 10%

Jacob Smith $63.00
Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc 10%

Record End of Shift Hold Button

Processing a Sale
Entering a Quick Sale for Products

1. Ensure the Diary is displayed on your screen.

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

8 00 . . . . Splash . .
” : . . 2
Swim School Diary 16 February 2015 $ P
Splash D
Fillr By: p— —
wookday | Wednescay [¥| [ 2 Dolphins @ 9:30 AM on Sunday with Barbara Smith
v
Bock [ 3 [*] l }' Bookings I Waiting List [ [ Session Details
Year ‘ 2014 ‘ 2
3 ; : Q SessonID 7527 ClassID  poL Instructor  BS  Barbara Smith
Time Class nstuctor 8 & & ClassName  Doiphins Telephone: Barbara Smith
. a
R 2:00AM _TURTLES 8s 2 4 ofal —— R . Comments
Q  9:00AM DOLPHINS BS 1 3 0
Location v
Q 9:30AM  TURTLES w 0 8 o Main ool
e o s = C oo o StartDate  13/7/2014 EndDate 21012014
‘@ 9:30AM DOLPHINS B8S 1.3 0 Shift
] Momko 5 5 b 5 8 8 8 8 8 8 8 8
QU 9:30AM__ DOLPHINS BT 4 0 o 2 2 3 8 8 = 8§ 8 8 s = 3
R Lucas Smith 2.7m e
Q 10:00AM  TURTLES w 4 4 0 - $ $X
® 478 4616 Barbara Smith
Q 10:30AM _TURTLES 8s 6 2 o X
Sarah Nightingale 12_0m
Q 10:30AM  SEALS 8S 1 3 oM ghting - $ $R
® 0272222082 Barbara Nightingale
Q 11:00aM  SEALS 8s 4 0 0 X -
ST o T o0 o Nicholas Smith 7.8m - A %
- ¢ O 0212220082 Barbara Smith
Q_ 1:00PM__SHARKS BT 3 3 o
Q  1:30PM__ DOLPHINS DS 2 2 o0
Q 1:30PM_ WHALES 8s 0 10 o
QU 230PM__DOLPHINS 8BS 4 0 o
3 4 Add Booking | 4 Add Catchup
100=4 | Browse
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3. The POS interface will be displayed on your screen.

Splash POS

Invoice # 147182 Date 16/02/2015 [IEUNIILH
POS 1 Time 2:59:57 PM

Common  Bathers Accessorie Canteen Misc
s Shift: 2842

Passes Goggles Drinks With Balance Zero Balance

Ice Creams

100=¢ 8 Browse

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

Common Bathers Accessorie Canteen
s

) Passes Goggles Drinks

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

Inflatable Pool
Toy

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

I [
1 Flipper Children's @ $35.00 ea.
$35.00
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7. If you are selling multiple items of the same product click the Clr button, then
select the actual quantity being sold.

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

9. As you enter additional items they will move down the sale items area of the

screen.
1 ]
1 Swim Nappy @ $18.50 ea.
$18.50

$18.50

1 Flipper Children's $35.00

1 Zoggs Cap $3.50

1 Inflatable Pool Toy $9.95

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

11.You will be asked to define the payment method for the selected sale.
Choose EftPOS or Cash to complete the sale and return to the POS screen,
or click Cancel to return to the sale without processing the payment.

000 Payment Method

| cancel || EftPOS | | Cash |
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Entering a Quick Sale for a Booking

Clicking the green dollar symbol displayed within the booking line triggers a quick sale for the
selected booking. After selecting the dollar sign a sale will be created, the family will be
selected and the selected booking information will be added to the sale.

1. Ensure the Diary is displayed on your screen.

2. Click the $ displayed in the row for the booking you wish to pay.
800 Splash \

,“b Swim School Diary 16 Februa\2015 $ p

Splash

Filtor By: Class R
Wookday | Wednessay || ‘ Al "‘ Dolphins @ 9:30 AM on Sunday with Barbara Smith
= v
Bock | 3 [*] } }'} Bookings [ Waiting List [ '\ Session Details ]
Yoar [ 2014 | —
. &
3 8 2 Q SessionID 7527 ClassID  poL Instructor  BS  Barbara Smith
Time Class Instructor 8 (;i, 3 ClassName  Dolphins Telopholg: Barbara Smith
Q 900AM  TURTLES 8s 2 4 ofM[al Class Level | 4 - A Comments
Q  9:00AM _ DOLPHINS 8BS 1 0
Location
Q @:30AM  TURTLES w 0o 8 o Main ool M
T, e GG & 40 0 StartDate  13/7/2014 EndDate 21102014
Q  9:30AM _ DOLPHINS B8S 1.3 0 Shift M
- ] oo 5 5 &5 58 8 8 8 8 8 8 8 8
Q 9:30AM__DOLPHINS BT 4 0 0 g & 8§ 8 8 © § & 8 & & ®§
e g 8 R € & I
‘Q 930AM DOLPHINS 8S 2 2 o
R Lucas Smith 2.7m
Q 10:00AM  TURTLES w 4 4 0 $ $X
® 478 4616 Barbara Smith
Q 10:30AM _ TURTLES 8s 6 2 oW
Q sarah Nightingale 12_0m
R 10:30AM  SEALS 8S 1 3 oW - $ $R
® 0272222082 Barbara Nightingale
Q 11:00AM  SEALS 8s 4 0 0 Q
X 1000M = o 0 o :::holozssmuh 7_8m - A 4*'*
0272222082 Barbara Smith
Q 1:00PM__SHARKS BT 3 3 0 L
Q  1:30PM__ DOLPHINS DS 2 2 o
Q 1:30PM_ WHALES 8s 0 10 0
QR 230PM__DOLPHINS BS 4 0 o
v
1 [+A¢damkmg I |+m~m Catchup I + Add Wailist
100 = g Browse

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

4. The selected booking will be moved to the sale item portal and all bookings
for the selected family will be displayed in the panel on the right of the screen.

Splash POS

Invoice # 147184 PR E Family ID 2
e 2042 ; SMITH (Barbara Smith)

| o= | | Drinks | ] With Balance I Zero Balance

1 Lucas Smith - Dolphins - 9:30 AM Sun (Term 3 2014) $81.00 ea |

$81.00 Jacob Smith $-10.00
] Turtles - 10:00 AM Wed (Term 3 2014)

Bathers | Accessorie Canteen Misc
s

Ice Creams
@ Amount O Percent Disc $10

Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)

O Amount @ Percent Disc 10%

Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)

O Amount @ Percent Disc 10%

Chupa Chups. Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term 2 2014)

O Amount ® Percent Disc  1.5%

Lucas Smith $63.00
Dolphins - 2:00 PM Sun (Term 2 2014)

O Amount @ Percent Disc 10%

Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)

User Member
I : O Amount ® Percent Dsc 10%

Buchers Swiay Jacob Smith $63.00
Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc 10%

100=¢ 8 Browse

5. Select additional bookings or amend the payment amount of the existing item.

6. When all items for the sale have been selected, click the END or
NEXT button to complete the sale.
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Entering a Sale for a Combination of Bookings and Products

1. Ensure the Diary is displayed on your screen.

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

800 Splash POS

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

Wit Balance Zero Balance

100 =g 5 Browse

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

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

Family ID | <

With Balance Zero Balance

5. The Select 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.

e O 0 " Selecta Family

-~ ~
. b Select a Family

T

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

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

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.

User Documentation — Splash V6.0 Page 37



Splash POS

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

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

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

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

O Amount @ Percent Disc  10%

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

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

O Amount @ Percent Disc  10%

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

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

Member
OAmount @ Percent Disc 10%
EmaeTs Celia Brown $90.00
Seals - 9:30 AM Mon (Term 12012)

O Amount @ Percent Disc  10%

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

O Amount @ Percent Disc  10%
Celia Brown $90.00

100 =gp | Browse

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

Splash POS
Invoice # 147177 Date 3/02/2015}
P Time 1:31:44 PM|
Shift: 2842 Sam Browi

Lesson

1 Celia Brown - Turtles - 9:30 AM Tue (Term 12014)

@ $135.00€a,

$135.00

[ Dol | U

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

Splash POS
Invoice # 147177 Date 3/02/2015]
P Time 1:31:44 PM|
Shift: 2842 Sam Bro

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

Missile Goggles $30.00 ||

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

10.You are now ready to add products to your sale. Select the Product Category
which contains the button for the item being sold.

