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Defining Student Details

Personal information about each student is maintained in this module. It includes a history of
all bookings and details the student progress towards class goals. This module can be used
to generate birthday lists and correspondence. Custom fields in this module enable you to
store additional information outside the system defaults.

The Student Record

Each student record contains generic information about the student and their family. On the
right of the screen you will see five tab cards; Bookings, Achievements, Waiting List,
Correspondence, and Custom Fields.

8 00 Splash
s v Students 10 June 2014 .
Splash
Filter By Student Name: Show All T S T
Saus | Acive v
SortBy [ First Name j Student 2 Bookings | Waiting List C | Custom Fields
[momsmn  srm [4] Student D 17 Allow Photo [+ ﬂ
Jacob Smif 3 7m |2
Jason Smith 14_5m Name  Nicholas Smith W Total Enrolments (5)
Jennifer Smith 4_1m Date of Birth  6/11/2006 Age 7 @ Q 1:00 PM 700115 Wed Seals BS 1 2015 [al
Jossica Sindalr 1o-am Gender M v fed 1:00 PM 7/0115  Wed Seals BS 1 2015
john Smith 6_11m ; -
Luems St 2 om Mecicall] Gisases [ ‘@ & 100PM  15/1014  Wed Seals 8BS 4 2014
Nathan Soloman 1.4m G K V
Nicholas Smith 7_m g & 1:00 PM 9/07/14  Wed Seals BT 3 2014
Paula Schwass 8.2m Q &  @30AM 1002114  Mon Turtles BS 1 2014
Phillip Smith 2.6m
Sally Anderson 11_0m
sam jones 1.2m
Sam Smith 7_7m
SWW s o Primary Contact | Other Contact_|_E Contact_|_Sibl
— e rimary Conta r Con mergency Conta iblings
Sarah Nightingale 11_9m
Sarah Williams 9_5m Q' Lucas Smith 2_0m 4
simon Jessop 7_9m QA sam Smith 7_7m
simon thomas 4.5m QX Jacod Smith 8. 7m
Stephanie Hughson 11_10m
stuart pearson 4_1m
Stuart Sinclair 7_om M
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To | Guardian | ¥
william Smith 4.4m Automatically Rollover Bookings Yes ‘ v
Proforred Client | Yes | v
Credits Owing
Discount Rate Type | Amount |v
Payment by Direct Debit 4
] First Booking 101214 Last Booking 7115
100=d | Browse

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

card.
Primary Contact | Other Contact | Contact | Siblings
Name  Barbara I smith Q
First Name Last Name

Relationship  Mother

Address g Erlestoke Crescent,
Churton Park,
Wellington 4001

Email barbaras@xira.co.nz

Telephone
Home 04 478 4616

Work
@ Mobile 0272222082

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
left of the Mobile telephone number.
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Student Bookings — The Bookings tab card within the student file displays a list of all
bookings made for the selected student. Each booking line displays the payment status, day,
time, class name, and block. Catchups and exits are also displayed in the list, however they
are colour coded to represent future catchups, current catchups, past catchups or exited

bookings.

Navigate quickly to a selected booking by clicking the magnifier to the left of the required

booking.

800 Splash
" Students 10 June 2014 &
Splash N
Filter By Student Name: Show All
staus| Acive v
Sort By [ First Name v \ Student - Bookings [ C Custom Fields
StudentlD 17 Allow Photo ‘ v
Jacob Smith 8_7m |A|
Jason Smith 14_5m Name  Nicholas Smith < Total Enrolments (5)
Jennifer Smith 4_1m Date of Birth  §/11/2006 Age 7 @ Q@ 1:00 PM 70115 Wed Seals BS 1 2015 [al
Jessica Sinclair 10.3m e = - Q 1:00 PM 70115 Wed Seals BS 1 2015
John Smith e-tm & 100PM 151014  Wed Seals BS 4 2014
Lucas Smith 2.0m Medical  Glasses K2 Q
Nathan Soloman 1.4m . I ¥
Nicholas Smith 7_m @ Saals AT 3 2014
Paula Schwass 8.2m Q " @30AM 1002114  Mon Turtles BS 1 2014
Phillip Smith 2.6m
Sally Anderson 11_0m
sam jones 12m
Sam Smith 7_Tm
Sam Wilams om Primary Contact | Other Contact | E: Contact | _Sibii
Sandra Patterson 2_11m Timary Sone reon rrergency Sonte oings
Sarah Nightingale 11_9m
Sarah Williams 9.5m Q Lucas Smith 2.0m 4
simon Jessop 7.9m ‘X sam Smith 7_7m
simon thomas 4.5m Q Jacod Smith 8 7m
Stephanie Hughson 11_10m =
stuart pearson 4_1m
Stuart Sinclair 7_om M
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To | Guardian | ¥
william Smith 4.4m Automatically Rollover Bookings Yes ‘ v
Proferred Client | Yes | v
Credits Owing
Discount Rate Type | Amount |v
Payment by Direct Debit |v
v
[v] First Booking 10/2114  Last Booking 7115
100=d | Browse

Student Achievements — Displayed in the second tab card, Achievements displays a history
of the goals associated will all classes the student has been scheduled to attend. Within the
achievements list you can monitor the students’ progress towards each of the assigned goals.

8 00 Splash
. 10 June 2014 &
Splash -
21T customReports |
Filter By Student Name: Show All
L ] Stus | Actve |
SortBy | First Name j Student = Bookings | C [ Custom Fields.
e o T2 Student D | 17 Allow Photo v
Jacob Smith 8. 7m |4
Jason Smith 14_5m Name  Nicholas Smith o
Jennifer Smith 4 1m Date of Birth | 6/11/2008 A 7 Z i! Bubble and breathe 10 metres [a]
Jessica Sinclair 10_3m s - >
. N ender v
john Smith 6_11m Kick on Back 10 metres.
Lucas Smith 2.0m Medical = Glasses |v
Nathan Soloman 1-4m Comments Breaststroke Kick 5 metres.
Nicholas Smith 7_m
Paula Schwass 8 2m
Phillip Smith 26m Butterfly Arms 5 metres
Sally Anderson 11_0m
sam jones 1_2m
Sam Smith 7_7m
Sam Wilams om Primary Contact Other Contact | E: Contact | _Sibli
Sandra Patterson 2 11m rimary Cont er Con mergency Cont iblings
Sarah Nightingale 11_9m
Sarah Williams 9_5m ‘X Lucas Smith 2_0m ||
simon Jessop 7_9m ‘R sam Smith 7_7m
simon thomas 4.5m Q  Jacob Smith arm
Stephanie Hughson 11_10m =
stuart pearson 4_1m .
Stuart Sinclair 7_0m L
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To  Guardian | ¥
william Smith 4.4m Automatically Rollover Bookings Yes ‘ v
Preferred Client  Yes ‘ v
Credits Owing
Discount Rate Type  Amount |v
Payment by Direct Debit |v
v []
100 =& Browse
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Student Waiting List — Displayed in the third tab card, the Waiting List displays a record of
any waitlisted session the student has been placed on. Remove the student from a waiting
list by clicking the red cross on the right of the row you wish to remove.

600 Splash
A ** Students 28 September 2014 p .
Splash °
Filter By Student Name:
Everyone ] Status  Inactive v
SortBy | First Name v||  student Bookings | [ watinglist | G | Custom Fields
. ; = StudentlD 17 Allow Photo v q
jonathan thomas _8m (4]
JOSEPH zimmerman 14.7m Name  Nicholas Smith 4 Session Block  Year
Katrina O'Donnell 13 11m Date of Birth  6/11/2006 Age 7 w Q Jo-aom sat  Seals BS 3 2014 g4
Lucas Smith 2.6m ~ =
Mary Brown 4.8m Gender | Mole sl S
Melanie McArthur 8_om Medical Glasses 2 e
Nathan S n 1_7m P Q QS-JOAM Sun  Dolphins BS 3 2014 3§
Nicholas Larsen 3_3m §
Nicholas Smith Primary Contact Other Contact | Emergency Contact | _Siblings E
paul brown 3_10m
Paul Fairbrother 5
e 5_4m Q  sam Smith 7_10m 4]
Paula Schwass 8.5m 2
Paulette Apiin 4.0m Jacob Smith 810m
Peter Aplin 2.5m
Peter Apolio 3_7m
peter jessop 4_7m [v]
Peter Williamson 0_8m
Phillip Smith 2 9m |0
- Address Correspondence To  Guardian v
Robert Harper 7_3m
Robert Thomson 9 8m Automatically Rollover Bookings Yes ‘ v
Sally Anderson 11_4m Preferred Client  Yes ‘v
e 1.5m Credits Owing
Sam Smith 7_10m
Sam Williams 4.3m DiscountRate | 1] Type  Amount |v
Sandra Patterson 3_3m Payment by Direct Debit \ y
Sarah Nightingale 12_0m
Sarah Rim 8 2m
arah Wiliams 9_9m [~
8_0m
simon thomas 48m ||
100 =g 1 Browse

Student Correspondence — The fourth tab card on the student file; Correspondence displays
a list of all communication with the student or the student’s family in direct relation to the
selected student. Correspondence may be email, SMS, letter or a file note. Click the Create
Correspondence button to create a new correspondence item.

