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The Splash Database

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

27 Splash - [m] X
File Edit View Diary Scripts Print Tools
4 swim School Diary Today's Date: 5/1/2018 y
Splash -~
L#Ain New User
sl Preferences
Home | o .
14 0]
Menu | .

Point of Sale

Find View

- Sessions gy i
List View

Bookings

Detail View \ ]
Students @
1 Famiies &% |

/ Documents gy =

= Exit Splash

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

View Your Current Schedule

Make Student Bookings

Monitor Account Balances

Update Student Attendance

Enter Assessment/Achievement Information

Maintain your Waiting List

Point of Sale (POS)

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

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

ook~

Sessions

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

Bookings

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

Students

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

Families

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

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

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

This module is divided into the following sections:

. Class Levels

Classes,

Instructors

Document Templates,
School Details
System Defaults
Users.

Nooaprwhd -~

Information entered in this module is automatically displayed in relevant areas of Splash.
Define who has access to your Splash software and what they can access within the Users
section of this module.
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Logging On

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

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

Welcome to Splash

Username

Password

| Cancel || oK |

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

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

Optional Login Parameters

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

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

Define Current Term

Please enter you current Term Name or Mumber

Term
[

Year
208

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

Database Navigation

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

2 splash - a X
File Edit View Diary Scripts Print Tools
‘S - swim School Diary Today's Date: 5/1/2018 ¢
Splash h. 4
Loagin New User
- wai teny_ ]
14| oen o)
Point of Sale
b

o] Sessions

Bookings

Families

[
)
swdents @@ =
)
%

/ Documents

> Exit Splash

The Home Menu

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

Title Bar Buttons

W4 Bookings Today's Date: 5/1/2018 p
Splash
SortBy  FirstName o [ L™ X & 4« <>

ID  Student Name Age Class Name Weekday Start Time  Instructor Block Year Location Started This Level

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

Show All Records View Previous Record _l I—— View Next Record

O\

| Fiter By Student Name: | = W X DD List

¥

ips Find Record/s
The Magnifier

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

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

List View Buttons

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

2} Splash - o X
File Edit View Insert Format Bookings Scripts Print Tools
‘A4 Bookings Today's Date: 5/1/2018 é
Splash
Sony | FirstName x m - R (<

ID StudentName Age Class Name Weekday Start Time Instructor Block Year Location Started This Level
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Sorting in List View

SortBy  FirstName -

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

Function Buttons

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

=+ Add Booking

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

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

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

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

Name Jacob Smith K

2. Menu

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

Gender Male

Female
v Male

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

3. Drop-down List

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

Medical

ADD

ADHD

Allergies
Aspergers
Asthma
Diabetes
Epilepsy
Glasses
Hearing Difficulties
Heart Condition
Other

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

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

Telephone
Home
Work

Mobile 0272222082 L)

5. Calendar

When keying into a date field you may type the date manually or click the calendar icon to
select a date from the calendar menu provided.

Exit Date =

1 January 2018 L3

Sun Mon Tue Wed Thu Fri  Sat
11 2 3 4 ]
7 ] 9 1w 11 12 13
4 15 16 17 18 19 20
21 2 23 24 35 W W
28 29 30 3N 1 2 3
4 5 6 7 8 9 10
[ Today: 5/01/2018

NB: Dates should be entered in the following format DD/MM/YYYY.

Sorting a Group of Records

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

Sorting Records in List View

Y Splash - o x
File Edit View Insert Format Bookings Scripts Print Tools
% : 5
P P Bookings Today's Date: 5/1/2018 >
¢
Splash
SoBy | FirstiName ™ w W X &b <

ID StudentName Age Class Name Weekday Start Time Instructor Block Year Location Started This Level

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

Sorting Records in Form View

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

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

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

1. Click the Sort By button. [sersy  Firsttiame =
2. The Sort dialog box will be displayed on your screen.

Sort Records x
Current Layout [BO_List'] ~ Sort Order i 1
|_—— The fields displayed
Age Display Clear All Weekda A ;
Booking Status Flag : Stamm: u on the rlght of the
E‘EEEN?’“‘EFI ) Hove ¢ Session ID al dIaIOg box will
R govern the sort order

gSort By
Instructor

Location

Medical Condition Flag
StartDate

al @ Ascending order

. . L~ h. Descending order
Sortin ascend’_ng L Custom order based on value list
or descending
Order Reorder based on summary field Specify ...