Common Bathers  Accessorie Canteen
s

Goggles Drinks

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

Inflatable Pool
Toy
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12.The item you have selected will move across to the top of the Sale Item box

[ ]
1 Flipper Children's @ $35.00 ea.

$35.00

[ Del []

13.Repeat steps 10 through 12 until all products have been define for the sale.

14.When all items have been selected, click the END button.

15.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
1. Ensure the Diary is displayed on your screen. ¢
2. Click the $ button displayed on the top right of the window. —_—

®00 Splash POS

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

Common | Bathers | Accessorie | Canteen
s shift: 2842

sssss With Balance Zero Balance

Member

100 =g 5 Browse

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

5. The Select 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.

e O 0 Select a Family

-
. b Select a Family

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

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

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

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

Bathers | Accessorie | Canteen Misc
s

shift: 2842 Sam Brown BROWN (Sam Brown)
[ eoggtes | Drinks With Balance | Zero Balance
Celia Brown $135.00
fe=tcreans Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
Wissile Gogales Cota Brown Ssi50

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

O Amount @ Percent Disc  10%

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

O Amount @ Percent Disc  10%

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

O Amount @ Percent Disc  10%

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

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

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

O Amount @ Percent Disc  10%

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

O Amount @ Percent Disc  10%
Celia Brown $90.00

100 =g | Browse

8. Select any bookings and products that need to be included in the sale.

9. Repeat step 8 until all iteme have been defined for the sale.

10.When all bookings and products have been defined for the sale, -
click the Next button to define each method of payment.

11.The End Sale screen will be displayed.

8 0 O Splash POS
Invoice # 147177 Date 3/02/2015
L POS 1 Time 1:31:44 PM
2842 Sam Brown

$30.00 |~ |

Cella Brown - Turties - 9:30 AM Tue (Term 1 2014) $135.00

Total
$259.50

Change

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

$0.00

CREDIT
CASH EFTPOS CARD

GIFT
VOUCHER CHEQUE AMEX

MANAGE-

INTERNET MENT

DIRECT SESSION

DEBIT PASS DOURNAS

Total : $259.50

9 [ Back]
6 [ eno |

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

(clig)
VOUCHER

CHEQUE

MANAGE-
INTERNET MENT PROMO

DIRECT SESSION

DEBIT PASS S

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

DEL CreditCard 2842  $200.0

DEL (Cash 2842

14.To complete the sale, click the End button.
Removing an Item from the Sale

An item may be deleted from the sale at any time before the transaction has been finalised. A
transaction is considered finalised when you have successfully ended a transaction. In order
to remove an item from the transaction it must be displayed at the top of the sale item list.

If the item you wish to remove is not displayed at the top of the list, simply click on the item to
return it to the top.

800 Splash POS

Invoice # 147177 Date 3/02/2015 SRR

POS 1 Time 1:31:44 PM

shift: 2842 Sam Brown BROWN (Sam Brown)

Common | Bathers | Accessorie | Canteen Misc
s

Passes | Goggles | Drinks thyBalance I Zero Balance
1 Celia Brown - Turtles -9:30 AM Tue (Term 12014) @ $135.00¢ea.|
$135.00 Celia Brown $135.00
HDEED Turtles - 9:30 AM Tue (Term 1 2014)
OAmount @ Percent Disc  10%
Wissile Gogales o v
Cello Brown - Turties - 9:00 AM Sun (Term 2 2014) Seals - 9:30 AM Mon (Term 1 2011)
OAmount ® Percent Disc  10%
Celia Brown $90.00

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

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

O Amount @ Percent Disc  10%

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

O Amount @ Percent Disc  10%

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

Member

OAmount @ Percent Disc 10%
EmeTs Celia Brown $90.00
Seals - 9:30 AM Mon (Term 12012)

OAmount ® Percent Disc  10%
$259.50 Celia Brown $90.00
Seals - 9:30 AM Mon (Term 2 2012)

O Amount @ Percent Disc  10%

9 | NexT |

6 N s om0
3

ar|HoLo |

100=g Browse

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

2. 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.
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 P N
1. Ensure the Diary is displayed on your screen. $
2. Click the $ button displayed on the top right of the screen. -
3. The POS interface will be displayed on your screen.

4. Select the product/s you wish to sell.

5

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

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

1 Missile Goggles @  $30.00€a,
$30

[ Dol ] > O

Tuesday, 3 February 2015
Invoice Number: 147177

STAFF DISCOUNT POS 1

STAFF Item Name

DISCOUNT Missile Goggles

Quantity

1

Item Price/Payment Amount
MANAGEMENT $30.00

Admend Price

$25.50

Amount Applied (per item)
$4.50

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

8. Click Commit to return to your sale screen.

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

1 Missile Goggles @  $2550¢a.
s0 $25.50

[ Dol ] > X

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

Page 44

S

Ensure the Diary is displayed on your screen.

Click the $ button displayed on the top right of the screen.
The POS interface will be displayed on your screen.
Select the booking you wish to process a payment for.

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

Click the unit price written in black.

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

7. The Part Payment of Booking dialog will be displayed on your screen.

9.

. Enter the amount of the payment you would like to apply and click OK.

O 00 Part Payment of Booking

Please specify the amount of the part payment.

Payment Amount
50

| Cancel § OK |

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

Lesson

1 Celia Brown - Turtles - 9:30 AM Tue (Term 12014) > @ $50.00 ea.

$50.00

[ Dl | [

10.Repeat steps 4 through 9 until all relevant bookings have been selected and

updated.

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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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. -

Splash POS
Invoice # 147184 Date 16/02/2015 [EUIINFS
Time 3:19:08 .
Shift: 2842 Barbara Smith SMITH (Barbara Smith)

Bathers | Accessorie
s

Goggles [ PBarcode ] With Balncs, I Zaro Balance,
1 Lucas Smith- Dolphins - 9:30 AM Sun (Term 32014) @ $81.00¢ea,
$81.00 Jacob Smith $10.00
D Turtles - 10:00 AM Wed (Term 3 2014)
@®Amount O Percent Disc  $10
Jacob Smith $190.00
Seals - 10:30 AM Thu (Term 1 2014)
OAmount @ Percent Disc  10%
Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)
Missile
S O Amount ® Percent Disc  10%
Crupa Chups Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term 2 2014)
OAmount ©® Percent Disc  15%
Lucas Smith $63.00
Dolphins - 2:00 PM Sun (Term 2 2014)
OAmount ® Percent Disc  10%
Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)
Member
OAmount ® Percent Disc  10%
LTt Jacob Smith $63.00
Seals - 9:30 AM Sun (Term 2 2014)
OAmount ©® Percent Disc  10%
Sam Smith $98.50
Dolphins - 9:30 AM Wed (Term 1 2011)
OAmount ® Percent Disc  15%
Lucas Smith $90.00

100 =[¢ 5 Browse

6. The selected sale will disappear from your screen and the
HOLD button will be highlighted to show there is a held sale.

100 =/ 5 Browse

7. You can now continue processing other sales.
Retrieving a Held Sale
1. Ensure the Diary is displayed on your screen.
Click the $ button displayed on the top right of the screen.

3. The POS interface will be displayed on your screen, The hold button will be
highlighted to indicate there is a held sale.

4. Display the held sale by clicking the Hold button.

5. The held sale will appear on your screen.
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Splash POS

Invoice # 147184 Date 16/02/2015 NEUILEA
Bathers | Accessorie | Canteen POS 1 Time 3:19:08 PM ;
= shift: 2842 Barbara Smith SMITH (Barbara Smith)
Passes | Goggles | Drinks hdith Balance, I ZetoBalacs)
Lucas Smith - Dolphins - :30 AM Sun (Term 3 2014) @  $81.00ea,
$81.00 Jacob Smith $-10.00
e 0 Turtles - 10:00 AM Wed (Term 3 2014)
@ Amount O Percent Disc $10
n Jacob Smith $190.00

Seals - 10:30 AM Thu (Term 1 2014)

O Amount @ Percent Disc  10%

Jacob Smith $90.00
Seals - 10:30 AM Tue (Term 2014)

ssile
Goggles
$30

O Amount @ Percent Disc  10%

Sam Smith $68.95
Dolphins - 9:30 AM Tue (Term 2 2014)

O Amount @ Percent Disc  15%

Lucas Smith $63.00
Dolphins - 2:00 PM Sun (Term 2 2014)

OAmount @ Percent Disc  10%
Jacob Smith $63.00
Seals - 10:30 AM Tue (Term 2 2014)
Member
OAmount ® Percent Disc 10%
Eomroeitio Jacob Smith $63.00

Seals - 9:30 AM Sun (Term 2 2014)

O Amount @ Percent Disc  10%

Sam Smith $98.50
Dolphins - 9:30 AM Wed (Term 1 2011)

O Amount @ Percent Disc  15%

Lucas Smith $90.00

100 =[¢x B Browse

6. Complete the sale by clicking the END or NEXT button.

NB: The End of Shift cannot be processed while you have a held sale.
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Viewing a List of Sales

Each record in your Sales module can be displayed as part of a list. List view displays all

records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).