8 006 Splash
: ** Students 10 June 2014 P
Splash -
Filter By Student Name: Show Al
L ] Saws  Acive |+
SortBy | First Name v|| Student = Bookings | i Waiting List c [ Custom Fields
M e 2. W StudentD | 17 Allow Photo v
Jacob Smith 87m |4 Create Correspondence  eff
Jason Smith 14.5m Name | Nicholas Smith ) Type Recipient
b -
Jennifer Smith 4_1m Date of Birth | 6/11/2006 Age | 7 @ “Q 27/04/14  Reminder Barbara Smith 08 [l
Jessica Sindar 1o-sm Gender | M v Swim School Account Reminder Notice
john Smith 6_11m "
; ; -
Lucas Smith 2.0m Medical = Glasses [+ Q 90314 Booking Barbara Smith 08
Nathan Soloman 1_4m G Swim School Holiday Confirmation Letter
o i A Q 90314 Booking Barbara Smith °3
Paula Schwass 8.2m -
Phillp Smith 2.6m Swim School Multiple Booking Confirmation
Sally Anderson 11_0m ‘Q 200511 Reminder Barbara Smith Yy
sam jones 1-2m Account Reminder Notice
Sam Smith 7_7m
Sam Williams 4 om T 20/08/11 Reminder Barbara Smith o3
- Primary Contact__|_Other Contact | E: Contact | _Sibli .
Sandra Patterson 2.11m fimary Con or Con mergency Son oinge Account Reminder Notice
Sarah Nightingale 11_9m pr— p— fe—— =
mail icholas Smit
Sarah Williams 9_5m ‘R Lucas Smith 2_0m || <
simon Jessop 7_9m ‘@ Sam Smith 7.7m Happy Birthday
simon thomas 4.5m QX Jacod Smith a7m
Stephanie Hughson 11_10m =
stuart pearson 4_1m 1—]
Stuart Sinclair 7_0m A4
Susan Aplin 3.0m
Tania Schwass 7_4m Address Correspondence To  Guardian | v
william Smith 4-4m Automatically Rollover Bookings Yes ‘ v
Proforred Client | Yes | v
Credits Owing
Discount Rate Type  Amount |v
Payment by Direct Debit ‘ v
| [v]
v
100=d | Browse
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Student Custom Fields — The Custom Fields tab card within the student file displays seven
additional fields for storing information about the student. Five text fields and two date fields
have been created for custom use. Define the labels for your custom fields in the

Preferences area of Splash.

800

Splash
: " Students 10 June 2014 P
Splash -
Filter By Student Name: Show All
Saws | Actve v
SortBy | First Name j Student - Bookings [ Waiting List C [ Custom Fields
o — Student D | 17 Allow Photo v
Benjamin Nightingale 8.1m |4]
Brendon Nightingale 12_3m Name  Nicholas Smith A
Nicholas Larsen 2 11m Date of Birtn | 6/11/2006 Age | 7 w
Nicholas Smith 7_m -
v
Sara Nightingale 11.8m Gender M Custom Field 1
Medical | Glasses |v Custom Field 2
Comments Custom Field 3
Custom Field 4
Custom Field 5
Custom Date 1 =
Custom Date 2 =
Primary Contact Other Contact | Emergency Contact | _Siblings
Q  Lucas Smith 2_0m ||
‘X sam Smith 7_7m
‘& Jacob Smith 8.7m
[v]
Address Correspondence To ~ Guardian ‘ v
Automatically Rollover Bookings Yes ‘ v
Preferred Client  Yes ‘ v
Credits Owing
Discount Rate Type  Amount | v
Payment by Direct Debit |v
v
100=dp . Browse
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Listing Student Records

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

8 0 0
N .. Find Student Named
. " Students Everyone 10 June 2014 é
Splash <
— . §
Sort By First Name Detail View /Add Student Find Student Show All Students Custom Reports
ID Last Name First Name Age Address Contact Discount Telephone Last Booking (Date / Class) |
Q 13 Smith Jacob 8. 7m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 Amount 0272222082 6/5/2014 Seals O
Q 15 Smith Sam 7_mm 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1.5 Amount 0272222082 712015 Dolphins
Q 17 Smith Nicholas 7_mm BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 Amount 0272222082 7112015 Seals
Q 19 Smith Jason 14_5m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 9/7/2014 Turtles O
Q 21 Brown Bobby 6_3m 345 Nowhere St, Brooklyn, Wellington 4009 Sam Brown 10% Percent 04 564 3212
Q 23 Anderson Jamie 4_10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845
|-
Q E Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 ()
Q 27  zimmerman Zac 6_5m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10% Percent 09 765 1445 10/2/2014 Dolphins X
(0 29 zimmerman Amanda 10_4m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10% Percent 09 765 1445 |
Q 31 Anderson Sally 11_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 11/1/2015 Turtles X
Q 33 Thomson Caroline 10_10m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 027 2222082 9/1/2015 Seals
Q 59  Larsen Nicholas 2_11m 135 Cornwall St, Bellvue, Wellington 4005 John Larsen ‘ 10% Percent | 04 479 5648 | 4/5/2016 Sharks ()
Displaying all (Total of 97). Find Marked Unmark Found e

100 = &

Browse

NB: Click magnifier to the left of the Student ID to display the data entry screen.

Displaying a List of Students (from Student Details)

8060

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

Splash

| Filter Bv Student Name:

** Students

Add Student Find Student Show All Students Delete Student
Show All

2. The Student List View screen will be displayed.

Displaying a List of Student (from outside Student screen)

10 June 2014

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student List icon

’ Students

3. The Student List View screen will be displayed

User Documentation — Splash V6.0
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Adding a New Student to an Existing Family

A new student record must be created whenever a new student joins the swim school. A
student cannot be booked in to a session unless they have been registered in Splash. New
students may be added through the Students module or via the Family file.

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

2. Select the Student icon

@mdens ®

3. The Student data entry screen will be displayed

4. Click once on the Add Student button displayed in the blue stripe at the top

of your screen.

8 006

Splash

¥ Students

[ List ‘Add Student E)/d Student ‘Show All Students: Delete Student
Show All

Splash

| Filter By Student Name:

5. The Add New Student dialog will be displayed.

® OO Add New Student

Name  Fletcher
First Name

Personal Details

Date of Birth ~ 5/12/2003

Gender [|Female [X]Male

B Enter New Student Details

/ Rim

Last Name

Age 10

Medical

Comments

Discount Rate

) “ Family Details

Family Name
Contact

Address

Telephone

Email

# cancel

Type

Rollover Bookings

Preferred Client

Yes v

10 June 2014

Custom Reports

6. Enter the Students’ First Name and Surname along with any other personal

details you may have.

7. Click the Family icon to select the family the student should be linked to.

8. The Select a Family dialog will be displayed on your scree. The student
surname will automatically be copied to the filter field and all existing families
with a matching surname will be displayed.

User Documentation — Splash V6.0
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T
8 00 Select a Family
-
v 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:  Rim
Rim Gladys 027 543 2287 322 New Horizon Bivd, Johnsonville, Wellington Fletcher, George |4
2

9. If the family you require is displayed, simply click the line containing the
required family name.

If the required family is not displayed, Cancel this entry and go to the family
file to create the family file first.

10.You will be returned to the Add New Student dialog, complete the remaining
student details and click Done.

11.The information will be saved and you will be returned to the Student data
entry screen.

600 Splash

* Students 28 September 2014

Y,
S
Splash ”»
| UstView ~ AddStudent FindSwdent  ShowAllSwdents  DeleteStudet | CustomReports
Filtor By Student Name:
Everyone Status  Inactive |»
Sort By Student Bookings | i [ waitngList | | Custom Fields
StwdentID 2143  AlowPhoto No | ¥

Amanda Brown 12_3m |a]
Amanda zimmerman 10_8m Name  Fletcher Rim Total Enrolments ()
Amelia Anderson 8_9m Date of Birth  5/12/2003 Age 10 [l
Amelia Harper 9 om
Andy O'Donnell 14_3m Gendor | halo
Ann Patterson 9_9m Medical ‘ v
Anthony Apollo 6.7m e —
Barry Robinson 12_3m
Benjamin Nightingale 8_4m Primary Contact Other Contact | Emergency Contact | _Siblings
Benjamin Williams 5_1im [l
Billy Jones 2_4m Q  George Rim 6.7m [a]
Bobby Brown 6_6m
Bobby Thomson 7_5m Q_sarahRim 8.2m
brenda thomas 4.2m
Brendon Nightingale 12.7m
Bridgette Robinson 14_0m [v]
Bruce Taylor 11_5m
Cameron McDougal 3 8m

- Address Correspondence To | Guardian | v
Caroline Thomson 11_1m
Celia Brown 13_5m Automatically Rollover Bookings Yes |v
Corey Morrison 12_6m Preferred Client ‘ v
Craig King 6_2m Crotis Owing
David Jones 13_3m
David King 12_3m Discount Rate l:] Type v
debra Patterson 5_tm Payment by Direct Debit  No | ¥
denise taylor 13m
Fletcher Rim vl
Frederick Buchanan 11_6m
Gareth Buchanan 10_6m
Gaylene Patterson 13_11m | v | First Booking Last Booking

100 = & £ Browse
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Finding a Student
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student Find icon

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

8 06 Splash

\ Search for a Student

&%

Student D @ Status v

Name [ |

Address o Cencey

Allow Photo v
Email Student Birthday

Guardian Name Month @ %

Q
Family Alert Date of Birth | @
Q

Q
Q

Telephone | Q Day of Month
Q
o Age

Medical

Automatically Rollover Booking Bookings Custom Fields

DiscountRate Q. Discount Type

Credits Owing

p o o0

Payment by Direct Debit

Comments  Q
First Booking Date

Latest Booking Date

Total Family Bookings

o p oL

Highest Booking Level

‘0\ Find Now ‘

‘ # cancel ‘{—New Request | |==Omit Records ‘ Constrain Set ‘ | Extend Set

100 = g 5 Find

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

5. Click the Find Now button.

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

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

Updating Student Details

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

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

User Documentation — Splash V6.0 Page 8



Inserting a Photograph

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

update.