Override field's language for sort | English

] Keep records in sorted order [ unsot | [ set || cancal |

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

BO_CL_Class levels
BO_CL_Classes on CName
BO_DT_Family Statement
BO_FA_Families on ID
BO_GO_Goals
BO_IM_Instructors
BO_POS Line Items

iCurrent Layout [BO_List) M| Sort Order
BO_BO_Bookings on Student Current Term o Weekday L
BO_BO_Bookings on Student Level )
BO_BO_Bookings Search + StartTime o
BO_Bookings on Self + Session ID al

BO_POS LI IN_Invoices on Selected Sale

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

Using Search Portals

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

Bookings Portal

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

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

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

Sessions Portal

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

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

The selected booking will be
highlighted within the search
portal when it is displayed on
the right of your screen.
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" Bookings ‘Sl - Sessions
Splash Splash
Filter By Student Name: Filter By:
Everyone Al « ¥ Monday
[¥] Tuesda
Jan ’ :-.fi\.ﬂ.fedne;daf
Al “ Wl Thursday
Display LastMName - [V Friday
Jan :V 2018 [+] Saturday
ANDERSON Sally SHR Th : ¥ Bunday
APOLLO Anthony TUR Th
APOLLO Peter SHR Th 3 30PM Turles Mo BR .S
BUCHAMAN Gareth JEL  Tu PM  leliyfish Mo DS
FAIRBROTHER Paul SEA  Th 400PM  Turtles Mo BR
HARGREAVES Gregary STA  Tu 400PM  Penguin Mo BS
HARPER Robert TUR Th
HUGHSON Hayden TUR W
JESSOP William TUR Th SRS L
JONES Billy TUR Mo 4:30PM  Jellyfish Mo DS
JONES Joanne TUR Mo 30PN Penguin Mo BS
JONES Joanne TUR Th 5:00PM  Turtles Mo BR
KIMBLE Janet STA  Tu 5:00PM  Jellyfish Mo DS
KING Craig SEA  Th 5:00PM  Penguin Mo BS
KING David PEMN  Fri
LARSEN Nicholas JEL  Tu 5:30PM Turtles Mo AR
MCARTHUR Jack SEA  Th 5:30PM  Jellyfish Mo DS
MCDOUGAL Hamish SEA Th 530PM  Penguin Mo BS
MNIGHTINGALE Sarah SHR Th 3.30PM Jellyfish Tue HS
FPATTERSON debra JEL Th 4.00PM  Jellyfish Tue HS
PEARSON stuart PEM  Fri 4:30PM  Jellyfish Tue HS
SCHWASS Paula TUR Mo 5:00PM  Starfish Tue HS
SINCLAIR Jessica SHR Th 9-00AM  Turtles We BR
SMITH Jacob (Jake) PEN Th M Turtles We BR
SMITH Jacob (Jake) PEN W 0A  Turtles e BR
SMITH Jennifer JEL  Th 0A  Turtles We BR
SMITH Lucas PEM Mo Penguin We L

Students Portal

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

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

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

4o ' students

Splash
Filter By Student Name: Remove Filter
Everyone [ ] Active
Display First Name st
Anthony Apollo 5_0m
Anthony Beauchamp 7_8m
Benjamin Williams 4_3m
Billy Jones 5_8m
Bruce Taylor 3_1m
Caroline Thomson 2_9m
Celia Brown 5 1m
Craig King 9_5m
David King 3_10m
debra Patterson 8_5m
Gareth Buchanan 7_0m
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Defining Preference Settings

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

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

2 splash - a X
File Edit View Diary Scripts Print Tools

Jakds " swim School Diary Today's Date: 5/1/2018
Splash

Freferences

Class Levels

Instructors
Document Templates
School Details
System Defaults

Users

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

Class Levels

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

Classes

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

Instructors

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

Document Templates

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

School Details

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

System Defaults

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

Documents

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

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

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

Lists

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

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

Public Holidays
Record upcoming public holidays so they are automatically assigned to attendance
dates in each session as the sessions are created.

Custom Reports

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

Users

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

Defining Class Levels

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

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

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

27 Splash - o X

File Edit View Inseit Format Levels Scripts Print Tools

s Class Levels Today's Date: 5/1/2018
Splash

in
+
x
3
~
v

Select Level to View

1 SHRIMPS
5 STURTIES Enter the goals each swimmer should achieve within classes of this level

LevellD 7 ID__ Description Abbrev Code
Level Name DOLPHINS 1 100m Freestyle 100°Fr

3 PENGUIN
4 JELLYFISH ®
3 iSTnas 2 100m Backstroke 1008K

6 SEALS ®
7| poLPHINS 3 50m Breaststroke 50br %

8 SHARKS
Linked Classes 4 Butterly Arms B

Comments

NB: Levels entered on this screen will be displayed in the level drop-down menu on the class
entry screen. Assign the appropriate level to each class to ensure the correct goals are
carried through to relevant bookings.
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Displaying a List of Levels
1. Click the Preference tools on the top right of your screen.
2. Select Class Levels.
3. Click the List View button displayed in the blue stripe at the top of the screen.

27 Splash - o X

File Edit V\.ew Insert  Format Levels Scripts Print Tools
W& Class Levels Today's Date: 19/12/2017 é
Splash

Select Level to View Fe= 4 TR e TP

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

% Splash - [u] X

File Edit View Insert Format Levels Scripts Print Tools
&L Class Levels Today's Date: 5/1/2018 -
Splash

C TR L e

ID  Level Description Linked Classes

q 1 SHRIMPS Shrimps

Q 2 TURTLES Turties

Q 3 PENGUIN Penguin

x4 JELLYFISH Jeliyfish

Q 5 STARFISH Starfish

Q 6 SEALS Seals

Q 7 DOLPHINS Dolphins

NB: Return to the detail screen by clicking the magnifying glass to the left of the
level ID.