2. Click once on the icon to the left of Sales List on the left of your screen.

Splash POS

Setup Displa:

play
Customise the POS interface

~| Suppliers
Maintain a record of all suppliers of products sold

Inventory
Define each product offered for sale and assign button

Price Settings
Define custom price settings based on weekday and time

(il

Orders
Record purchase order information for all inwards goods.

G

Discounts
Define discount buttons for application within POS

(il

Sales Entry

sale

Sales List

Display a st of hiyffic sales

Sales Reports
Print Sales Summary Reports

i

LIMITED

Point of Sale - Helpdesk Support

‘Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact:

Computerize Limited

barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +64 - 27 222 2082
Fax: +64-6 3724714

SKYPE: computerize

‘www.computerize.co.nzlcontact

3. Alist of sales will be displayed on your screen.

000 Splash POS

Point of Sale - Sales List 14 February 2015

Splash
SotBy | sale D ] S,
Date Sale ID Family ID Family Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift Location Ended ‘

Q) [] 2410412014 8:17 AM 146762 16 KING (Nathan King) $198.00 $198.00 $0.00 $198.00 Cash O 2839 POS 1 X
Q ] 2410472014 8:19AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 Ia $80.00 Cash O 2839 POS 1 x
@ ] 2410472014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 B $72.00 Cash O 2839 POS 1 =3
Q ] 26/04/2014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash O 2839 POS 1 3
T [] 26/0412014  11:14AM 146776 16 KING (Nathan King) -$90.00 -$90.00 $0.00 -$90.00  Eftpos O 2839 POS 1 X
q ] 26/04/2014  11:17 AM 146778 16 KING (Nathan King) $0.00 $0.00 $0.00 O 2839 POS1 x
Z‘i ] 26/04/2014 2:06 PM 146788 21 WILLIAMS (Malcolm Williams) $71.00 $71.00 $0.00 B $71.00 Cash O 2840 POS 1 =3
Q ("] 26/04/2014 2:30PM 146792 2 'SMITH (Barbara Smith) $33.65 $33.65 $2.61 $33.65 Cash O 2840 POS 1 x|
Q /04/2014 3:37PM 146794 2112 WILLIAMSON (John Williamson) $100.00 $100.00 $0.00 @ $100.00 O 2840 POS 1 x
@ 413PM 146796 9 SMITH (Daniel Smith) $90.00 $90.00 $0.00 B O 2840 POS1 x

View Receipt

Print Receipt
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Finding a Transaction

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

Click once on the icon to the left of Sales List on the left of your screen.

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

®060 Splash POS

d /** Point of Sale - Sales List 14 February 2015

Splash /—\
SotBy | SalelD M ( e AP

Date Sale ID Family ID F: Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘

T [ 240412014  BATAM 146762 1 KING (Nathan King) $198.00 $198.00 $0.00 $198.00  Cash O 2839 POS 1 x
‘Q‘ (] 2410472014 8:19AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 $80.00 Cash O 2839 POS1 x
‘(f (] 2410412014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 B $72.00 Cash O 2839 POS 1 x|
TX‘ [7] 26/04/2014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash O 2839 POS 1 X
Q‘ (] 26/04/2014  11:14 AM 146776 16 KING (Nathan King) -§90.00 -$90.00 $0.00 Ia -$90.00 Eftpos. O 2839 POS 1 x
Q (] 26/04/2014  11:17 AM 146778 16 KING (Nathan King) $0.00 $0.00 $0.00 O 2839 POS 1 x|
‘(X (] 26/04/2014 2:06 PM 146788 21 WILLIAMS (Malcolm Williams) $71.00 $71.00 $0.00 $71.00 Cash O 2840 POS 1 3]
Q [[] 26/04/2014  2:30PM 146792 2 SMITH (Barbara Smith) $33.65 $3365 52,61 $3365 Cash O 2840 POS 1 X
Q (] 26/04/2014 3:37PM 146794 2112 WILLIAMSON (John Williamson) $100.00 $100.00 $0.00 $100.00 Cash O 2840 POS1 x
‘(X (] 26/04/2014 413PM 146796 9 SMITH (Daniel Smith) $90.00 $90.00 $0.00 B $90.00 Cash O 2840 POS 1 x|

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

/E Search for a Sale

End Clicked

S lD Q

Entered By | Q

Payment Variation

Payment Date Variation

# Cancel | |=€-New Request

|—0mit Records Constrain Set | Extend Set | |“ Find Now

5. Enter the criteria for your find in the appropriate fields.
6. Click the Find Now button.
7. The result of your find will be displayed in the list view.

NB: The New Request button can be used to define additional find criteria (e.g.
Date = 10/4/05 AND Date = 3/4/05).
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Viewing the Content of a Previous Sale

1. Use the Finding a Transaction function to locate the sale record you wish to

800 Splash POS
** Point of Sale - Sales List 14 February 2015
Splash
SortBy | sale D v Find Sales Show All Sales AP
Date Sale ID Family ID Family Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘
- 4/2014 817 AM 146762 16 KING (Nathan King) $198.00 $198.00 $000 [&) $198.00 Cash (m] 2839 POS1 I
< Q (7] 24104120} 8:19AM 146764 32 SINCLAIR (Linley Sinclair) $80.00 $80.00 $0.00 $80.00 Cash (m} 2839 POS1 X
412014 8:50 AM 146771 2 SMITH (Barbara Smith) $72.00 $72.00 $0.00 $72.00 Cash (m} 2839 POS1 x
Q [[] 26/0412014  11:13AM 146774 16 KING (Nathan King) $90.00 $90.00 $0.00 $90.00 Cash O 2839 POS 1 )

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

0 0O 0O Invoice 146804

YOUR SCHOOL NAME HERE

Street Address, 2nd Line of Street Address, Suburb, CITY
Telephone: Fax: Umiea

GST: 123-456-789
Invoice # : 146804 (POS 1)
27 Apr 2014 1:05:45 PM
Andrew McArthur
39 River Road,
Kelson,
Wellington 4008

Thank you for your payment for the following items:

Description Qty Unit $ Total
Jack McArthur - Seals - 10:30 AM Sun (Term 1 $81.00 $81.00
22014)
Jack McArthur - Seals - 11:00 AM Mon (Term 1 $90.00 $90.00
12014)

Total Inc GST $171.00

$0.00

Payment Method GST Amt
Cash $20.00
Eftpos $151.00

3. The selected transaction will be displayed on your screen.

4. Click the Close button to close the dialog without printing, or click the Print
button to print a copy of the receipt.

NB: Receipts may also be viewed and reprinted from the Accounts tab card in
the family file.

Reprinting a Receipt

1. Use the Finding a Transaction function to locate the sale record you wish to

8006 Splash POS

“{V ** Point of Sale - Sales List 14 February 2015

Splash
SortBy | SaleID v Find Sales Show All Sales IS

Date Sale ID Family ID Family Item Total Sale Total Tax Receipt Amt Paid Payment Type Shift  Location Ended ‘

Q ] 2710412014  11:05AM 146800 67 "THOMAS (janice ) $90.00 $90.00 Cash O 2840 POS 1 [x!
Q ] 2710412014 1:05PM 146804 23 H MCARTHUR (Andrew McArthur) $171.00 $171.00 Cash O 2841 POS 1 x I
Q [] 270412014  1:41PM 146813 27 BUCHANAN (Debbie Buchanan) $120.00 $120.00 Journal O 2841 POS1 X
Q ] 2710472014 238PM 146818 16 KING (Nathan King) $126.00 $126.00 $0.00 $126.00 Cash O 2841 POS1 [x!