When the correct student screen is displayed click once in the Photo field. =

e 00 Splash
G ; Lucas Smith |
- Students 1 June 2014 é
Splash
Filter By Student Name: Show All
SortBy | First Name M Student [ I Custom Fields
StudentID 162 Allow Photo v
Jacob Smith 8_7m |4 <
Jason Smith 14_5m Name | Lucas Smith Total Enrolments (19)
Jennifer Smith 4_1m Date of Birth  1/6/2012 Age 2 BT 1 2015 1A
john Smith 6_11m BT 1 2015
Lucas Smith 2.0m Ceeg M p " ot
Nicholas Smith 7_m Medical v
Phillip Smith 2.6m o BT 4 2014
Sam Smith 7_7m ( BT 4 2014
william Smith 4_4m BS 4 2014
BT 4 2014
BT 3 2014
BS 3 2014
Primary Contact Other Contact | Emergency Contact | Siblings <z O 9:30 AM 13/07/14  Sun Dolphins BS 3 2014
Q¢ 200PM 405114 Sun Dolphins BT 2 2014
[ Q@ ¢ 930AM 10/02/14  Mon Dolphins ~ BS. 1 2014
Q@ & 100PM 10002114  Mon Sharks BT 1 2014
ke %’ 1:00 PM 4/02/14 Tue Seals BT 1 2014
| | Q@ & 200PM 6/05/13  Mon Dolphins BT 2 2013
x Q@ &  200PM 1100213 Mon Dolphins BT 1 2013
Ee 3 9 2:00 PM 7/05/12 Mon Dolphins BT 2 2012
Address Correspondence To ~ Guardian ‘v
‘@ & 200PM 1300212 Mon Dolphins BT 1 2012
Automatically Rollover Bookings Yes ‘ v
Q@ ¢ 200PM 20541 Mon Dolphins BT 2 2011
Preferred Client ‘ v
Q@ & 200PM 702111 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate Type  Percent |v
Payment by Direct Debit A4
[v]
[v] First Booking 7/2/11 | Last Booking 11115
100 =g 5 Browse
3. Click once inside the large photo field.
4. Select Picture from the Insert menu.
00 6 Insert Picture
(«[> (=Bl m m (=) Esplash6PosFmMiz 3| (Q )
FAVORITES Name
L& dimiy nnu.pny
(=] Dropbox
Import.log
£ All My Files =
[ Desktop « SMSglobal Email-2-SMS.pdf

[ Archive 2.zip

[ nick mths stats

ﬁj barbarasmith

zj\q Applications

Iﬁ Documents
DEVICES

(©) Remote Disc

Splash Data.zip
Splash REports
Splash User document V6.docx
(11 Splash V6 Live
Splash V6 Live.zip
(] Splash V6 Trial 30 June
Splash V6 Trial 30 June.zip
Splash V6 User Guide notes.docx
Splash V6 User Guide notesdelete.docx
Student Data.xIsx

Show: [ All Available

“

|| Store only a reference to the file

Cancel |

5. Locate and select the student photograph.

6. Click Insert to place the photograph on the student file.
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Splash

Lucas Smith
Students 1 June 2014 P
Splash -
Filter By Student Name: Show All
smith Status  Inactive ‘ v
SortBy | First Name M Student C [ Custom Fields
StudentID 162 Allow Photo 2
Jacob Smith 8.7m ||
Jason Smith 14_5m Name  Lucas Smith Total Enrolments (19)
Jennifer Smith 4.1m Date of Birth  1/6/2012 Age 2 BT 1 2015 &l
john Smith 6_11m BT 1 2015
Lucas Smith 2.0m Ceday M p " o
Nicholas Smith 7_m Medical v
Phillip Smith 2.6m e BT 4 2014
Sam Smith 7_7m BT 4 2014
‘william Smith 4_4m BS 2 2014
BT 4 2014
BT 3 2014
BS 3 2014
Primary Contact | Other Contact | Emergency Contact | _Siblings q O e30Am 13/07/14  Sun Dolphins  BS 3 2014
k3 W 2:00 PM 4/05/14 Sun Dolphins BT 2 2014
A ‘@ ¢  930AM 100214  Mon Dolphins  BS 1 2014
¢ &  100PM 100214  Mon Sharks BT 1 2014
e Qﬁ 1:00 PM 4/02/14 Tue Seals BT 1 2014
¥ 200PM 600513 Mon Dolphins BT 2 2013
Y K3 W 2:00 PM 11/02/113 Mon Dolphins BT 1 2013
@ & 200PM 700512 Mon Dolphins BT 2 2012
Address Correspondence To | Guardian ‘ v -
¢ &  200PM 130212  Mon Dolphins BT 1 2012
Automatically Rollover Bookings Yes ‘ v —
‘@ & 200PM 2/05/11  Mon Dolphins BT 2 2011
Preferred Client ‘ v -
¥ 200PM 702141 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate Type | Percent |v
Payment by Direct Debit [
[v]
] First Booking 702111 | Last Booking 11115
100 =& B Browse

Removing a Student Photograph

1.

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

When the correct student screen is displayed click once in the Photo field.

Click once inside the large photo field.

Press the Delete key on your keyboard.
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Sending a SMS Message

SMS messages can be sent to individual recipients or all recipients in the found set. This
command outlines the process for sending an SMS message to the current students’ family.
This command will only be successful if you have configured your system defaults to send
SMS messages and you have created an account with SMSGlobal.

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

2. When the correct family screen is displayed simply click Primary Contaci
card to display the family contact details. '

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

number.
Primary Contact Other Contact Emergency Contact Siblings
Name  Barbara I smith Q
First Name Last Name

Relationship  Mother

Address 6A Erlestoke Crescent,
Churton Park,
Wellington 4001

Email barbaras@xtra.co.nz

Telephone
Home 04 478 4616

Work
" Mobile 0272222082

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

1. 8.0.0 Create SMS

/% Enter New SMS

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pm|

Message Length : 75 Chars

# cancel Done %

5. Enter the message you wish to send.

6. Click the Done button to send your message and return to the family entry

screen.
NB: Each SMS message is sent via your email application as per the sample
below.

® 006 SMS Message

|

To: 64272222082@email.smsglobal.com |

Cc: |
1
= v |Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm
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Creating a Record of Achievement

1. Use the Finding a Student function to locate the required student record.

2. When the correct student is displayed on your screen; select the Scripts
menu... choose Send Record of Achievement.

800
** Students 28 September 2014 y
Splash N
T customReports |
Filter By Student Name: Show All
[ smitn ] Status  Active v
SortBy | First Name || studont Bookings. Waiting List [ Custom Fields
StdentiD 103  Allow Photo v
Jacob Smith 8_tom |4
Jason Smit 14_8m Name  Gareth Buchanan 7/ Total Enrolments (15)
Jennifer Smith 4_4m Date of Birth | 22732004 Age 10 hm Q & 100PM 110774 Fi Sharks BT 3 2014 [a]
john Smith 3 P
e - QR 1:00 PM 9/07/14  Wed Sharks BT 3 2014
Lucas Smith 2.6m Gendor | Malo, Y,
Mo St o T = Q & 200PM 405114 Sun Doiphins BT 2 2014
Phillp Sr 2_9m G . Q & 1100AM 10002114  Mon Seals 8S 1 2014
2.9 omment
Sam Smith 7_10m Q & 930AM 6/05/13  Mon Doiphins BT 2 2013
william Smith 4_7m Primary Contact Other Contact | Emergency Contact | _Siblings Q ¥ 930AM 10213 Mon Dolphina BT | 203
Q %4 9:30 AM 11/02/13 Mon Dolphins BT 1 2013
Q@ Frederick Buchanan 11_6m A S
Q& 930AM 700512 Mon Doiphins BT 2 2012
Q & 930AM 70512 Mon Doiphins BT 2 2012
Q & 930AM 130212 Mon Doiphins BT 1 2012
= Q & 930AM 130212 Mon Dophins BT 1 2012
Q & 930AM 205111 Mon Doiphins BT 2 2011
Address Correspondence To  Guardian v Q & 930AM 205111 Mon Doiphins BT 2 2011
Automatically Rollover Bookings Yes |v Q¢ 930AM 7102111 Mon Dolphins BT 1 2011
Proforod Clont Yos | Q & 930AM 702111 Mon Dolphins BT 1 2011
Credits Owing
Discount Rate 10% | Type  Percent |v
Payment by Direct Debit |*
[v]
] First Booking 77211 Last Booking 177114
100 = Browse

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

|
Splash
= g
[ eS| & L
Save as Excel Save as PDF Print  Page Setup
o[ en o L o vewns (= [ = | septis Paused

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

0086 Message

Do you want to PRINT or EMAIL the Record of Achievement?

| Cancel Email | [ Print ]

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

Record of Achievement for Gareth Buchanan
Level 4 - Dolphins
1 Bubble and breathe 10 metres Mastered
4/4/2014
2 Kick on Back 10 metres Mastered
4/4/2014
3 Breaststroke Kick 5 metres Learning
28/4/2014
Needs to work on xxxxx

4 Butterfly Arms 5 metres Learning
28/4/2014
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Moving a Student from One Family to Another

Use these instructions when you have created a student record, however the student has
accidentally been linked to an incorrect family module. Alternatively you may need to
consolidate two family records where multiple children from the same family have been
created under different family records.

6.

Use the Finding a Student function to locate the student record you wish to

update.