Creating a New Class Level
1. Click the Preference tools on the top right of your screen. &
2. Select Class Levels.
3. Click the Add Level button displayed in the blue stripe at the top of your

screen.
2} splash - o X
File Edit V\.ew Insert  Format Levels Scripts Print  Tools
SR Class Levels Today's Date: 5/1/2018 é
Splash
Select Level to View [ = R g 1<)

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

8
ELE: Enter New Level

LevellD 8

Name Whales

Enter the goals each swimmer should achieve
within classes of this level.

ID Description Abbrev Code
50FT
1 50m Freestyle ree
50m Backstroke SoBack
%
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5. Enter a Level ID (it must be unique and it must be a number) and a Name for
the level.

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

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

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

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

screen.
2 Splash - o X
File Edit V\.ew Insert Format Levels Scripts Print  Tools
S Class Levels Today's Date: 5/1/2018 9
Splash
Select Level to View | = + ® g% >

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

Delete Level

Are you sure you want to remaove the level record for Whales?

| OK || Cancel |

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

Defining Document Templates

Document templates contain a list of regularly used documents. Within this module you can
customise your confirmation letters and account reminder notices as well as generate new
documents for regular use. You have the ability to create an unlimited number of documents
for email, print, or SMS. The templates you create will access family and student data for
personalisation.

27 Splash - o X
File Edit View Insert Templates Format Scripts Print Tools
#&¥ * Document Templates Today's Date: 5/1/2018 é
Splash
Select a Template = 4 X b >
All Fields Type Booking
Booking Confirmation
Template Booking Confirmation Fields
Booking SMS
SubjectLine Swim School Booking Confirmation Swim School Fields
Confirmation of Transfer Sehool Name ™
Family Confirmation Thank you for booking <<BO::Student Firstames> <<BO:Student LastName>> into Learn To Swim at<<SC:School Name>>. |~

<<_nsert Werge Field
Family Reminder Nofice =<BO:Student Firsthame=>is booked into the following class,

Family Statement Family Fields
SURY 2o e Class: <<BO-ClassName>> . -
Happy Birthday Start Time: <<BO:Start Time Display> Contact Name First
Stant Date: <<BO: StariDate>>
Holiday Program Confirmation it s <—Insert Werge Field
ItHas Been a While
Ifthis booking is incorrect please contact us on <<SC:Telephone>> so we can amend our records, o
Wultiple Booking Confirmation
Overdus Reminder Nolice The balance offe or <<BO-StudentNames== is: <<B0:Balance Due>=. Cash, cheque and efipos payments are accepted First Name e
and Uil paymentis due by the second week of the term.
Public Holiday Closure Thank you for swimmi with us. <<—Insert Merge Field
Reminder Notice
. Booking Fields
Reminder S Kind regards 3
Discount Amt .t
Transfer SHIS =
We Are Updating Our Details Learn To Swim Coordinator <<—insrt Herge Fied

=<SC:School Name=>
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Creating a New Document Template

1.

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

2. Select Document Templates.

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

screen.

2 Splash

Splash

Selecta Template

All Fields

Booking Confirmation
Booking SMS

Canfirmation of Transfer
Family Confirmation

Family Reminder Notice
Family Statement

Happy Birthday

Holigay Program Confirmation
It Has Been a While

Wutiple Booking Confirmation
Overdue Reminder Notice
Public Haliday Closure.
Reminder Notics

Reminder SMS

Transfer SWS

We Are Updating Our Details

8.
9.

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

Page 12

File Edit View Insert Templates Format Scripts Print Tools

Aﬁ‘# Document Templates Today's Date: 5/1/2018

= 4 X g6 <

Type | Family
Template Public Holiday Clasure Fields
SubjectLine  Ng Lessons On Labour Day Swim School Fields

School Name &
Hello <<FA"Contact Name First=>
<<—Insert Mierge Field
Justa reminder that the <<SC::School Name>> will be closed on Monday ddimmiyy .

. Family Fields
Normal lessons will resume the following week

Contact Name First

<<—nsert Merge Fiekd

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

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

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

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

Select the required field so it is displayed on the right of your screen.
Click the <<-- Insert Merge Field button to insert the placeholder.

Figlds
Swim School Fields
Schoal Name -

<<—|nsert Merge Field

Family Fields

Contact Name First e

A

<=—Insert Merge Field

A
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Editing a Document Template

1.

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

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

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

mplate

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

screen.
Edit the document as required.

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

or

27 Splash

Splash

Select a Template

All Fields

Boaking Confirmation
Booking SMIS

Confirmation of Transfer
Family Confirmation

Family Reminder Notice
Family Statement

Happy Birtnday

Holigay Program Confirmation
It Has Been a While

Wultiple Boaking Confirmation
Overdue Reminder Notice
Public Holiday Closure
Reminder Notice
Reminder NS

Transfer SNS

We Are Updating Our Details

#&¥ * Document Templates

File Edit View Insett Templates Format Seripts Print Tools

- a X
Today's Date: 5/1/2018 é
= 4 L X g6 <
Type Booking
Template Booking Confirmation | Fields |
SubjectLine Swim School Booking Confirmation Swim School Fields

School Name 04
Thank you for booking <<BO::Student FirstName>> <<BO: Student LastName== into Learn To Swim at <<SC::School Name=>>. ) e,

[Cmsertiergereia |

<<BO:Student FirstName=> is booked into the following class:
Family Fields

Class: <<BO:ClassName>>

Start Time: <<BO:Start Time Display->

<<BO: StariDate>>

<<BO:Instructor>>

Contact Name Firs
Start Date: r
Instructor:
If this booking is incorrect please contact us on <<SC:Telephone>> so we can amend our records. Student Fielkds
The balance of faes due for <<BO- StudentName>> is: <<BO"Balance Due>=. Cash, cheque and ftpos payments are accepted First Name
and full payment is due by the second week of the term.