2. Click the receipt button to the right of the invoice total for the required
transaction.
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TEST SWIM SCHOOL

Street Address, 2nd Line of Street Address,
Suburb, CITY
Telephone: Fax:

GST: 123-456-789

Sun, 27 Apr 2014 1:05:45 PM

TAXINVOICE 146804

Qty Description

Total

1 Jack McArthur - Seals - $81.00
$81.00
1 Jack McArthur - Seals - $90.00
$90.00

CASH
EFTPOS

Total Inc GST
GST Amt
Change

$20.00
$151.00

$171.00
$0.00
$0.00

NB: Receipts may also be viewed and reprinted from the Accounts tab card in the family file.

Changing Receipt Paper Size

The default format for your receipts can be defined as either A5 or 80mm (standard eftpos
receipt). Define the format you require by selecting it within the System Defaults.

806

Splash

“‘V System Defaults

Splash

Swim School Default Settings

Default City For All New Records

Default Paper Size
©A4 OUS Letter

Allow Catchup Bookings
®Yes ONo

Set Automatic Rollover of Bookings
®Yes ONo

Automatically Print Receipts.
Never v

Email Method

Page 50

Documents Bookings

Default Paper Size ~ ® A4_O US Letter

Confirmation and Remindersg®™e) A4 O US Letter

AS  @® Custom
Display Address on Correspondence Header

Display Logo on Correspondence Header O Yes @ No

Display Logo on Report Header Yes @No
Automatically Print Receipt  Never
Automatically Print Confirmation Yes @No
Automatically Email Confirmation Yes ®No
Automatically Email Reminder Notice Yes @No

NB: Set at Custom for 80mm.

Student

Lists

18 February 2015

Shifts Custom Reports

LIMITED

Helpdesk Support

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

For service or helpdesk enquiries please contact:

Computerize Limited
barbara@computerize.co.nz
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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.
2.
3.
4.

Locate the Data for Reporting

Choose Report Format

Enter Report Title
Produce Report

Generating a Report

80606

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.

Splash POS

“&v Point of Sale

Splash

Sales List
~_Disa

Setup Display

" Customise the POS interface

Suppliers

Maintain a record of all suppliers of products sold

Inventory

Define each product offered for sale and assign button

Price Settings

Define custom price settings based on weekday and time

Orders

Record purchase order information for all inwards goods

Discounts

Define discount buttons for application within POS

Sales Entry
Enter a new sale

of historic sales

Sales Reports

Print Sales SummagfReports

Cashsheets

Display summary of revenue for a specified shift

LIMITED

Point of Sale - Helpdesk Support

Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact:
Computerize Limited
arbara@computerize.co.nz
Telephone: +64 - 6 372 4713
Mobile: 464 - 27 222 2082
Fax: +64- 63724714

SKYPE: computerize

‘www.computerize.co.nzlcontact

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

Page 52
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Splash

* Point of Sale - Sales Reports

Step 1 : Locate Data for Reporting @8 Find Data

Step 2: choose Report Format

Report ~ Sales by Category v

Show Detail [X]

Step 3: Enter Report Title
Report Title  sales by Category

ReportDate 2014

Step 4: produce Report = Print J

& cancel
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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)

00 (8] Locate Report Data
“h ** Point of Sale - Sales Reports Find
Splash

Date | 5/2014 ] Time |
Sales ID/ Inv No
Family ID
Shift
Location
Description |
Product Group
Product Category
Product Type
I # Close I | Find

6. Click the Find button to complete the find.

2. Choose Report Format

After completing the find you will be returned to the Sales Reports dialog where you now need
to select the type of report you wish to generate.

7. Select the Report Type from the drop-down menu supplied at step 2.

“&V Point of Sale - Sales Reports
Splash

Summary by Payment Type

‘Summary of
- .

Individual Sales by Payment Type

Totals by Day
Totals by Week
Step 1:L Totals by Month ]

Totals by Year
Sales by Location
Sales by Group
Step 2:ch  sales by Type
(% V Sales by Category
Show Detail "1

Step 3: Enter Report Title
Report Tite | Sales by Category

Report Date | 2014

Step 4: produce Report

8. Define whether you wish to show detail in your report. When clicked Show =
Detail will ensure each individual transaction is displayed along with totals
rather than a summary totals for the found items.

& Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report | Sales by Category v
Show Detail []
<
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3. Enter Report Title
9. Enter the Title you wish to appear on the top of the report.

10.Enter a report date to appear on the report (optional).

: /** Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting @ Find Data

Step 2: choose Report Format
Report | Sales by Category vl
Show Detail | |

Step 3: Enter Report Title
Report Title | Sales by Category
Report Date | May 2014

]
Step 4: produce Report

11.Click the Print button.

12.The report will be displayed on your screen, click the Continue button or press
ENTER to display the print dialog.

006 Splash POS
F 3 [
riges
: 3
Summary by Payment Type - YTD 2015
Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $36.95 $0.00 $0.00 $81.00 $0.00 $0.00 $0.00 $0.00 $0.00
3/02/2015 $0.00 -$30.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
16/02/2015 $0.00 $66.95 $0.00 $0.00 $81.00 $0.00 $0.00 $0.00 $0.00 $0.00

13.The print dialog will be displayed on your screen. The appearance of the
dialog will differ for each printer type. Ensure Records Being Browsed is
selected in the dialog before choosing to print.

Print
Printer: | Brother HL-4570CDW series &)
Presets: | Default Settings &)
Copies: [ Two-Sided
Pages: (o) All
() From: to: |1
{ FileMaker Pro :]
Number pages from:
Print: (¢) Records) being browsed
C sefit record
() Blank record, showing fields | as formatted v
@ PDF V\ | Hide Details | [ cancel

14.Click the Print button to produce the report, or Cancel to return to the Sales
Report screen without printing.
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Sample Reports

Individual Sales by Payment Type

This report displays a list of all transactions for a specified date along with totals for each
method of payment. When selecting this report type you will be asked to define the date for

reporting.

Without Detail

Summary by Payment Type - May 2014

Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00
1/05/2014 $0.00 $204.50 $0.00 $0.00 $243.00 $30.00 $0.00 $0.00 $0.00 $0.00
2/05/2014 $0.00 $301.00 $0.00 $0.00 $57.50 $0.00 $0.00 $0.00 $0.00 $0.00
3/05/2014 $0.00 $1223.20 $0.00 $283.50 $647.60 $0.00 $0.00 $0.00 $0.00 $0.00
Grand Totals $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00
With Detail

Summary by Payment Type - YTD 2015
Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $1728.70 $0.00 $283.50 $988.10 $30.00 $0.00 $0.00 $0.00 $0.00
1/05/2014 $0.00 $204.50 $0.00 $0.00 $243.00 $30.00 $0.00 $0.00 $0.00 $0.00
14688 Martha Taylor $0.00 $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14688 David Jones $0.00 $6.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14688 Linley Sinclair $0.00 $0.00 $0.00 $0.00  $243.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Andy zimmerman $0.00 $54.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Debbie Buchanan $0.00 $36.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Cash Sale $0.00 $0.00 $0.00 $0.00 $0.00 $30.00 $0.00 $0.00 $0.00 $0.00
2/05/2014 $0.00 $301.00 $0.00 $0.00 $97.50 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Anthony Thomson $0.00  $189.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14689 Barbara Smith $0.00 $0.00 $0.00 $0.00 $97.50 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Cash Sale $0.00 $4.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14690 Daniel $0.00 $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
3/05/2014 $0.00 $1223.20 $0.00 $283.50 $647.60 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Patricia O'Donnell $0.00  $108.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Nicola Robinson $0.00 $345.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Cash Sale $0.00 $18.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Barbara Smith $0.00 -$1.00 $0.00 $0.00 $188.50 $0.00 $0.00 $0.00 $0.00 $0.00
14691 Anthony Thomson $0.00 $475.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14692 David Anderson $0.00 $0.00 $0.00 $283.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14692 Cash Sale $0.00 $19.20 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

Pg.