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

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

800

Splash

Filter By Student Name:

** Students

Everyone
SortBy | First Name %

Amanda Brown
Amanda zimmerman
‘Amelia Anderson
Amelia Harper
Andy O'Donnell

Ann Patterson
Anthony Apollo
Barry Robinson
Benjamin Nightingale
Benjamin Williams
Billy Jones

Bobby Brown
Bobby Thomson
brenda thomas
Brendon Nightingale
Bridgtte Robinson
Bruce Taylor
Cameron McDougal
Caroline Thomson
Celia Brown

Corey Morrison
Craig King

David Jones

David King

debra Patterson
denise taylor
Fletcher Rim
Frederick Buchanan
Gareth Buchanan
Gaylene Patterson
George Rim
Georgia Taylor
Gregory Hargreaves
Hamish McDougal
Harry Williams

11_11m |4 |
10_4m

3_11m

11_11m

8_10m

7_10m -
v

Splash
10 June 2014 P
CJ customReports |
Status  Active [
Student Bookings | Waiting List [ [ custom Fields
StudentD | 162 | Allow Photo v
Name | Lucas Smith Total Enrolments (19)
Date of Birth | 1/6/2012 Age | 2 Q 200PM 1101115 Sy Dolphins BT 1 2015 {4l
- v Q 200PM 11001715 Sy Dolphins BT 1 2015
] Q@ &  200PM  19/10/14  Su Dolphins BT 4 2014
Q 200PM  19/10114  Su Dolphins BT 4 2014
Comments
Q 200PM  19/10/14  Su Dolphins BT 4 2014
Q 900AM 1910114  Suf Dolphins ~ BS 4 2014
13 2:00 PM 19/10/114 Sy Dolphins BT 4 2014
Q & 200PM 13074 Sy Dolphins BT 3 2014
i3 9:00 AM 13/07/14 su Dolphins BS 3 2014
Primary Contact Other Contact | Emergency Contact | _Siblings | Q :30 AM 1300714 Sd Dolphins  BS 3 2014
i3 Q)’ 2:00 PM 4/05/14 su Dolphins BT 2 2014
Name  Barbara ! smith Q GO TOTOZTT=Th Dolphins ~ BS 1 2014
First Name Last Name s
T v 1:00 PM 10/02/14 Mon Sharks BT 1 2014
Relationship  Mother
g & 1:00PM 4102114 Tue Seals BT 1 2014
Address  BA Erlestoke Crescent, g & 2:00 PM 6/05/13  Mon Dolphins BT 2 2013
Churton Park, :
Wellington 4001 Q@ & 200PM 110213 Mon Dolphins BT 1 2013
k3 Q)) 2:00 PM 7/05/12 Mon Dolphins BT 2 2012
Q@ & 200PM 1302112 Mon Dolphins BT 1 2012
Email | barbaras@xira.co.nz Q@ & 2:00 PM 2/05/11  Mon Dolphins BT 2 2011
Telephone q & 200PM 702111 Mon Dolphins BT 1 2011
Home 04 478 4616
Work
@ Mobile 0272222082
[v]
First Booking 71211 Last Booking 1115

100 = 5 Browse

800

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

Select a Family

A h
< Select a Family

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

Smith
Smith
Smith
Smith

Unknown

Barbara

Daniel

Bridget

0272222082
0272222082
478 4616

999, 999

6A Erlestoke Crescent, Churton Park, Wellington

89 Roberta Road, Tawa 4008
1243 Any Street, Wellington

Jacob, Sam, Nicholas, Lucas

Jason, Phillip, Jennifer, john

&9 rier  smin

10.The student surname will automatically be copied the filter field and all
existing families with a matching surname will be displayed.

11.Simply click the record representing the family you wish to move the child

into.

User Documentation — Splash V6.0
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Deleting a Student Record

As a rule a record should only be deleted if it was made in error. To ensure data integrity a
student record can only be deleted if there are no bookings. Student records can be deleted
from either the Student entry screen or the list view.

Deleting a Student from List View

1.

delete.

Use the Finding a Student function to locate the student record you wish to

2. When the correct student entry record is displayed on your screen click once

on the row containing the relevant student record.

3. Click once on the Delete Student button displayed in the blue tripe at the top

800

of your screen.

Splash

A& students
Splash

10 June 2014

| [ List View Add Student FindStudent  Show AllStudEnts  Delete Student
Filter By Student Name: Show All

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

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

deleted.

looe Delete Student

Are you sure you want to remove George Rim from the student list?

oK [ Cancel

without making a change.

0O 06 Message

Sorry... you cannot delete a student with bookings.

oK {|

NB: You cannot delete a student with bookings attached.

Deleting a Student from the Student Entry Screen

1
2

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

. Select the Student icon

Oludems é = [

The Student data entry screen will be displayed, enter the name
of the student you wish to remove in the filter field at the top of

7

Custom Reports

68 00

the portal list on the left of your screen.

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

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

Click once on the Delete Student button.

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

L0006 Delete Students

Are you sure you want to remove all 100 students from the student
list? Students with bookings will not be removed.

|
OK | Cancel \ |

User Documentation — Splash V6.0
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Filter By Student Name:

Show All

[ smitn

SortBy | First Name

Jacob Smith

Jennifer Smith

Lucas Smith

Sam Smith
william Smith
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Generating Student Documents

The Correspondence tab card within the student file displays a list of all correspondence
created for the selected student (with the exception of broadcast email or SMS messages).

1. Use the Finding a Student function to locate the student record you wish to
create a document for.

2. Click once on the Correspondence tab card displayed on the right of the

800 Splash
: Students 10 June 2014 p
Splash -
Filter By Student Name:
Status | nactve ©
Sort By Student " Bookings [ i Waiting List C | Custom Fields
Student D 17 Allow Photo §2
Amanda Brown 1_11m |4 Create Correspondence  effs
Amanda zimmerman 10_4m Name  Nicholas Smith s Type Reciplent
Y ; " n
Amelia Anderson 8 6m Date of Bifth  6/11/2006 Age 7 w Q 2710414 Reminder Barbara Smith 04
Amelia Harper 9_6m Exe = - Swim School Account Reminder Notice
Andy O'Donnell 13_11m - A
Ann Patterson 9 6m Medical ~ Glasses |v Q 9/03/14 Booking Barbara Smith X1
Anthony Apollo 6_4m TS Swim School Holiday Confirmation Letter
Barry Robinson 12_0m Q@ 9/03/14 Booking Barbara Smith 04
Benjamin Nightingale 8_1m ) .
Benjamin Williams 5 7m Swim School Multiple Booking Confirnation
Billy Jones 2.1m ‘Q 20/05/11 Reminder Barbara Smith (3}
Bobby Bro 6.5m Account Reminder Notice
Bobby Thomson 72m ||
brenda thomas 3 11m Q 20005111  Reminder Barbara Smith 04
o Primary Contact Other Contact | Emergency Contact | Siblings .
Brendon Nightingale 12_3m Account Reminder Notice
Bridgette Robinson 13_9m X 20007 et Fe— =
mail icholas Smi
Bruce Taylor 11_1m ‘X sam Smith 7_7m A
Cameron McDougal 3.5m @ Jacob Smith 8_7m Happy Birthday
Caroline Thomson 10_10m
Celia Brown 13_1m
Corey Morrison 12_2m
Craig King 5 10m M
David Jones 13_0m
David King 1_11m Address Correspondence To | Guardian | v
debra Patierson 4.10m Automatically Rollover Bookings Yes ‘ v
denise taylor 1.0m X
Fletcher Rim 10_6m Preferred Client | Yes ‘ v
Frederick Buchanan 11_2m Credits Owing
Gareth Buchanan 10_2m
= Discount Rate $1| Type  Amount |v
Coverepatosn 157 [ ‘
George Rim 6.4m Payment by Direct Debit [
Georgia Taylor 8_10m
Gregory Hargreaves 9.7m
Hamish McDougal 5.3m |
Harry Williams 7_1om 4 <
100= 5 Browse

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

Create Correspondence +

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

8 00 Create Document

//] Create New Document

Please select the type of document you would like to create

| Email v I

5. The Create Document dialog box will be displayed on your screen. Select
the document you wish to use or click Use Blank Document and click Done.

8 O O Create Document

/ Create New Document

Please select the template you would like to use, leave
blank to begin with an empty document

| Happy Birthday v |
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6. The selected document will be displayed on your screen.

8 06 Splash
: " Documents 10 June 2014 &
)
Splash
Other Documents Same Family [ LstView " AddDocument  Find Document  Show All Documents  Delete Docu '_ - LA b P uste
s [ rmane v DOCUment - Email Dot e
10/6/14 Happy Birthday |4]| subject Happy Birthday Date 10 Jun 2014
2/5/14 Email Receive - complaint § y
Nicholas Nicholas A Family Details ey
29/4/14 Swim School Multiple 6A Erlestoke Crescent Nicholas Smith
2814114 6A Erfestoke Crescent
Churton Park Churton Park
2714114 Swim School Account Wellington 4001 Wellington 4001

2714114 Swim School Account
2714114 Swim School Account

Happy Birthday Nicholas!!! Emall .
2604114 PPy v

120414 Alitie bird tells us you are tuning 8. berbras@xira.conz
12/4/14 We are updating our Details Present this letter after your next lesson to receive your free lce Block.

12/4/14 We are updating our Details
12/4/14 test fa email

12/4/14 tesstfa

12/4/14 test fa other

1214114 tst

11/4114

11/4/14 test email to barbara
1114114 testing

11/4/14 testing more
11/4/14 anotehr test email
1174114 dslkifisd

11/4/14 test again

10/4/14 We Haven't Seen You Fora
10/4/14 Happy Birthday
15/3114 Swim School Booking
15/3/114 Booking SMS
15/3/114

15/3/114 Transfer SMS
15/3/114 Fee Reminder SMS
15/3114 Fee Reminder SMS
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple

Best Wishes from everyone at Your School Name Here

Attachment

ot oum sttty Aa
9/3/14 Swim School Holiday [v] =
100 = ¢ 5 Browse
7. Edit the document as necessary.
8. Click the Print or Email button.
Splash

. Documents 11 June 2014 P g
Splash D

Other Documents Same Family

Adding an Attachment to an Email

When an email is created you have the option of including an attachment with your message.
Although the attachment icon is displayed as a pdf symbol any document type can be
attached.