Thank you for swimming with us.

Booking Fields
Discount Amt

Kind regards

Learn To Swim Coordinator
=<SC:School Nam

Deleting a Document Template

1.
2.

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

Select Document Templates.

t &

<<_nsert Werge Field |

[Cssnserterge Fe |

[(<nsertuterge e |

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

delete.

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

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

screen.

27 Splash

Splash

Select a Template:

All Figlds

Booking Confirmation
Booking SMS

Confirmation of Transfer
Family Confirmation

Family Reminder Notice
Family Statement

Happy Birthday

Holiday Program Confirmation
It Has Been a While

Wultiple Booking Confirmation
Overdue Reminder Notice
Public Holiday Glosure
Reminder Notice

Reminder SMS

Transfer SIS

We Are Updating Our Details

w Document Templates

File Edit View Insert Templates Format Scripts Print Tools

Today's Date: 5/1/2018

= 4+ L X g6
Type Family
Template

SubjectLine

We Are Updating Our Details

We are updating our Details Swim School Fields

School Name
Hi <<FA:Contact Name First>> =

We are curmently updating contact details for all of our studentfamilies. Please check the information listed balow. fFany of the
informatien is incorrect please contact our office on <<SC. Telephone=> Family Fields

Atthe moment we have your details recorded as follows: Contact Full Name

Primary Conta
Address: <<F/
Email: =<FAZEmail>>

\Contact Full Name>>
55 15>, <<FATAdress 2o+, <<FAAddress 4>> <<FAIPOSt Code>>

Itis vital that we have correct contact details in case of emergencies efc. Thank you for your assistance in this matter

Regards

Leam To Swim Coordinator
<<8C::School Name=>

User Documentation — Splash V7.0
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5. Click once on the Delete Template button.

“&v Wi Document Templates Today's Date: 15/12/2017 &
Splash

Selecta Template = 4 X &6 <

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

Delete Template

Are you sure you want to remaove We Are Updating Our
Details?

| OK || Cancel |

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

School Details

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

Updating School Details

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

2. Select School Details.
3. Enter your School Name and Address information.
4. Click the Contacts, Shifts and Document Default tab cards to define additional
information.
2 splash - o X
Jh&r School Details Today's Date: 5/1/2018 .
Splash

- Contacts Shifts Document Defautts
School Name  Your Swim School Name Here - = - — —

Line 1 Contact Details
Line 2 Full Name

Suburb Telephone

Street Address

City  Wellington Mutee

Country | 51 Post Code E e

J Accounts Contact J

Full Name

Your Swim School Name Here Line 1
Line 2

Telephone
Suburb &

Wellington

Postal Address

Y W Mobile
Telephone: City  wellington

Country | 51 Post Code Eoal
Emait:

Website: Website

ABN

Lofo Click Armow to Insert Logo €§_‘ Accepted Credit Cards ~ /]Visa
M " ¥] Mastercard
Diners
Direct Debit Processing AMEX
Account Name St
Account Password (Selectif Yes
vl
AP| Phrase

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

6. If you are not using pre-printed stationery navigate to the Document Defaults
tab card. Place a cross in the box Print Address Details on

Correspondence to display address details as a letterhead on all
correspondence.
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Importing Your School Logo

Splash supports standard image types e.g. jpg, bmp. Images may be added to the screen
using either copy and paste or they can be imported into the Splash using the Import Picture

command.
1. Click the Preferences tools on the top right of your screen.
2. Select School Details. =]
3. Click the Insert Logo button displayed above the logo field.
Insert Picture X
Lockin: [ || Logo Fies ] @@# @
: Name Date Type Size Te A
* & splash ssms,jpg 21/11/2017 8.  JPGFile 501 KB
Quickaccess g spiach logo 640x240,pg  22/12/2013 4. JRG File 59K8
@ Splash PowerBank Art...  22/12/2013 4... PG File 380KB
- {iETSpiash 034 27/06/2013 4:...  TIFF Image 11,737KB
Desktop @ Splash Legin.jpg 21/09/2012 11...  JPGFile 253 KB
& #¥ Logoif - Shortcut 18/11/2009 3:...  Shortcut 1KB
m & Splash brochure.jpg 16/04/2008 5:...  JPG File 1,892 KB
Libraries = Splash brochure.tif 16/04/2008 5:...  TIFF Image 17,167 KB
Eﬁ B Splash inner back frem type: TIFF Image age 15,870 KB
= | Splash DLj Date taken: 16/04/2008 5:14 PM 107KB
This PC HS:l:ZH 02 ::sgizel R:“E";‘ Ut : E 111,415K8
N E]smm Embroider EI?;:ET”;?"MZQBEAEX5BT’ 17KB
@ (8] Splash Wave PG B e Rl ke
Network (\Iﬂl-.—\-—\-l.-. ne /MK FINNE 0.4 N Cile 750 VD "
Fie name: [ splash 024 ~]  [open
Files of type: Al Pictures (*jpg:”jpeg:” ffif:* jpe:".gif“png:*bn Cancel
[[15tore only a reference to the file
4. The Insert Picture dialog box will be displayed on your screen. Locate the
file containing you logo and click the Insert button.
2 splash - o X
File Edit VIlEW Insert  Format  Tools
a‘ﬁiv School Details Today's Date: 5/1/2018 p