Printed at 13024 on Wednesday, 18 February 2015
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Summary of Transactions

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

Without Detail

Summary of Transactions
Payments Received Items Paid For Invoice Total
01 May 2014
POS 1 $447.50 $447.50 $447.50
Transaction Balanced $447.50 $447.50 £447.50
Cashsheet Total $447.50 $447.50 $447.50
With Detail
Summary of Transactions
Payments Received Items Paid For Invoice Total
01 May 2014
POS 1 $447.50 $447.50 $447.50
Transaction Balanced $447.50 $447.50 $447.50
1/5/2014 11:15 AM 146880 Martha Taylor $108.00 $108.00 $108.00
1/6/2014 11:15 AM 146881 Cash Sale $0.00 $0.00 $0.00
1/6/2014 11:25 AM 146882 Andrew McArthur $0.00 $0.00 $0.00
1/6/2014 11:26 AM 146883 David Jones $6.50 $6.50 $6.50
1/5/2014 11:26 AM 146884 Cash Sale $0.00 $0.00 $0.00
1/5/2014 11:27 AM 146885 Cash Sale $0.00 $0.00 $0.00
1/5/2014 12:40 PM 146886 Cash Sale $0.00 $0.00 $0.00
1/5/2014 5:03 PM 146887 Martha Apollo $0.00 $0.00 $0.00
1/6/2014 5:03 PM 146888 Linley Sinclair $243.00 $243.00 $243.00
1/6/2014 5:56 PM 146889 Cash Sale $0.00 $0.00 $0.00
1/6/2014 6:43 PM 146890 Andy zimmerman $54.00 $54.00 $54.00
1/6/2014 6:40 PM 146891 Debbie Buchanan $36.00 $36.00 $36.00
1/6/2014 6:40 PM 146892 Cash Sale $0.00 $0.00
1/5/2014 6:42 PM 146893 Cash Sale $0.00 $0.00
1/5/2014 6:42 PM 146894 Cash Sale $0.00 $0.00
1/5/2014 6:43 PM 146895 Cash Sale $0.00 $0.00
1/5/2014 8:54 PM 146896 Cash Sale $0.00 $0.00
Cashsheet Total $447.50 $447.50 $447.50
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Individual Sales by Payment Type

This report displays a list of all transactions for a specified date along with totals for each
method of payment. When selecting this report type you will be asked to define the date for

reporting.

Without Detail

Individual Sales by Payment Type

Thursday, 01 May 2014 $477.50

CASH $204.50

EFTPOS $243.00

INTERNET $30.00

With Detail

Individual Sales by Payment Type

Thursday, 01 May 2014 $477.50

CASH $204.50
11:15 AM 146880 Martha Taylor $108.00
11:26 AM 146883 David Jones $6.50
6:43 PM 146890 Andy zimmerman $54.00
6:40 PM 146891 Debbie Buchanan $36.00

EFTPOS $243.00
5:03 PM 146888 Linley Sinclair $243.00

INTERNET $30.00
5:51 PM 146908 Cash Sale $30.00
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Totals by Day
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Day
Qry ToraL Inc Tora. GST
Pos 1 $3,050.30 $41.49
Thursday, 01 May 2014 $477.50 $3.91
Friday, 02 May 2014 $398.50 $4.43
Saturday, 03 May 2014 $2,174.30 $33.15
Total Included in Report $3,050.30 $41.49
With Detail
Totals By Day
Qry TortaL Inc ToraL GST ToraL Ex
Pos 1 $3,050.30 $41.49 $3,008.81
Thursday, 01 May 2014 $477.50 $3.91 $473.59
Lesson 11 $447.50 $447.50
Missile Goggles 1 $30.00 $3.91 $26.09
Friday, 02 May 2014 $398.50 $4.43 $394.07
Boys Bathers 1
Lap Pass 1
Lap Swim 2 $4.00 $0.52 $3.48
Lesson 5 $364.50 $364.50
Missile Goggles 1 $30.00 $3.91 $26.09
Saturday, 03 May 2014 $2,174.30 $33.15 $2,141.15
Aqua Senior 1
Coffee 1 $4.00 $0.52 $3.48
Freddo Frog 1 $0.60 $0.08 $0.52
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 25 $1,920.00 $1,920.00
Missile Goggles 5 $149.00 $19.42 $129.58
Strobe 1 $15.20 $1.98 $13.22
Swim Nappy 1 $18.50 $2.41 $16.09
Vorgee Jnr 3 $63.00 $8.22 $54.78
Total Included in Report $3,050.30 $41.49 $3,008.81
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Totals by Week
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Week
Qry ToraL Inc Tora GST ToraL Ex
Pos 1 $11,356.65 $123.45 $11,233.20
Week 9 $312.78 $312.78
Week 12 $1,040.60 $0.86 $1,039.74
Week 13 $135.00 $135.00
Week 14 $180.00 $180.00
Week 16 $17.80 $2.34 $15.46
Week 17 $835.15 $30.74 $804.41
Week 18 $6,428.80 $67.24 $6,361.56
Week 24 $294.15 $16.31 $277.84
Week 26 $45.67 $5.96 $39.71
Week 27 $82.00 $82.00
Week 42 $202.00 $202.00
Week 43 $140.00 $140.00
Week 44 $1,642.70 $1,642.70
Total Included in Report $11,356.65 $123.45 $11,233.20
With Detail
Totals By Week
Qr ToraL Inc Tota GST Tora Ex
Pos 1 $11,356.65 $123.45 $11,233.20
Week 9 $312.78 $312.78
Lap Swim 1
Lesson 4 $312.78 $312.78
Week 12 $1,040.60 $0.86 $1,039.74
Gaytime 1 $3.00 $0.39 $2.61
Girls Bathers 3
Lesson 13 $1,034.00 $1,034.00
Magnum 1 $3.60 $0.47 $3.13
Week 13 $135.00 $135.00
450ml Coke Product 1
Lesson 3 $135.00 $135.00
Week 14 $180.00 $180.00
Lesson 2 $180.00 $180.00
Week 16 $17.80 $2.34 $15.46
- 2
Nestea 4 $14.00 $1.84 $12.16
Powerade 1 $3.80 $0.50 $3.30
Week 17 $835.15 $30.74 $804.41
10 Session Pass 1 $165.25 $21.55 $143.70
Fruit Box 1 $2.50 $0.33 $2.17
Funky Trunks 2 $40.00 $5.22 $34.78
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 20 $599.50 $599.50
Nestea 1 $3.50 $0.46 $3.04
Pop Top 1 $1.90 $0.25 $1.65
Swim Nappy 1 $18.50 $2.41 $16.09
Week 18 $6,428.80 $67.24 $6,361.56
Printed on Wednesday, 18 February 2015 Page 1
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Totals by Month
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Month
Qrv Torat Inc ToraL GST Torat Ex
Pos 1 $11,356.65 $123.45 $11,233.20
March $1,488.38 $0.86 $1,487.52
April $4,411.45 $58.83 $4,352.62
May $3,050.30 $41.49 $3,008.81
June $339.82 $22.27 $317.55
July $82.00 $82.00
October $1,984.70 $1,984.70
Total Included in Report $11,356.65 $123.45 $11,233.20
With Detail
Totals By Month
Qry Tora Inc ToraL GST ToraL Ex
Pos 1 $11,356.65 $123.45 $11,233.20
March $1,488.38 $0.86 $1,487.52
450ml Coke Product 1
Gaytime 1 $3.00 $0.39 $2.61
Girls Bathers 3
Lap Swim 1
Lesson 20 $1,481.78 $1,481.78
Magnum 1 $3.60 $0.47 $3.13
April $4,411.45 $58.83 $4,352.62
- 2
10 Session Pass 1 $165.25 $21.55 $143.70
Chupa Chups 5 $3.00 $0.39 $2.61
Coffee 1 $4.00 $0.52 $3.48
Fruit Box 1 $2.50 $0.33 $2.17
Funky Trunks 2 $40.00 $5.22 $34.78
Girls Bathers 1
killer python 1 $1.00 $0.13 $0.87
Lap Swim 1 $4.00 $0.52 $3.48
Lesson 64 $3,960.50 $3,960.50
Meteor 1 $18.95 $2.47 $16.48
Missile Goggles 3 $90.00 $11.73 $78.27
Nestea 5 $17.50 $2.30 $15.20
Pop Top 1 $1.90 $0.25 $1.65
Powerade 1 $3.80 $0.50 $3.30
Small Snake 1 $0.10 $0.01 $0.09
Sunday Mail 1 $2.50 $0.33 $2.17
Super Stream 1 $12.95 $1.69 $11.26
Swim Nappy 1 $18.50 $2.41 $16.09
Vorgee Jnr 3 $63.00 $8.22 $54.78
Printed on Wednesday, 18 February 2015 Page 1
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Totals by Year