8006 Splash

: ** Documents 10 June 2014 K
Splash -

Other Documents Same Family S S Cistom Repors
Sotdy [ Frstneme 7] Document - Email Document Type

10/6/14 Happy Birthday |4]| subject HappyBirthday Date 10 Jun 2014
2/5/14 Email Receive - complaint .
N Nicholas Nicholas s Family Details Q
29/4/14 Swim School Multiple 6A Erlestoke Crescent Nicholas Smith
28114 6A Erlestoke Crescent
Churton Park Churton Park
27/4/14 Swim School Account Welington 4001 Welington 4001

2714114 Swim School Account
2714114 Swim School Account

. i Email v
26414 Happy Birthday Nicholas!!! 7
1214114 Alittle bird tells us you are turning 8. barbaras@xtra.co.nz
12/4/14 We are updating our Details Present this letter after your next lesson to receive your free Ice Block.

1214114 We are updating our Details
12/4/14 test fa email

121414 tesstfa

12/4/14 test fa other

1204114 15t

11414

11/4/14 test email to barbara
1114114 testing

1114114 testing more

1114114 anotehr test emil

1114114 dslkiisd

11/4/14 test again

10/4/14 We Haven't Seen You Fora
1004114 Happy Birthday

15/3/14 Swim School Booking
15/3114 Booking SMS

18/314

15/3/14 Transfer SMS

15/3/14 Feo Reminder SMS achinent
15/3/14 Fee Reminder SMS
9/3/114  Swim School Multiple
9/3/114  Swim School Multiple
9/3/14 Swim School Multiple @

Best Wishes from everyone at Your School Name Here

([

9/3/14 Swim School Family
9/3114 Swim School Holiday =

100 = & 5 Browse
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NB: The Attachment field and buttons are only displayed on screen for email documents.

1.
2.

Ensure the correct email document is displayed on your screen.

Click once on the Insert PDF button.

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

00 6 Insert File

[ ~- ][gg = I]]Jm = Q birthda

FAVORITES Search: “Downloads” Save | (+
(Z] Dropbox
E All My Files

Desktop

D Archive 2.zip
[ nick mths stats
{5} barbarasmith
rj_\; Applications
@ Documents

Name

DEVICES
(©) Remote Disc

4 barbarasmith » (&) Downloads » « today birthday_cake.png

Show: | All Available 4l

v/ Store only a reference to the file

Cancel

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

record.

8006

Splash

“ Documents
Splash

Other Documents Same Family

SortBy | First Name Y

10/6/14 Happy Birthday [a]
2/5/14 Email Receive - complaint
29/4/14 Swim School Multiple
2814114
27/4/14 Swim School Account
27/4/14 Swim School Account
2714114 Swim School Account
2604114
12/4114
12/4/14 We are updating our Details
12/4/14 We are updating our Details
12/4/14  test fa email
12/4/14 tesstfa
12/4/14 test fa other
1214114 tst
14114
11/4/14 test email to barbara
11/4/14 testing
11/4/14  testing more
11/4/14 anotehr test email
11/4/14 dslkjfisd
11/4/14 test again
10/4/14 We Haven't Seen You For a
10/4/14  Happy Birthday
15/3/14 Swim School Booking
15/3/14 Booking SMS
161314
15/3/14 Transfer SMS
15/3/14 Fee Reminder SMS
15/3/14 Fee Reminder SMS
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple
9/3/14 Swim School Multiple
9/3/14 Swim School Family
9/3/14 Swim School Holiday

List View Add Document Find Document  Show All Documents  Delete Document

Document - Email

Subject | Happy Birthday

Nicholas Nicholas
6A Erlestoke Crescent

Churton Park
Wellington 4001

Happy Birthday Nicholas!!!
Alittl bird tells s you are turing 8.
Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at Your School Name Here

100 = ¢ 5 Browse

Family Details
Nicholas Smith

6A Erfestoke Crescent
Churton Park
Wellington 4001

e

Email

barbaras@xira.co.nz

Attachment

10 June 2014
“ S
<2

Date

P>

Custom Reports

10 Jun 2014

birthday_cake.png

5. Click the Print or Email button.

800

Splash

* Documents
Splash

Other Documents Same Family

| List View Add Document Find Document  Show All Documents  Delete Document

11 June 2014

NB: The attachment is not printed if the print button is selected.
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Changing the Status of a Student

Student records are all created with a status of Active. Over time however some students may
leave the swim school either permanently or temporarily. Locating students based on term
dates can be a little slower than using the active or inactive status field. After rollover and
periodically during the term it is a good idea to update the student records to identify whether
they are active or inactive. The following two commands reset the student status quickly for
you.

Changing a Group of Students to Active

This command identifies all students with a booking within a specified timeframe and sets the
status to active. To use this command you simply need to know the start and end date of the
current term.

—_

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

T
deems ”

3. Select Set Students with Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will locate all of the students with a booking within the specified dates
and set their status to “Active”.

006 Locate Current Students

Please specify the date range for active students. This search
may take a few minutes.

Term Start Date
4/6/2014

Term End Date
31/8/2014

Cancel L OK \

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Inactive”. Click OK if you wish to update the remaining records
or Cancel to continue without amending the records.

006

Do you want to make the remaining students INACTIVE?

| Cancel | OK

Changing a Group of Students to Inactive

The reverse of the command above; this command identifies all students with a booking
within a specified timeframe and sets the remaining students to a status to active. To use this
command you simply need to know the start and end date of the current term.

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

I
Qtuaems * —

3. Select Set Students with Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will hide all of the students with a booking within the specified dates
and set the remaining records to status “Active”.
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0.0 6 Locate Current Students

Please specify the date range for active students. This search
may take a few minutes.

Term Start Date
} 4/6/2014

Term End Date
31/8/2014

Cancel { OK )

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Active”. Click OK if you wish to update the remaining records or
Cancel to continue without amending the records.

YY) Message

Do you want to make the remaining records ACTIVE?

Cancel |
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Sending a Broadcast SMS Message

A broadcast SMS is a single message sent to multiple recipients. A SMS message sent in
this way will not be recorded on the student or family file.

Group SMS messages are sent to all recipients in the found set that have a valid mobile
telephone number stored on file.

This function will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGlobal.

1. Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with a mobile telephone number
by placing an asterisk (*) in the mobile field along with any other find criteria.

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

©00 splash
) . Find Student Named
. " Students Everyone 10 June 2014 é
Splash N
Sort By First Name X ] Detail View Add Student Find Student Show All Students Delete Student Custom Reports
| D Last Name First Name Age Address Contact Discount Telephone Last Booking (Date / Class) \
Q 13 Smith Jacob 8. 7m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 Amount 0272222082 6/5/2014 Seals [
Q 15 Smith Sam 7_Tm 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $15 Amount 0272222082 7/1/12015 Dolphins [
| Q 17 Smith Nicholas 7_7m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 Amount 0272222082 7/1/2015 Seals [
Q 19 Smith Jason 14_5m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 9/7/2014 Turtles [
Q 21 Brown Bobby 6_3m 345 Nowhere St, Brooklyn, Wellington 4009 Sam Brown 10% Percent 04 564 3212 [
Q 23 Anderson Jamie 4_10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 |
Q 25  Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845 [

3. Select the Scripts menu... choose Send SMS...choose Send SMS to
Family [Found Set].

4. A dialog will be displayed on your screen warning that you are about to send
multiple SMS messages. Click OK to continue or Cancel or exit the script.

0.0 6 Send SMS Messages

You are about to send 100 SMS messages to all Families in the
found set. Do you wish to continue?

OK Cancel J

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

1 ®00 Create SMS

’J/';'f‘ Enter New SMS

Message

We look forward to seeing Nicholas at his first swim lesson
tomorrow at 2pm|

Message Length : 75 Chars

PR ————
# cancel ‘ Done %

6. Enter the message you wish to send.

7. Click the Done button to send your message and return to the student entry

screen.
NB: Each SMS message is sent via your email application as per the sample
below.
® 006 SMS Message
| |

‘ To:  64272222082@email.smsglobal.com |

Cc: |
1
| = v Subject: SMS Message

We look forward to seeing Nicholas at his first swim lesson tomorrow at 2pm

User Documentation — Splash V6.0 Page 20




Sending a Broadcast Email

A broadcast email is a single email sent to multiple recipients. An email sent in this way will
not be recorded on the family file.

Group email messages are sent to all recipients in the found set that have a valid email
address stored on file.

1.

6.
7.

Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with an email address by placing
an asterisk (*) in the email field along with any other find criteria.

. The found set of records will be displayed in a list on your screen. (if the list is

incorrect repeat step 1)

Select Send Broadcast Email from the Scripts Menu.

006 Broadcast Email

You are about to send a broadcast email to all students in the
FOUND SET the details of the email will not be recorded on the
client file. Do you wish to continue?

oK || cancel | [

A dialog will be displayed on your screen warning that you are about to send
multiple email messages. Click OK to continue or Cancel or exit the script.

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

@00 Create Broadcast Email

4 Enter New Email
.

Email Details

Subject  swim School Newsletter

Body Please find attached our swim school newsletter for June 2014| A

Attachment

w
@ o # cancel ‘ Done %

Parent_H

Enter the message you wish to sent and attach a document if required.
Click the Send button.

NB: To ensure the privacy of all clients the email address will automatically be
placed in the BCC box. You can view the messages that have been sent if you
look within the Sent Items folder of your email application.
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Generating a Student Mail Merge

The mail merge function within Splash operates using a marked record system. All marked
records will be included in the mail merge. Marked students appear in the Student listing with
a cross in the box on the far right of the screen.