Splash

School Name | Your Swim School Name Here

Contacts

Shifts

Document Defautts

Contact Details

@ Linet
2 Linez Full Name
§ suburb Telephone
@ City Wellington Mobile
Country 61 Post Code Email
H v Accounts Contact )
Your Swim School Name Here S Linet
5 Full Name
Wellington 2 Lne2
B suburn Telephone
= Mobile
< We
T City Wellington
Country | 51 Post Code: )
Email:
Webslie: Website
ABN
Logo Click Arrowto Insert Logo @ Accepted Credit Cards (7] Visa
Mastercard
[CIDiners
Direct Debit Processing CJameEx
AccountName & st
Account Password (8electif Yes)
API Phrase <
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Page 15



Displaying Your School Details on Correspondence or Reports

If you are not using pre-printed stationery you may elect to display your school address and/or

logo on all corre
1.

Ll

spondence generated within the Splash system.

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

Click once on the Document Defaults tab card.

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

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

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

File Ed Insert Format  Tools

“#ad& ** School Details

Splash

Today's Date: 5/1/2018

Your Swim School Name Here

Wellington

Telephone:
Email:

Website:

Contacts. Shifts Document Defautts
School Name  Your Swim School Name Here —

Line 1

Line 2

Display Address on Comrespondence @ Yes O Mo
Suburb

Street Address

ci i Display Logo on Correspondence Header @ Yes () No
ity Wellington

ReportHeader @
Country | 61 e Display Logo on Report Head Yes O No

v

Line 1
Line 2

Suburb

Postal Address

City  wellington
Country | &1 Post Code

Website

Lono Click Arrow fo Insert Logo QE‘

—

Page 16
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Defining System Defaults

System Defaults are divided into seven main categories; Documents, Bookings, Students,
Lists, Shifts and Custom Reports. Each of these categories allows you to customise the
operation of Splash for your swim school. Here you will define default paper sizes, auto print
options, and the content of value lists in specific menus.

27 Splash - o X
File Edit View Insert Format Records Tools
“ " System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Default Settings

Stugent Lists shifis Public Holidays Custom Reporis
Default ity For All New Records . 2 oy | o

Default Paper Size
o ersize  ©A4 OUS Letter

®A1 OUS Lefter Default Paper Size

Confirmation and Reminders @ Ad O US Letter

Allow Catchup Bookings

Receipts A5 @ Custom
®Yes ONo 8
Set Automatic Rollover of Bookings I.IMITED
®Yes ONo Display Address on Correspondence @ Yes O No
Display Logo on Correspondence Header  ® Yes O No
DisplayLogo on Report Header  ® Yes O No Helpdesk Support
Automatically Print Receipts Automatically Print Receipt  Ask Should you have questions or comments
Ask = ple: tact the author of this database.
Automatically Generate Confirmation O Yes @ No T e —
Email Method Email Confirmation Yes @ No contact
® Default Email Application Email Reminder Notice O Yes @ No Computerize Limited
SMTP Server varbara@comp nz

Enable SMS via SMS Global Email Method @ Default Email Application SMTP Server
Telephone: +64-
® Yes No o

Enable Connections via FileMaker Pro ;
#Allowed Connections SKYPE: computerize

www.computerize.co.nzicontact

Enable SWSvia SMS Global @ Yes O No

Documents

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

Bookings
Define whether catch-up or make-up lessons are permitted, what your attendance
codes will be, and the default date for payment of bookings within this area of Splash.

Student

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

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

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

Public Holidays
An optional area in Splash, you may elect to predefine future public holidays.
Classes scheduled on these days will automatically be treated as non-teaching days.

Custom Reports

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

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

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

1.
2.
3.

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

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

4. Select the required Paper Size for all documents and receipts.

Define whether your address and logo should be displayed on the header of
each document.

Define whether receipts or confirmation letters should be automatically
generated or emailed.