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

Without Detail

Totals By Year

Qry ToraL Inc TotaL GST ToraL Ex
Pos 1 $11,674.60 $135.52 $11,539.08
2013
2014 $11,356.65 $123.45 $11,233.20
2015 $317.95 $12.07 $305.88
Total Included in Report $11,674.60 $135.52 $11,539.08
With Detail
Totals By Year
Qry ToraL Inc ToraL GST ToraL Ex
Pos 1 $11,674.60 $135.52 $11,539.08
2013
Aqua Senior 1
2014 $11,356.65 $123.45 $11,233.20
- 9
10 Session Pass 1 $165.25 $21.55 $143.70
450ml Coke Product 1
Anthony Apollo - Dolphins - 1:30 PM Wed (Term 3 3 $27.00 $27.00
Anthony Apollo - Dolphins - 9:30 AM Sun (Term 2 2 $18.00 $18.00
Aqua Senior 1
Aurora 2 $30.40 $3.96 $26.44
Barry Robinson - Dolphins - 2:30 PM Wed (Term 3 3 $27.00 $27.00
Billy Jones - Seals - 9:30 AM Sun (Term 2 2014) 2 $18.00 $18.00
Billy Jones - Seals - 9:30 AM Wed (Term 3 2014) 3 $27.00 $27.00
Boys Bathers 1
Brendon Nightingale - Seals - 1:00 PM Wed (Term 2 2 $9.00 $9.00
Bridgette Robinson - Turtles - 9:00 AM Wed (Term 2 2 $13.50 $13.50
Bruce Taylor - Dolphins - 9:00 AM Sun (Term 2 2014) 2 $18.00 $18.00
Caroline Thomson - Seals - 9:30 AM Fri (Term 2 2014) 2 $18.00 $18.00
Caroline Thomson - Seals - 9:30 AM Fri (Term 3 2014) 4 $36.00 $36.00
Celia Brown - Seals - 11:00 AM Wed (Term 3 2014) 3 $27.00 $27.00
Celia Brown - Turtles - 9:00 AM Sun (Term 2 2014) 2 $27.00 $27.00
Chupa Chups 5 $3.00 $0.39 $2.61
Coffee 2 $8.00 $1.04 $6.96
Corey Morrison - Seals - 1:00 PM Sun (Term 2 2014) 2 $18.00 $18.00
Corey Morrison - Seals - 1:00 PM Wed (Term 3 2014) 3 $27.00 $27.00
Craig King - Turtles - 9:00 AM Sun (Term 2 2014) 2 $27.00 $27.00
Craig King - Turtles - 9:30 AM Sun (Term 3 2014) 3 $40.50 $40.50
David King - Dolphins - 2:00 PM Fri (Term 2 2014) 2 $18.00 $18.00
Printed on Wednesday, 18 February 2015 Page 1
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Totals by Location

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

Sales By Location - Ytd 2015

POS 1 61 $3,050.30 $3,008.81 $41.49 100.00%
Total Sales 61 $3,050.30 $3,008.81 $41.49
With Detail
Sales By Location - Ytd 2015 Noger T e T e o o
POS 1 61 $3,050.30 $3,008.81 $41.49 100.00%
Aqua Senior 1
Boys Bathers 1
Coffee 1 $4.00 $3.48 $0.52
Freddo Frog 1 $0.60 $0.52 $0.08
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson 41 $2,732.00 $2,732.00
Missile Goggles 7 $209.00 $181.76 $27.24
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee Jnr 3 $63.00 $54.78 $8.22
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Group

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

sales By Group - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Aqua 1
Bathers 1
Goggles 10 §272.00 $236.54 $35.46 7.86%
Kiosk 1 $4.00 $3.48 $0.52 0.12%
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lesson 41 $2,732.00 $2,732.00 90.80%
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Total Sales 61 §3,050.30 $3,008.81 $41.49
With Detail
sales By Group - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
Aqua 1
Aqua Senior 1
Bathers 1
Boys Bathers 1
Goggles 10 $272.00 $236.54 $35.46 7.86%
Missile Goggles 7 $209.00 $181.76 $27.24
Vorgee Jnr 3 $63.00 $54.78 $8.22
Kiosk 1 $4.00 $3.48 $0.52 0.12%
ggﬁee 1 $4.00 $3.48 $0.52
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson 41 $2,732.00 $2,732.00 90.80%
Lesson 41 $2,732.00 $2,732.00
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Freddo Frog 1 $0.60 $0.52 $0.08
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Type

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

sales By Type - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Bathers 1
Hot Drinks 1 $4.00 $3.48 $0.52 0.12%
Lesson 37 $2,792.00 $2,792.00 92.79%
Not Defined 17 $246.30 $206.37 $39.93 6.86%
Pass 5 $8.00 $6.96 $1.04 0.23%
Total Sales 61 §3,050.30 $3,008.81 $41.49
With Detail
sales By Type - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Bathers 1
Boys Bathers 1
Hot Drinks 1 $4.00 $3.48 $0.52 0.12%
Coffee 1 $4.00 $3.48 $0.52
Lesson 37 $2,792.00 $2,792.00 92.79%
Lesson 37 $2,792.00 $2,792.00
Not Defined 17 $246.30 $206.37 $39.93 6.86%
Freddo Frog 1 $0.60 $0.52 $0.08
Lesson 4 -$60.00 -$60.00
Missile Goggles 7 $209.00 $181.76 $27.24
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee Jnr 3 $63.00 $54.78 $8.22
Pass 5 $8.00 $6.96 $1.04 0.23%
Aqua Senior 1
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Total Sales 61 $3,050.30 $3,008.81 $41.49
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Sales by Category

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

sales By category - May 2014 Number Total Sales Total Sales Total % Total
Sold Inc GST ExGST GST Sales
Aqua 1
Boys 1
Drinks 1 $4.00 $3.48 $0.52 0.12%
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lesson 41 $2,732.00 $2,732.00 90.80%
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Vorgee 10 §272.00 $236.54 $35.46 7.86%
Total Sales 61 §3,050.30 $3,008.81 $41.49
With Detail
Sales By category - Ytd 201 5 Number Total Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
Aqua 1
Aqua Senior 1
Boys 1
Boys Bathers 1
Drinks 1 $4.00 $3.48 $0.52 0.12%
Coffee 1 $4.00 $3.48 $0.52
Lap Swim 4 $8.00 $6.96 $1.04 0.23%
Lap Pass 1
Lap Swim 3 $8.00 $6.96 $1.04
Lesson 41 $2,732.00 $2,732.00 90.80%
Lesson 41 $2,732.00 $2,732.00
Not Defined 3 $34.30 $29.83 $4.47 0.99%
Freddo Frog 1 $0.60 $0.52 $0.08
Strobe 1 $15.20 $13.22 $1.98
Swim Nappy 1 $18.50 $16.09 $2.41
Vorgee 10 $272.00 $236.54 $35.46 7.86%
Missile Goggles 7 $209.00 $181.76 $27.24
Vorgee Jnr 3 $63.00 $54.78 $8.22
Total Sales 61 $3,050.30 $3,008.81 $41.49
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End of Day Procedures

At the end of each business day you should reconcile the takings in your till drawer with
transactions entered in the Splash POS system. End of day procedures begin in the sale

entry screen.
Recording an End of Shift

1. Click the POS $ on the top right corner of the diary to ensure the POS Sale
Entry screen is displayed.

Splash POS

Date 29/08/2014 [IEUIILH]
Time 8:35:21

Invoice # 146954
POS 1
Shift: 2841

With Balance | Zero Balance

Unlock

100 =& 85 Browse

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

0.0.0 End of Shift

Are you sure you want to complete the End of Shift? Please ensure
all machines have exited the POS screens.