‘800 Splash

Find Student Named

" Students Everyone 10 June 2014 é
Splash >

[ sortBy | First Name 7| Detail View Add Student Find Student ~ Show All Students  Delete Student Custom Reports
| D Last Name First Name Age Address. Contact Discount Telephone Last Booking (Date / Class) \

{07 13 Smith Jacob 8_7m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $10 Amount | 0272222082 | eals P

Q15 smitn sam 7.7m  6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $15  Amount | 0272222082 | 7//2015  Dolphins X
| Q17 smin Nicholas 7.7m  6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith $1 Amount | 0272222082 | 7/1/2015  Seals X

Q19 smitn Jason 14.5m 89 Roberta Road, Tawa 4008 Daniel Smith 10%  Percent | 0272222082 | 9/7/2014  Turties X

Q21 Brown Bobby. 6.3m 345 Nowhere St, Brookiyn, Wellington 4009 Sam Brown 10%  Percent | 045643212

Q 23 Anderson Jamie 4.10m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10%  Percent | 098979845

Q 25  Anderson Amelia 8_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 09 897 9845

Q 27 zimmerman Zac 6.5m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10%  Percent | 097651445 | 10/22014  Dolphins X

Creating a mail merge is a two step process; the first step involves identifying the students
you wish to receive the merge document, the second step involved writing the document you
wish to send.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Student List icon

Students

3. The Student List View screen will be displayed.

4. Click once on the Find Marked button displayed at the bottom right of the
screen. This command will display a list of all students that are currently
marked.

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

Displaying all (Total of 100). Find Marked Unmark Found Set Mari Found Set
100 = ¢ 5 Browse

6. Use the Finding a Student function to locate the group of records you wish
to send a message to.

7. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 4)

8. Click once on the Mark Found Set button to select the records for the mail
merge. A cross should appear for each student in the Mark column on the
right of the screen.

9. Repeat steps 4 to 6 above until all required students have been marked.
10.Select Perform Mail Merge from the Scripts menu.

11.A dialog will be displayed advising the number of records which have been
selected for the mail merge. Click OK if this number is correct, or click
Cancel to exit the script and begin again at step 1.

0.0 6 Continue to Merge

6 records have been located. Do you want to continue with the
merge?

oK Cancel |

12.The Create Merge Document dialog will be displayed asking you to define
the type of document you wish to create. Select the required type of
document from the drop-down menu provided.
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f_é O O Create Merge Document

‘4’ Select Merge Document

Please select the type of document you would like to create

I Letter v I

S /

13.Click the Continue button.

14.The Create Merge Document dialog box will be displayed on your screen.
Select the template you wish to use or click Use Blank Document

15.Click the Continue button.

r_e [GN®) Create Merge Document

‘ 4’ Select Merge Document

Please select the template you would like to use, leave
blank to begin with an empty document

I Happy Birthday v |

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

r_é O O Create Merge Document

/A

Create Merge Document

Subject | Happy Birthday|

Body  <<ST::First Name>> <<ST::First Name>> A
<<FA::Address 1>>
<<FA::Address 2>>
<<FA::Address 3>>
<<FA::Address 4>> <<FA::Post Code>>

Happy Birthday <<ST::First Name>>!!!
A little bird tells us you are turning <<ST::Age at Next Birthday>>.
Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at <<SC::School Name>>

17.Click the Done button to complete the merge or Cancel to exit the script with
making a change.

NB: If Done was selected at step 17 a personalised document will be created for
each family, it will automatically be printed or emailed. A copy of each document
will be placed on the respective Family record.
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Importing Student Data

When you import data, you’re bringing data from another file into Splash. When you import

data into an existing FileMaker Pro file, you can:

¢ add new records from the source file
¢ update records with information from the source file

» update matching records with information from the source file

Importing Records from Excel

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

2. Select the Students List icon

~
Students :

. The Student List View screen will be displayed.
Select Import Student Data from the Scripts menu.

3
4
5. The Open File dialog will be displayed on your screen.
6

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

button.
[ 006 Open File
(<[> (2= m| m | = v | &= Splash 6 POS FM12 BRC
FAVORITES Name
{C] Dropbox {2 Archive Files
=l All My Files
Desktop
[ Archive 2.zip
[ nick mths stats
{2} barbarasmith )
#\ Applications {2 Splash V6 Live
]ﬂj Documents
] Splash V6 Trial 30 June
DEVICES
@ Remote Disc
All Available
Show v FileMaker Pro Files | Remote... |
Tab-Separated Text Files
Comma-Separated Text Files
Merge Files
Excel 95-2004 Workbooks (.xls) | Cancel Open
Excel Workbooks (.xIsx)
/ St dBase Files 0°

XML Data Source...
ODBC Data Source...
ags Road, Tauranga 790 Bento Data Source...

rton Drive, Churton Park, Anthony Thomson

Martha Apollo

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

Source: Student Data.x|sx Target: | Current Table (“ST_Students”) s

Source Fields Target Fields
Student ID w=p ¢ Student ID
First Name =) First Name

Last Name =ap Last Name

Full Name == Full Name

ST_FA_Families on ID::Family Name s

Guardian Name ==

Age at Next Birthday

Guardian Name

3] Address 1
Address 2 | Address 2
Address 3 | Address 3
Address 4 | Address 4
PostCode | PostCode
Telephone s Source
Email == Email
DOB = DOB

Age at Next Birthday == First Enrolment Date

Highest Level as Highest Level
Highest Level Name ==

Latest Enrolment Date =

Highest Level Name
Latest Enrolment Date
Medical Conditions
Type

Mobile

Last Class Enrolment s
SE_BO_Bookings::StartTime ==

Credits Owing

Age

Emergency Contact Name
Birthday Month

RSP SERSP R E TE TE SR R SR R S R SR S P R PR P

Pl b lim

4 F P | Record 1 of 27 Arrange by: | custom import order =
Import Action Field Mapping
() Add new records “» Import this field

Don't import this field
Match records based on this field
=<l Target cannot receive data

) Update existing records in found set

) Update matching records in found set

Add remaining data as new records Manage Database...
[ Don't import first record (contains field names) Cancel | [ Import |

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

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

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

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

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

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

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

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

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

Exporting Records to Excel

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

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

3. Select Export Student Data from the Scripts menu.
4. The Export Records to File dialog will be displayed on your screen.

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

file.
O O 6 Export Records to File
Save As:  Student Data [ =
Tags:
(«]»](z8 m | m | = v || £3 Splash 6 POS FM12 sa———
FAVORITES Name
{Z] Dropbox :

Desktop

D Archive 2.zip

[ nick mths stats

s} barbarasmith ] Splash V6 Live
#\; Applications

] Splash V6 Trial 30 June
@ Documents

DEVICES

Remote Disc

Type v Tab-Separated Text J

Comma-Separated Text
After saving pgp

Merge ment
HTML Table
FileMaker Pro

(M Hide extension | NewF xmL Cancel | Save

A Excel Workb»oks (.xIsx)

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

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

L6, (S S— Excel Options

( Use field names as column names in first row

Worksheet:
Title:
Subject:

Author:

[ Cancel | Continue... |

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

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

LOO 6 Specify Field Order for Export
Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the
other fields.
| Current Layout (“ST_List") v Group by
Age Display (Unsorted)

Concat Address
Discount Rate

Discount Type Field export order

¢ Student ID

First Name
gFind Filter Student

First Name
glList View Text

gSort By Detail

Last Name

| ' Full Name

Last Class Enrolment ST_FA_Families on ID::Family Name
Last Name .
Guardian Name

Latest Enrolment Date

+
+
+
+
+
4+ Address 1
Mark ¢+ Address 2
Student 1D 4+ Address 3
Telephone ¢+ Address 4
ST_FA_Families on ID::Contact Full Name
+ PostCode
¢+ Telephone
4 Email
+ DOB
Move ¢ Age at Next Birthday
4+ Highest Level
‘ Move All J ¢+ Highest Level Name
‘ Clear All ‘ 4 Latest Enrolment Date
— ¢ Last Class Enrolment
¢+ SE_BO_Bookings::StartTime
Options
Output file character set: = Unicode (UTF-16) =
| Apply current layout's data formatting to exported data \\m -

11.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

1006 Specify Field Order for Export
Select and move the fields to be exported. If you want to group data, choose the 'Group by' fields before moving the
other fields.
¥ Current Layout (“ST_List”) Group by

Current Table (“ST_Students”)

(Unsorted)

Related TdbIe )

ST_AC_Achieved
ST_BO_Bookings

Field export order
ST_CL_Classes Highest Level

ST_CU_Custom Fields ¢ S_tudem D

ST_DO_Documents ¢ First Name

ST_DT_Document Templates on Subject ¢ Last Name

ST_FA_Families on ID ¢ Full Name

ST_FA_Families on Telephone + ST_FA_Families on ID::Family Name
ST PR Prafarancac 4 Guardian Name

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

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

&l Student Data.xlsx

] SH®2 XhBEe 0 G- T K ﬁ & 100x 5] @) (Q~ (‘search in Sheet )

Edit

N

Al T

| A Home | Layout | Tables | Charts

SmartArt | Formulas | Data | Review | |~ v
Font. Alignment Number Format Themes
Calibri (Body)  |v10 |v| As A~ |& abe v JWmPTaxl' (General " Sim o AaS)e Eg‘
® ssas
/4 v v v - - 208 . v
bave P~ B I[UJ[HE-] (S[]A Merge < (1r % > |[%R 48 ganditonal| o o Themes Aa

EEEREEERE

1

=

1

13
14
15
16 |
17

) x| Student ID )
_ A B [ = D | E [ [3 [ G | H [ ] [ [=
= ﬂ Student ID First Name Last Name. Full Name _FA_Families on DsFamily Nar  Guardian Name Address 1 Address 2 Address 3

13 Jacod smith Jacob Smith smith Beroara Smith 6A Erlestoke Crescent Churton Park Welingtor

19 sason smith Jason smith smith Daniel smith 89 Robertz Road Tawa

27 Zac Zimmerman Zac zimmerman Zimmerman Andy zimmerman 786 another road Porirua ‘Wellingtor

39 Jane White lane White White Julie White 76 Moorefield Road Johnsonville ‘Wellingtor
41 Phillip Smith Phillip Smith Smith Daniel Smith &9 Roberta Road Tawa