A Splash

Splash

File Edit View Insert Format Records Tools

Jﬁ‘# System Defaults

Today's Date: 5/1/2018

Swim School Default Settings
Default City For All New Records

Default Paper Size
® AL US Letter

Allow Catchup Bookings
® Yes No

Set Automatic Rollover of Bookings
® Yes No

Automatically Print Receipts
Ask

Email Method
® Defautt Email Application
SMTP Sener

Enable SMS via SMS Global
®Yes ()No

Enable Connections via FileMaker Pro
# Allowed Connections

Documents Booking Student Lists Shifts Public Holidays Custom Reports
DefaultPapersize @ A4 O US Letter
Confirmation and Reminders @ A4 O US Letter
Receipts A5 @ Custom <}
Display Address on Correspondence @ Yes O No
Display Logo on Correspondence Header @ Yes () No <}
Display Logo on ReportHeader @ Yes O No Helpdesk Support
Automatically Print Receipt  Ask v Shouldyou have questions or comments
please contact the author of this database
a
Automatically Generate Confirmation O Yes @ No <
Email Confirmation O Yes ® No
Email Reminder Notice O Yes @ No

Computerize Limited
barbara@computer: z

&
Email Method @ Default Email Application SMTP Server

Telephone: +64-6 3

SKYPE: computerize
www.computerize.co.nzicontact

Enable SMSvia SUS Global @ Yes O No

A

Define your default email method. Set to Default Email Application if you
are using Windows Mail, Outlook, or another email application installed on
your computer. Select SMTP Server if you are accessing your mail via a
browser and are not using a local email application. Additional information is
required if you select SMTP Server. -

Email Method Default Email Application ® SMTP Server
SMTP Settings
Qutgoing SMTP

Port

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

SMS global for sending SMS messages.

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

Page 18
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Updating Booking Defaults

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

Updating the Payment Required by Field

Confirmation of each booking may include a deadline for payment. Using the Splash system

you may elect to define a specific Payment Required date or you may elect to define a
payment deadline as a number of days before the first lesson date.

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

field.
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.
3. Ensure Bookings is selected within the set of tab cards across the top of
your screen.
4. Define the date for payment of each booking by updating either the Payment
Required by Date or Days Before Booking Start Date.
NB: The payment required by date may be further customised for each booking
at the time the booking is made.
2 splash = o

Splash

Jﬁ*ﬁ‘ System Defaults

Today's Date: 26/1/2018

Swim School Default Settings

Default City For All New Records

Default Paper Size
. A4 US Letter

Allow Catehup Bookings
® Yes No

Set Automatic Rollover of Bookings
® Yes No

Automatically Print Receipts

Ask

Certificate Orientation
Landscape =

Email Method
® Default Email Application
SMTP Server

Enable SMS via SMS Global
®) Yes No

Enable Connections via FileMaker Pro
#Allowed Connections

1

Student Pubiic Holidays Custom Reports.

Alow Makeup Bookings @ Yes (O No
Use Wording Catchup or akeup  Makeup
Payment Required by - Date 2 or LIMITED
Days Before StatDate 0
Helpdesk Support

SetAutomatic Rollover of Bookings~ ® Yes O No

Indlude Booking Comments with Rollover ) Yes @ No ns or comments
Include Payment Information with Roliover O Yes @ No of i ctzhas

nquiries please
contact

Automatically Generate Confirmation O Yes @ No
Email Confirmation Yes @ No 5(5'"9”‘”“59 Limited
barbara@computerize.co.nz

Email Reminder Notice O Yes @ Mo

Block (® Lesson

Direct Debit Default Payment

Re ndance With 4 SKYPE: computerize

NA www.computefize.co.nzicontact

o

Setting Automatic Rollover as a Student Default

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

1. Click the Preferences tools on the top right of your screen.
2.
3.

Select System Defaults.

Select Yes in the Set Automatic Rollover of Booking field to default the
student rollover field to “Yes” when a new student record is created.

Set Automatic Rollover of Bookings (@) Yes No
Include Booking Comments with Rollover Yes (@ No
Include Payment Information with Rollover Yes (@ No
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Setting Defaults for Confirmation and Reminder Letters

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

Understanding Automatic Settings
Automatically Generate Confirmation — automatically generate a confirmation letter when a
booking is made.

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

Email Reminder Notice — this script is only triggered when you manually choose to generate
a reminder notice. If selected as yes a reminder notice will be sent if there is an email
address on file.

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

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

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

Automatically Generate Confirmation Yes (@ No
Email Confirmation Yes @ No
Email Reminder Notice Yes (® No

Updating the Attendance Code Menu

The attendance menu is displayed in both the diary and the booking. Marking attendance
gives you the ability to monitor sickness, makeups, public holidays as well as attendance.
Reports can be generated which summarize the actual attendance (or non-attendance)
across all bookings.

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

3. Click the Pencil button to the right of the Record Attendance field to display
the current attendance options.

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

Click away from the popover window to save your changes.