OK || Check || Cancel |

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

00 (8] Reconcile End of Shift

Balanced By
I Barbara I

ook |

4. You will be prompted to enter your name.
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.8.0.0

Reconcile End of Shift

Reconcile End of Shift

Overview [ Actual Cash T
ACTUAL Coins
5's 40 $2.00 Total Cash Counted $4,182.30
10% 23 $2.30 EFTPOS Receipts $1,549.10
20 15 $3.00 CraditGaniitecelote $485.45
50's 34 $17.00 Choquas
st's 50 $50.00 AnexRecsior
$2's 34 $68.00 Counted Total Cash / Receipts $6,216.85
Coin Value $142.30
System Total Cash / Receipts $6,217.62
ACTUAL Notes
Variance o
$5's 18 $90.00 NOTES: sor?
$10's 125 $1,250.00 Unknown Variance A
$20's 135 $2,700.00
$50's $0.00
X
$100's $0.00
Notes Value $4,040.00 Done

5. The Reconcile End of Shift dialog will be displayed on your screen. You will
need to enter your takings in the fields provided on this dialog.

6. Enter a breakdown of the cash you have counted from your till drawer. Enter
the eftpos totals that have been printed from your eftpos machine.

7. The figures you enter will be reconciled against the transactions you have
processed. Any discrepancy between your takings and Splash will be
displayed in the Variance field.

800

Reconcile End of Shift

Reconcile End of Shift

Overview [ Actual Cash [ T

Other Payments System Totals in POS / Actual Cash

Accounts Cash g4 .183.07 $4,182.30

Direct Debit $162.00 EFTPOS  §1,549.10 $1,549.10

Internet $51.00 Credit Cards $485.45 $485.45

Journal $120.00 Cheques
Promotion Amex

Redeemed Gift_Vouchers

Total Cash /EFTPOS  g6517.62 $6,216.85
Management
Other

Session Pass Variance $0.77

Total Other P: ts NoTES: :
ol er Faymen
$333.00 Unknown Variance A
Theoretical Cash / EFTPOS $6,217.62
Total Invoices / Sales $6,550.62
v
Done
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8. If there is a variance between the system figures and your counted receipts
enter a reason within the Notes field. You cannot proceed without entering a
Note when a variance occurs

9. Click the Done button to save the information and return to the POS Sale
Entry screen.

10.The cashsheet will be printed when you click the Done button.

Cashsheet for 27/04/2014
Shift : 2841

Closed: 29/08/2014 8:39:13 AM
Balanced by: Barbara

POS Totals Actual Cash on Hand

Cash $4183.07 $4182.30
EFTPOS $1549.10 $1549.10
CreditCards $485.45 $485.45
Cheques
SubTotalB $6217.62 $6216.85
Till Variance -$0.77

Additional Payments
Unknown Variance

Accounts
Internet $51.00
Journal $120.00
Promotion
Redeemed Gift Vouchers
Management
Other

SubTotalA $333.00

Total Invoices / Sales

$6550.62
ACTUAL Coins ACTUAL Notes
5's 40 $2.00 $5's 18 $90.00
10's 23 $2.30 $10's | 125  $1,250.00
20's $3.00 $20's [ 135  $2,700.00
50's $17.00 $50's || $0.00
$1's | 50 $50.00 $100's | | $0.00
$2's 34 $68.00
$142.30 $4,040.00
Total Cash Counted $4,182.30
Total Cheques
Total $4,182.30
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Understanding Cashsheets

Each cashsheet contains a breakdown of transactions and takings for a specified shift. A shift
can be any duration — you may have a single shift each day or multiple shifts within each day.

Each cashsheet compares the actual transactions with your counted takings for the day.

Splash POS

** Point of Sale - Cashsheet
Splash

18 February 2015

[P
Filter By Location: o
Last Balanced at | 20/8/14 8:36:20 AM
Sat, 21 Sep 2013 [af Shift 2841 Date | 27/414 Location | pOs 1 Balanced By | Barbara
Sun, 20 Apr 2014 Overview | Actual Cash ‘Transactions
Mon, 21 Apr 2014
Sat, 26 Apr 2014 Other Payments System Totals in POS / Actual Cash
Sun, 27 Apr 2014 Accounts Cash  g418307  $418230
Direct Debit $162.00 EFTPOS g1,549.10 $1,549.10
Internet $51.00 Credit Cards $485.45 $485.45
Journal $12000 Cheques
Promotion Amex
Redeemed Gift_Vouchers
Total Cash/EFTPOS | $6,217.62 $6.216.85
Management
Other
Session Pass Variance
TS $0.77
Total Other Payments $333.00
Unknown Variance N
Theoretical Cash/ EFTPOS  5217.62
Total Invoices /Sales g5 550,62
v

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.

©00 Splash POS
: ¥ ** Point of Sale - Cashsheet 18 February 2015
Splash
Filter By Location: b b
Last Balanced at  29/8/14 8:36:20 AM
Sat, 21 Sep 2013 [4] shift 2841 Date  27/4/14 Location  pos 1 Balanced By  Barbara
Sun, 20 Apr 2014 Overview Actual Cash Transactions
Mon, 21 Apr 2014
Sat, 26 Apr 2014 ACTUAL Coins ACTUAL Notes
Sun, 27 Apr 2014 5's 40 $2.00 $5's 18 $90.00
10's 23 $2.30 $10's 125 $1,250.00
20's 15 $3.00 $20's 135 $2,700.00
50's 34 $17.00 $50's $0.00
$1's 50 $50.00 $100's $0.00
$2's 34 $68.00
Coin Value $142.30 Notes Value $4,040.00
Total Cash Counted g4, 182,30

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.

8060 Splash POS
** Point of Sale - Cashsheet 18 February 2015
Splash
Filtor By Location: . . —
[ LastBalanced at | 20/8/14 8:36:20 AM
Sat, 21 Sep 2013 = Shift | 2841 Date  27/4/14 Location  pOS 1 Balanced By  Barbara
Sun, 20 Apr 2014 Ovenview Actual Cash Transactions
Mon, 21 Apr 2014
Sat, 26 Apr 2014 Date Time SalelD  FamiyiD  Famiy Invoice Total Payment Type
Sun, 27 Apr 2014 27/04114 536 PM 146827 16 KING (Nathan King) $108.00 Nathan King =
2704114 536PM 146828 $0.00 Cash Sale
2804114 1146 AM 146829 14 ZIMMERMAN (Andy zimmerman) $108.00  Andy zimmerman
2804114 1147 AM 146830 $0.00 Cash Sale
2804114 11:49AM 146831 23 MCARTHUR (Andrew McArthur) $162.00  Andrew McArthur [
2804114 11:50AM 146832 $S0.00 Cash Sale
2804114 1243PM 146833 2 SMITH (Barbara Smith) $102.00  Barbara Smith
2804114 1243PM 146834 $0.00 Cash Sale
2804114 1248PM 146835 $21.00 Cash Sale P
2804114 1248PM 146836 $21.00 Cash Sale
2804114 1249PM 146837 2 SMITH (Barbara Smith) $27.00  Barbara Smith
2804114 1251PM 146838 $0.00 Cash Sale
2804114 257PM 146839 2 SMITH (Barbara Smith) $100.00  Barbara Smith
2804114 258PM 146840 $0.00 Cash Sale
2804114 301PM 146841 15 THOMSON (Anthony Thomsor) $180.00  Anthony
2804114 302PM 146842 $0.00 Cash Sale
2804114 331PM 146843 $0.00 Cash Sale
2804114 409PM 146844 $0.00 Cash Sale
2804114 409PM 146845 Cash Sale
2804114 409PM 146846 Cash Sale
2004114 1246PM 146847 2 WILLIAMS (Malcolm Wiliams) $108.00  Malcolm Williams
2004114 1247PM 146848 $0.00 Cash Sale
2004114 1247PM 146849 4 SOLOMAN (Matthew Soloman) $108.00  Matthew
2004114 1248PM 146850 $0.00 Cash Sale =

The final tabcard in the cashsheet displays a list of all transactions entered during the shift.
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Displaying a List of Cashsheets

Each record in your Cashsheet module can be displayed in either a form view or as part of a
list. List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

‘@006 Splash POS

“&v * Point of Sale

Splash

Setup Display
Customise the POS interface

Suppliers

Maintain a record of all suppliers of products sold

Inventory
" Define each product offered for sale and assign button LIMITED

Price Settings
" Define custom price settings based on weekday and time Point of Sale - Helpdesk Support
Orders ) . ;
st omchares s brmaties kol b ol Should you have questions or comments please contact the author of this database.
For service or helpdesk enquiries please contact:

Discounts Computerize Limited
Define discount buttons for application within POS rbara@computerize.co.nz

Telephone: 464 - 6 3724713
[=] Sales Entry Mobile: +64 - 27 222 2082
Enter a new sale Fax: +64-6 3724714

SKYPE: computerize

Sales List

Display a lst of historic sales

Sales Reports
TP Summary Reports

Cashsheets
~  Display summary gffevenue for a specified shift

3. The Point of Sale — Cashsheet Screen will be displayed.

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

Splash POS
# - Point of Sale - Cashsheet 14 February 2015
List View. Find ashsheet  Show All Cashshests A A
Last Balanced at  29/8/14 8:36:20 AM
‘ Sat, 21 Sep 2013 ;‘ Shift 2841 Date  27/4/14 Location  pos 1 Balanced By Barbara

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

8 00 Splash POS
'A’ﬁh ** Point of Sale - Cashsheets 14 February 2015
Splash
Sort By Date v Detail View Find Cashsheet ~ Show All Cashsheets
‘ Date Shift Location ‘Shift Total Other Pmts Cash Eftpos. Credit Card Amex Cheque _POS Cash/Eftpos Actual Cash/Eftpos Variance
Q 20/04/14 2838 POS 1 = $1689.70 $879.50 $730.00 $80.20 $1689.70 $1615.05 -$74.65
Q 21/04/14 2839 POS 1 = $378.40 $464.40 -$86.00 $378.40 $9.05 -$369.35
Q 26/04/14 2840 POS 1 = $511.15 $487.50 $23.65 $511.15 $0.00 -$511.15
Q 27/04/14 2841 POS 1 = $6550.62 $333.00 $4183.07 $1549.10 $485.45 $6217.62 $6216.85 -$0.77

NB: Display the detail of a selected cashsheet by clicking the goggles displayed
to the left of the date.

Finding a Cashsheet

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

©®00 Splash POS

"“‘y:“ ¥ Point of Sale - Cashsheet 14 February 2015

Splash
List Vi Find Cashsheet  Sh w All Cashsheets SIS
Filter By Location:
T Last Balanced at | 20/8/14 8:36:20 AM

/W‘ Shift | 2841 Date 2714114 Location  pos 1 Balanced By  Barbara
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.

8006 Splash POS

p ** Point of Sale - Cashsheet 14 February 2015
Splash
List View Find Cashsheet  Show All Cashsheets T
Filter By Location:

Al ] Last Balanced at | 20/8/14 8:36:20 AM

Sat, 21 Sep 2013 1A Shift | 2841 Date 2714114 Location  pOS 1 Balanced By  Barbara

Sun, 20 Apr 2014 Overview [ Actual Cash -

Mon, 21 Apr 2014

Sat, 26 Apr 2014 Date Time SalelD  FamiyD _Famiy Invoice Total _Payment Type

Sun, 27 Apr 2014 10514 1143AM 146880 33 TAYLOR (Martha Taylor) $108.00 Martha Taylor 4]
10514 11:15AM 146881 $0.00 Cash Sale
1014 1115AM 146882 23 MCARTHUR (Andrew McArthur) $S0.00  Andrew McArthur
10514 1125AM 146883 73 JONES (David Jones) $6.50  David Jones
10514 1126AM 146884 $0.00 CashSale
10514 1127AM 146885 50.00 CashSale
10514 1128AM 146886 $0.00 Cash Sale
10514 1240PM 146887 51 APOLLO (Martha Apolio) $0.00 Martha Apollo
10514 503PM 146888 32 SINCLAIR (Linley Sinclair) $243.00  Linley Sinclair
10514 503PM 146889 S0.00 Cash Sale
10514 630PM 146890 14 ZIMMERMAN (Andy zimmerman) $54.00  Andy zimmerman
1014 639PM 146891 27 BUCHANAN (Debbie Buchanan) $36.00 Debbie
105/14  G40PM 146892 Cash Sale =
10514 642PM 146893 Cash Sale
10514 642PM 146894 Cash Sale
10514 642PM 146895 Cash Sale
10514 643PM 146896 Cash Sale
20514 1208PM 146897 15 THOMSON (Anthony Thomson) $189.00 Anthony
20514 1210PM 146898 $50.00 Cash Sale
20514 1230PM 146899 2 SMITH (Barbara Smith) $97.50  Barbara Smith
20514 1231PM 146900 $0.00 Cash Sale
20514 258PM 146901 $4.00 Cash Sale
20514 300PM 146902 $0.00 Cash Sale
20514 412PM 146803 2 50.00

i~ 20514 412PM 146904 9 SMITH (Daniel Smith) $108.00 _Daniel v

100 =/ 5 Browse

4. This screen displays a single line for each transaction, it does not display the
method of payment or the content of each transaction.

Deleting a Cashsheet Record

Cashsheet records cannot be deleted.
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Printing a Cashsheet

Although the cashsheet is always printed at the time the End of Shift is performed there are
times when you may need to reprint a historic report. This report displays the system total
and actual receipts for a selected date.

1. Use the Finding a Cashsheet function to locate the cashsheet you wish to

800 Splash POS
** Point of Sale - Cashsheet 14 February 2015
Splash
List View Find Cashsheet ~ Show All Cashsheets cd o p>
Filter By Location:
= LastBalanced at  20/8/14 8:36:20 AM
Sat, 21 Sep 2013 [a] shift 2841 Date 274114 Location  pos 1 Balanced By Barbara
Sun, 20 Apr 2014 Overview | Actual Cash Transact tions
Mon, 21 Apr 2014
Sat, 26 Apr 2014 Other Payments System Totals In POS / Actual Cash
Get Figures |
Sun, 27 Apr 2014 unts Cash 418307 $418230
L $162.00 = Print | EFTPOS  §1549.10 | $1,549.10
5100 Credit Cards $485.45 $485.45
Journal $120.00 Cheques
Promotion Amex
Redeemed Gift Vouchers -
Total Cash /EFTPOS  §6217.62  $6,216.85
Management e L e
Other
Session Pass W
NOTES: sor
Total Other Payments $333.00
Unknown Variance
Theoretical Cash/ EFTPOS g6217.62
Total Invoices /Sales | g5 550,62

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

Cashsheet for 27/04/2014
Shift : 2841

Closed: 29/08/2014 8:39:13 AM
Balanced by: Barbara

POS Totals Actual Cash on Hand

Cash $4183.07 $4182.30
ZFTPOS $1549.10 $1549.10
CreditCards $485.45 $485.45
Cheques
SubTotalB $6217.62 $6216.85
Till Variance -$0.77

Additional Payments
Unknown Variance

Accounts
Internet $51.00
Journal $120.00

Promotion

Redeemed Gift Vouchers
Management
Other

SubTotalA $333.00

Total Invoices / Sales

$6550.62
ACTUAL Coins ACTUAL Notes
5's $2.00 $5's 18 $90.00
10's $2.30 $10's | 125  $1,250.00

—
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RGB Colour Palette

255, 255, 255 |255,255,204 255,255,153 255,255,102 |255,255,51 |255,255,0
255,204,255 255,204,204 255,204,153 255,204,102 | 255,204,51 |255,204,0

W 255,51,204 255,51,153 255,51,102 255,51,51 m

204,255,255 204,255,204 204,255,153 |204,255,102 |204,255,51 |204,255,0

204,204,255

m 204,0,204 W 204,0,102 204,0,51 204,0,0

204,204,204 204,204,153 204,204,102 204,204,51 204,204,0

153,255,255

153,255,204

153,255,153

153,204,255

153,204,204

153,255,102

153,255,51

153,255,0

153,0,255 153,0,204 153,0,153 153,0,102 153,0,51 153,0,0
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102,255,255

102,255,204

102,255,153

102,255,102  102,255,51 102,255,0

e e e [ e [
e e [ [ [ [
e i G G

51,255,255

51,255,204

51,255,153

51,102,255 | 51,102,204 mm 51,102,51 | 51,102,0

51,51,255 51,51,204 51,51,153 51,51,102 51,51,51 51,51,0

0,51,255 0,51,204 0,51,153 0,51,102 0,51,51 0,51,0
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