43 Jonathan Fairbrother Jonathan Fairbrother Fairbrother Mark Fairbrother 56 Watt St Tatahi Bay Wellingtor
47 Hayden Hughson Hayden Hughson Hughson NEzire Hughson 98 Barrett St Nesio Wellingtor

49 Hamish McDougal Hamish McDougal McDougal Mary McDougal 118 South st Newlands Wellingtor

53 Benjamin Willams Benjamin Willams Willams Melcolm Willams 171 Chapel st Khandallah Welingtor
€9 Bridgette Robinsen Bridgette Robinson Robinson Nicola Rebinson 46 Hillcrest Road Johnsonville ‘Wellingtor

75 Stuart Sinclair Stuart Sinclair Sinclair Linley Sinclair 3 Main St Tawa ‘Wellingtor

81 Tracey O'Donnell Tracey O'Donnell O'Donnell Patricia O'Donnell 87 Alfredton Rd Kelburn ‘Wellingtor

87 Saran Nightingale Sarah Nightingale Nightingale Barbara Nightingale 15 Albert St Redwood Wellingtor
57 Gaylene Patterson Gaylene Patterson Patterson Mary Patterson 76 Kent St Newlands Wellingtor

99 Ameiia Harper Amelia Harper Harper Edith Harper 76 Colombo Rozd Tawa Wellingtor
119 stuare pearson stuart pearson Pearson Jenny Pearsan 156 Any St Wellington
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Printing Student Reports

You must be in the Student module of Splash to generate the following reports: All reports
are displayed in the Print menu.

Printing a List of Students

This report provides a listing of student ID, address and contact details, it should be printed
and kept as a reference guide and backup of your system.

This report provides a listing of family ID, address and contact details, it should be printed and
kept as a reference guide for making bookings.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

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

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

@&  FileMaker Pro Advanced File Edit View Insert Format Students Scripts I8 Tools Help WO O “ 100% (& Mon 3:38pm Q iE
8.0.6. 0 &2 List of >~ Students
il Summary of > Birthdays by Date
‘Sads * Students Chart Showing  »  Birthdays by Swim Day nber 2014 é
Splash
SonBy | FrsiName Y |WDSGIVeW Add Student Find Student  Show Al Students  Delete Student Custom Reports

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

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

Splash
Save as Excel Save as PDF Print  Page Setup
@‘M =) | (burwien) ]
5. The Print Report dialog will be displayed on your screen.
1006 Print Report

Would you like to print the list of students?

Cancel PDF | Print

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

List of Students Total
Last Last Number

Enrolment Class  of Bookings

David King 46 Brooklyn Rd, Brooklyn, Wellington 4008 05 678 4564 9/1/15 Dolphins 20
Hamish McDougal 118 South St, Newlands, Wellington 4006 04 478 3156 10/2/14 Turtles 7
Hayden Hughson 98 Barrett St, Ngaio, Wellington 4007 04 654 9524 97114 Seals 0
Jacob Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 6/5/14 Seals 18
Jane White 76 Moorefield Road, Johnsonville, Wellington 4001 04 675 1432 28/5/14 Turtles 1
Jason Smith 89 Roberta Road, Tawa 4008 0272222082 97114 Turtles 0
Nicholas Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 71115 Seals 5
Phillip Smith 89 Roberta Road, Tawa 4008 0272222082 6/2/14 Turtles 7
Sally Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845 111115 Turtles 19
Sam Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 0272222082 71115 Dolphins 23
Zac zimmerman 786 another road, Porirua, Wellington 4008 09 765 1445 10/2/14 Dolphins 8
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Printing a Birthday List by Date

This report displays a list of student birthdays. The report will be sorted by the date of each
child’s birthday.

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

2. Select the Students List icon

” Students

3. The Student List View screen will be displayed.

4. Select List of ... from the Print menu and select Birthdays by Date from the
pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help MmO = 100% (=} Mon 3:40 pm Q =
800 B Tstor > i
R Summary of
$W%¥ * Students Chart Showing  » ““gitthda by swim Day  nber 2014 é
Splash e S >
@ First Name. '] Detail View Add Student Find Student Show All Students  Delete Student Custom Reports

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date(days) of the month, and age criteria for who should be
included in the report..

O O 6 Locate Birthdays

Please enter the date range you wish to locate.

Month Name
May

Date of Month (use ... to specify a range)
1.31

Age (enter < to specify a range)

Cancel § OK ]

6. Click OK to locate the swimmers with birthdays and preview the report.

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

Splash
Save as Excel Save as PDF Print  Page Setup

Y ra— = srp s Paused

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

0 0 6 Print Report

Would you like to print the list of student birthdays?

| cancel | [ POF | [ Print |

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

List of Student Birthdays

May
1st Billy Jones is turning 3 Sun 10:30 AM  Seals
1st Jennifer Smith isturning 5 Sun 9:30 AM Dolphins
6th Hayden Hughson isturning 10  Wed 10:30 AM  Seals
23rd john mcdougal isturning 5
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Printing a Birthday List by Swim Day

This report displays a list of student birthdays. The students in the report are grouped by the
day each child swims.

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

2. Select the Students List icon

’ Students

3. The Student List View screen will be displayed.

4. Select List of ... from the Print menu and select Birthdays by Swim Day
from the pop-out menu displayed.

o Fil ker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help MmO = 100% (=} Mon 3:40 pm Q =
eoo ST s, cents i
N - Summary of ¢ Birthdays by Date
Jo0di  Students Chart Showing > Ry rvgnber 2014 é
Splash N
SortBy | FirstName v | Detail View Add Student Find Student Show All Students  Delete Student Custom Reports

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date (days) of the month, and age criteria for who should be
included in the report..

0.0 6 Locate Birthdays

Please enter the date range you wish to locate.

Month Name

May

Date of Month (use ... to specify a range)
1..31

Age (enter < to specify a range)

Cancel ook

6. Click OK to locate the swimmers with birthdays and preview the report.

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

Splash
=T |
Print  Page Setup

Serp 1 Paused

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

OO0 6 Print Report

Would you like to print the list of student birthdays?

|  Cancel | | PDF \[ Print ]

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

List of Student Birthdays
May

Swims on Wednesday
6th Hayden Hughson is turning 10 10:30 AM  Seals (BS)
Swims on Sunday

23rd Sally Anderson isturning 12  9:00 AM Turtles (BS)
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Printing a Summary of Students Who Have Exited

This report displays a list of students whose last booking was within a specified timeframe.
This search compares the last booking date which is stored on the client file with the date
range you have specified.

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

2. Select the Students List icon

” Students

3. The Student List View screen will be displayed.

4. Select Summary of ... from the Print menu and select Students by Date
Exited from the pop-out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £m OO @ 95% @l Mon 8:01pm Q =
8 0 0 Spl  List of >
NS Summary of »> Students Who Have Exited
w * Students Chart Showing > Students by Age 014
Splash Students by Gender 7o
Students by Medical Condition

List View Add Student Find Student Show All Students  Delete Student | P > Custom Reports
Custom Report

Filter By Student Name:

5. The Specify Dates for Reporting dialog will be displayed on your screen.
Start Date and End Date criteria for who should be included in the report..

O O 6 Specify Dates for Rehor?ing .

Please specify the start and end date for the reporting period.

Start Date
1/1/14

End Date

130/6/14

Cancel [ OK J

6. Click OK to locate the swimmers exited in the specified timeframe and
preview the report.

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

Splash
— = .
Save as Excel Save as PDF Print Page Setup

= )| scip I Paused

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

006 Print Report

Would you like to print the Summary of Exits?

| cancel POF | [ ok |

9. Click OK to print the report or Cancel to return to your original screen without
printing.
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Summary of Students

Summary of Exits Number Number
of Students of Bookings

Monday 6 18
Dolphins 2 9
Seals 1 1
Sharks 1 0
Turtles 2 8
Thursday 1 7
Turtles 1 7
Tuesday =) 20
Dolphins 1 0

Printing a Summary of Students by Age

This report displays a list of students by current age. The report will include a summary of all
records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

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

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

® FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £ MmO @ 95% @&l Mon 8:02pm Q =
800 Sel  List of > |
e Summary of > Students Who Have Exited
WA Students YIS VT R  Students by Age 014 3
Splash Students by Gender
P Students by Medical Condition

Filter By Student Name: Custom Report

’ List View Add Student Find Student Show All Students  Delete Student o Custom Reports

SN

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

o

Default data will be set at each of the three steps.
Step 1 = Summary by Age

Step 2 = Group 1 set to Summarize by Age

Step 3 = Report Name set to Summary by Age

(o]

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

7. Click the OK button.
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looe Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name ~ Summary by Age v

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Age v

Group 2 v

Group 3 v
Show Detail ||

Step 3: enter Report Title
Report Title  Summary by Age

Step 4: produce Report oK ¥

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

Pages Save as Excel Save as PDF. Print Page Setup

‘@0 Splash
(CETY | Sm—— [l Bl l,

=

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

0.0 6 Print Report

Would you like to print the selected report?

| Cancel \ PDF \m

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

Summary of Students

Summary by Age Number Number
of Students of Bookings

1 Years 1 0
10 Years 1 1
11 Years 2 4
12 Years 1 1
13 Years 2 10
14 Years 1 0
2 Years 1 7
3 Years 2 0
4 Years 2 0
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Printing a Summary of Students by Gender

This report displays a list of students by gender. The report will include a summary of all
records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

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

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

® FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £ MmO @ 95% @&l Mon 8:02pm Q =
800 Sel  List of > |
SoaE Students Who Have Exited
“b Students Chart Showing > Students by Age 014
splash ¢
Students by Medical Condition

List View /Add Student Find Student Show All Students Delete Student ‘ ) Custom Reports
Custom Report

Filter By Student Name:

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

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

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

7. Click the OK button.

r-h O O Produce Summary Report

|
Specify Report Format

Step 1 : Choose Existing Report Format
Report Name =~ Summary by Gender v

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

Group 2 N/
Group 3 v
Show Detail ||

Step 3: enter Report Title
Report Title  Summary by Gender

Step 4: produce Report oK. AP ‘

# Cancel

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

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

Splash
Py o
Save as Excel Save as PDF Print Page Setup
TR T = e

9. The Print Report dialog will be displayed on your screen.
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00 6 Print Report

Would you like to print the selected report?

| Cancel | PDF \[ Print ]

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

Summary of Students

Summary by Gender Number Number
of Students of Bookings

Female 30 255

Male 46 318

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

r(;f(?é —— };roduce Summary Report

Specify Report Format

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

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Gender v
Group 2 v
Group 3 v

Show Detail

Summary of Students

Summary by Gender Number Number
of Students of Bookings

Female 30 255
Amanda zimmerman 786 another road, Porirua, Wellington 4008 09 765 1445
Amelia Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845
Amelia Harper 76 Colombo Road, Tawa, Wellington 4010 04 236 4567 0
Ann Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 0
Bridgette Robinson 46 Hillcrest Road, Johnsonville, Wellington 4007 04 478 2491 9
Caroline Thomson 25 Churton Drive, Churton Park, Wellington 4001 027 2222082 20
Celia Brown 345 Nowhere St, Brooklyn, Wellington 4009 04 564 3212 20
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Printing a Summary of Students by Medical Condition

This report displays a list of students by medical condition. The report will include a summary
of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report. Place an asterisk (*) in the medical condition field if
you are looking for everyone with a medical condition.

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

3. Select Summary of ... from the Print menu and select Students by Medical
Condition from the pop-out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £ m O o @ 95% @@ Mon 8:02pm Q =
600 Spl  List of >
e Students Who Have Exited
“Lf Students Chart Showing > Students by Age 014
Students by Gender 7o

Splash
P Students by Medical Condition
’ List View Add Student Find Student  Show All Students  Delete Student S Custom Reports

Filter By Student Name:

Custom Report

4. The Produce Summary Report dialog will be displayed on your screen.
5. Default data will be set at each of the three steps.
Step 1 = Summary by Medical Condition
Step 2 = Group 1 set to Summarize by Medical Condition
Step 3 = Report Name set to Summary by Medical Condition
6. Amend any of the above steps or include additional grouping options at Step
2.
7. Click the OK button.
GW‘O'O r“"‘.“‘I;roduce Summary Report
Specify Report Format

Step 1 : choose Existing Report Format
Report Name Summary by Medical Condition v

Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Medical Condition v
Group 2 v
Group 3 v

Show Detail

Step 3: Enter Report Title
Report Title  Symmary by Medical Condition

Step 4: Produce Report ‘ oK ¥

# cancel

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

Splash
- -
] 1] = L
Save as Excel Save as PDF Print Page Setup

S| vente = [ ]| (ssreven) script Is Paused [ Cotinue |

9. The Print Report dialog will be displayed on your screen.
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00 6 Print Report

Would you like to print the selected report?

| cancel | | PDF \[ Print ]

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

Summary of Students

Summary by Medical Condition Number Number
of Students of Bookings

ADHD 1

Allergies 1 12
Asthma 14 132
disorder 1 1
Glasses 2 5
Impaired Hearing 1 31
Wears Glasses 1 1

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

Summary of Students

Summary by Medical Condition Number Number
of Students of Bookings

ADHD 1
Jamie Anderson 876 Somewhere Rd, Tawa, Wellington 4010 09 897 9845
Allergies 1 12
Bobby Thomson 25 Churton Drive, Churton Park, Wellington 4001 027 2222082 12
Asthma 14 132
Ann Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 0
Billy Jones 123 Any St, Wellington 1234 567 20
Georgia Taylor 79 Main St, Tawa, Wellington 4010 04 236 9137 17
Jason Smith 89 Roberta Road, Tawa 4008 0272222082 0
Johnny Crandley 123 Any St, Wellington
Jonathan Fairbrother 56 Watt St, Tatahi Bay, Wellington 4012 04 789 4568 0
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Printing Student Charts
Printing a Chart Showing Students by Age

This report displays a graphical representation of students by age. The report will include a
summary of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

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

3. Select Chart Showing ... from the Print menu and select Students by Age
from the pop-out menu displayed.

[ @ FileMaker Pro Advanced File Edit View Insert Format Students Scripts m Tools Help £m O @ 8% @k Mon829pm Q i<
e (".0“ - Spl List of > |
$ " Students T Shoming B Sudents by Age
Splash s Students by Gender LA
Students by Medical Condition
T ’ List View ‘Add Student Find Student ‘Show All Students Delete Student 1 Custom Chart r ‘ Custom Reports
4. The Produce Summary Report dialog will be displayed on your screen.
5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Age
Step 3 = Report Name set to Display Student Numbers
6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

f_(')—{{(j w_"‘-__l;roduce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers v

Step 2: Choose/Update Report Summary Groups
Group1 = Summarize by Age v

Step 3: enter Report Title
Report Title  Display Student Numbers

Step 4: Produce Report

# cancel

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

Splash
- e m
L] | = T |
Save as Excel Save as PDF Print  Page Setup

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

Would you like to print the selected report?

POF | |

€ 3

[ Cancel ]

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

printing.
Summary of Students
Display Student Numbers
18 18
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Summarize by Age
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Printing a Chart Showing Students by Gender

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

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

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

d FileMaker Pro Advanced File Edit View Insert Format Students Scripts mTools Help £ W O O @ 89% @&l Mon 8:29pm Q =

800 . Spl  List of >

Y X Summary of >
dﬁ&v Students Chart Showing [l Students by Age 014
Splash Students by Gender 7o
Students by Medical Condition

List View Add Student Find Student  Show All Students  Delete Student | S Custom Reports
Custom Chart

Filter By Student Name:

N

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

[&)]

. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

(o]

. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

(00 (@) Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers v

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

Step 3: enter Report Title
Report Title  Display Student Numbers

Step 4: Produce Report ok &

8 Cancel

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

Splash
Print  Page Setup

—

9. The Print Report dialog will be displayed on your screen.
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Would you like to print the selected report?

Cancel o

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

printing.

Summary of Students

Summarize by Gender

Display Student Numbers
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Printing a Chart Showing Students by Medical Condition

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report.

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1). Please an asterisk (*) in the medical condition field if
you wan to locate all students with a medical condition.

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

@ FileMaker Pro Advanced File Edit View Insert Format Students ScriptsmTcols Help £ MmO 0 @ 89% @&l Mon 8:29pm Q =

600 Sel  List of >

P X Summary of >
’JA&V ** Students Chart Showing [l Students by Age 014
Splash Students by Gender 7o
Students by Medical Condition

List View Add Student Find Student Show All Students  Delete Student | S Custom Reports
Custom Chart

Filter By Student Name:

SN

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

[&)]

. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

(o]

. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

f_() O 6 - l;roduce Summary Report

E Specify Report Format

Step 1 : Choose Existing Report Format
Report Name Display Student Numbers v

Step 2: Choose/Update Report Summary Groups
Group1  Summarize by Medical Condition v

Step 3: enter Report Title
Report Tite  Display Student Numbers

Step 4: Produce Report H?

# cancel

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

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

Splash
Print  Page Setup

Script Is Paused | Continue

9. The Print Report dialog will be displayed on your screen.
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006

Print Report

Would you like to print the selected report?

POF | [ Print |

{ Cancel | |

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

printing.
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Printing a Custom Report

In addition to the generic student reports, Splash provides custom report writing. Custom
reports are specific reports layouts where you can change the grouping for summary totals.

Displaying the Custom Report Dialog

1. Use the Finding a Student function to locate the group of students you wish
to include in your report.

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

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

8006 Splash

5% Students 10 June 2014
Splash

| [ List View ‘Add Student Find Student ~ Show All Students  Delete Student <a 4 S Custom Reports
Filter Bv Student Name: Show All

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

7\7(7\70 " Produce Summary Report

Specify Report Format

Step 1 : Choose Existing Report Format
Report Name | Summary by Gender and Age v

Step 2: Choose/Update Report Summary Groups

Group1 = Summarize by Gender v

Group2  Summarize by Age v

Group 3 v
Show Detail [ ]

Step 3: enter Report Title
Report Title Summary by Gender and Age

Step 4: produce Report oKk &

‘ 8 Cancel

Defining a Custom Report

The custom report dialog is divided into three steps. When you have completed each of the
three sections you are ready to generate your report. Create your custom report by
completing the steps outlined below:

1. Choose the Report Type
2. Choose the Reporting Groups.
3. Give your report a title.

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels
one, two and three.
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If you wish to include detailed information about each family in your report, click the Show
Detail button.

Step 2: Choose/Update Report Summary Groups

Group1  Summarize by Gender v
Group2  Summarize by Age v
Group 3 v

Show Detail (

Custom Report Sample (No Detail)

The sample report below demonstrates the use of summary levels. Show Detail was left
blank when the report was created.

Summary of Students

Summary by Gender and Age Number Number
of Students of Bookings

Female 17 131
1 Years 1 0
2 Years 1 15
3 Years 2 5
4 Years 4 54
7 Years 2
8 Years 4 39
9 Years 3 18

Custom Report Sample (Show Detail)

Information in the report below has been grouped by the same categories, however this time
Show Detail has been selected.

Summary of Students

Summary by Gender and Age Number Number
of Students of Bookings

Female 17 131

1 Years 1 0

denise taylor 79 Main St, Tawa, Wellington 4010 04 236 9137 0

2 Years 1 15

Sandra Patterson 76 Kent St, Newlands, Wellington 4008 027 2222082 15

3 Years 2 5
Paulette Aplin 76 High St, Tawa, Wellington 4010 04 236 5981

Susan Aplin 76 High St, Tawa, Wellington 4010 04 236 5981 5
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