2 Splash — o x

File Edit View Insert Format Records Tools

$abdi system Defaults Today's Date: 5/1/2018
Splash

Swim School Default Settings

e T s Documents Bookings Student Lists Shifis Pubic Holdays Custom Repors
Allow Makeup Bookings @ N

Default Paper Size L g esBC N

®© A4 O US Letter Use Wording Catchup or Makeup  Makeup

Allow Catchup Bookings

® Yes No Payment Required by : Date B orR LIMITED

Set Automatic Rollover of Bookings Days Before StantDate | 0 ITE|

@ Yes No

Helpdesk Support

Set Automatic Rollover of Bookings @ Yes () No
Automatically Print Receipts Include Booking Gomments with Rollover Yes ® No Should you have questions or comments
Ask . Include Payment Information with Rollover O Yes ® No please contactine aunor of ihis database
For senvice o helpdesk enauiies please
D Automatically Generate Confirmation O Yes @ N nns
® Default Email Application e e Update Attendance List Computerize Limited
SMTP Server G e o T R barbara@computerize.co.nz
Enable SMS via SMS Global MA- Notfied Absence : R Telephone: +64- 6372

QNS @ Direct Debit Default Payment (@ Bank Debif ce X Mol + 22 2082
Cancelled + R Fax +64-63724714
2 Record Notified Absence With  NA www.computerize conzicontact

Type inth

add ano
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NB: Delete an existing attendance code by clicking the red cross to the right of
the attendance code. When deleting a record you will always be asked to
confirm the record needs to be deleted.

Defining Custom Student & Family Field Titles

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

1. Click the Preferences tools on the top right of your screen.
Select System Defaults.
Ensure Student is selected within the set of tab cards across the top of your

screen.
27 Splash - o X
4&&' System Defaults Today's Date: 5/1/2018 é
Splash
Swim School Default Settings |
4. Overtype the Custom Text field contents with the label you would like to
appear within the student screen.
5. Overtype the Custom Text field contents with the label you would like to
appear within the family screen.
27 Splash - o X
File Evdwt‘V[ew Insert  Format Records Tools
J‘y System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Default Settings

Documents Bookings Stucent Lats snits Pubic Holiays Custom Reports

Default City For All New Records - | 2 ! = B g oy | 2
Custom Fields for Students Text Fields

Default Paper Size CustomText1 [ School Name

®
(e OIS CustomText2  Custom Text2

Allow Catchup Bookings Custom Text 3 Customn Text 3
®Yes ONo
Custom Text 4 Custom Text 4 I.IMITED
Set Automatic Rollover of Bookings Custom Text5 Custom Text5
®Yes ONo
Date Fields
CustomDate1  Custom Date 1 Helpdesk Support

CustomDate2  Custom Date 2

Automatically Print Receipts Should you have questions or comments
please contact the autnor of his database.

sk

Cusiom Fields for Families TextFields For senice or helpdesk enquiries please

Email Method CustomTet1  Mums Occupation tact

® Default Email Application CustomText2  Dads Occupation Computerize Lim
SMTP Server CustomTed3 | CostornTed barbara@computerize.co.nz

Enable SMS via SMS Global CustomText4  Custom Text4

®Yes ONo CustomTed5  Custom Texts

Enable Connections via FileMaker Pro Date Felds .

#Allowed Connections: CustomDate 1 Custom Date 1 SORE

2 5 2 .Comp! .GO.NZ
= CustomDate2  Custom Date 2 www.computerize.co.nzicontact
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Defining List Values

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

Defining Menu Items for Relationships

Items listed in this list will be displayed on the Relationship drop-down menu in the family file.
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

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

Y Splach

File Edit View Inset Format Records Toals

“ "‘ PR System Defaults Today's Date: 5/1/2018 &
Splash ‘

Swim School Default Settings I

Default City For All New Records Qocumonts I Bookioos; | Student Lists Shifts [ Custom Reports. |

Publc Hoidays |

Relationship Medical | Eniry & Ext [ Referral | Working Toward Goals |

4. Select the Relationship tab card.

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

2 Splash

File Edit View Insert Format Records Tools

4 system Defaults Todal's Date: 5112018 é
Splash ‘

Swim School Default Settings [

T 1 T ‘ Fvee A s

Pubic Holdsys [ Custom Reports
Default City For All New Records s | = |

Relationship Medical | Entry & Exit Referral | Working Toward Goals |

Default Paper Size

® A1 O US Letter Define Menu tems for Family/Student Relationship

® Default Email Application

Computerize Limited
SMTP Server

Step Parent barbara@computerize. co.nz

Uncle

Enable SMS via SMS Global
® Yes No

A

Allow Catchup Bookings funt %

®Yes ONo

Set Automatic Rollover of Bookings ethes *® LIMITED

®Yes ONo Foster Parent ®
Grandfather ® Helpdesk Support
Granamother ®

Automatically Print Receipts x Should you have questions or comments

e - Guardian (Not Specified) please contactthe author of this database
Motner b3 For senvice or helpdesk enquifies please

Email Method sibling ®

Telephone: +64- 63724713
WMobile: +64 - 27 222 2082

Enable Connections via FileMaker Pro
# Allowed Connections
2

Fax +64-63724714
SKYPE: computerize

www.computerize.co.nzicontact

NB: Delete an existing relationship code by clicking the red cross to the right of
the relevant code.
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Defining Menu Items for Medical Conditions

When you first start using Splash a generic list of medical conditions will exist on the medical
condition drop-down menu. This module provides the ability for you to further customise the
list. Items displayed in this list will appear in the drop-down menu for medical conditions
within the student record.

1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.
Ensure Lists is selected within the set of tab cards across the top of your

7 Splash - a X
File iew Insert Format Records Tools
System Defaults Today's Date: 5/1/2018 .
Splash
Swim School Default Settings ‘
PO T e Documents Bookings Student Lsts shits Puble Holidays. Custom Reports
Relatonshp Wedica Eniry & Ext Referral Working Toward Goals

4. Select the Medical tab card.

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

7 Splash - [m] X
File Edit View Inset Format Records Tools
‘Jﬁtv System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Default Settings I

ey Documents Bookings Studgent Lats ] snits I Pubic Holdays Custom Reborts
Reltonsnp Wedica Entry & Ext Referral Working Toward Gosis|
Default Paper Size
S e Define Menu ltems for Student Medical Conditions
Allow Catchup Bookings 200 i ®
®Yes ONo
Set Automatic Rollover of Bookings i AED ®
®Yes CNo Allergies AL ®
Aspergers AS ®
Asthma A r
Automatically Print Receipts
" - Diabetes D x
Ask 4—
Epilepsy E b4
Email Method P = %
® Default Email Application
ST e Hearing Difficutties HD ®
Heart Condtion He ®
Enable SMS via SMS Global
® Yes No Other o ®

Enable Connections via FileMaker Pro
# Allowed Connections

NB: Delete an existing medical code by clicking the red cross to the right of the
relevant code.
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Defining Menu Items for Reason for Commencing Lessons

This tab card contains three lists; the first on the left of the screen is reason for commencing
lessons, the second and third being booking/student exit reason and the family exit reason.
Items displayed in the Reason for Commencing Lessons list will appear in the drop-down
menu for reason for lessons within the file.

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

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

2 Splash - o X
File
‘& - system Defaults Today's Date: 5/1/2018 é
Splash
Swim School Default Settings ‘
Default Gy For All Now Recards Documers Sookngs Stugert Lo st Putic Roliays Custom Reports
Reiatonship edcal ey 8 Exe ] Rererral Working Towara Gosts

4. Select the Entry & Exit tab card.

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

2 Splash - o X
File Edit View Insert Format Records Tools
‘S System Defaults Today's Date: 5/1/2018 é
Splash
Swim School Default Settings |
N nwwa Documents. Bookings Student Uit 1 shifis | Publc Holdays. Custom Reports
Relstionship Medical Entry & Exit Referral Working Toward Goals
Default Paper Size
S e Define Menu Items for Define Menu ltems for Define Menu Items for
Reason for Commencing Lessons Booking &Student Exit Reasons Family Exit Reasons
A”i"’ C““":T oSt Water Safety ® Family Relocating ® Family Relocating R
® Yes o
S Ao Rt e Skt Health & Fitnese ® Financial ® Financial ®
®Yes O No Have Fun R Goals Met R Goals Met b 4
Newborn Actvity ® Healln Reasons ® Other ®
Compeition ® Injury ® Other Commitments ®
Automatically Print Receipts
& 2 < ® Loss of Interest ® Personal Reasons R
Ask
Other ® Senvice ®
droiic: Other Aquatic Activties ® Time Constraints ®
® Default Email Application
SMTP Sener Other Commitments ® ®
Progression to Squad ®
Enable SMS via SMS Global <}
®Yes O No Reducing Lessons ®
Senice b 4
Enable Connections via FileMaker Pro
#Allowed Connections Starting School ®
Taking a Break R
Weather ®
R

Defining Menu Items for the Exit Reason

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

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

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

File Edit View Inset Format Records Tools

“iv ' system Defaults Today's Date: 5/1/2018
Splash

Swim School Default Settings |

Detat Gy or All o Hocards I e— I —— I Student T ] shits Publc Holweys Fr— |
| Relatonship [ Hedcsl [ Entry 8 Ext I Referral

4. Select the Entry & Exit tab card.

Workng Toward Goss \

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

2 Splash - [m] x
File Edit V\.ew Inset  Format Records Teols
Wk System Defaults Today's Date: 5/1/2018 y
Splash b

Swim School Default Settings |

Documents, Bookn Student Lsts snifis Public Holdays
Default City For All New Records [ 1 [ y:

Custom Reports
Relationship [ Medical Entry & Exit ] Referral

Working Toward Goals

Default Paper Size

@At OUS Letter Define Menu Items for Define Menu Items for Define Mdnu Items for
) - Reason for Commencing Lessons Booking &Student Exit Reasons Family EXft Reasons
Allow Catchup Bookings

G L Water Safety ®I° Family Relocating ®I° Family Relocating ®I°
@Yes ONo
U Health & Fitness ® Financial ® Financial ®
@Yes ONo Have Fun ® Goals Met ® Goals bt ®
Newborn Activity ® Health Reasons ® Other ®
Compeition ® Injury ® Other Cmmitments x
Automatically Print Receipts
: :m ety B RacoRes ® Loss of Interest ® Persona| Reasons ®
= o
otner & senice ®
Email Method Other Aquatic Ativities ® Time Cohstraints ®
® Default Email Application
) SMTP Server Other Commitments ® ®
Progression to Squad ®
Enable SMS via SMS Global
®Yes ONo Reducing Lessons ®
Senice ®
Enable Connections via FileMaker Pro
#Allowed Connections Starting School ®
2
Taking a Break ®
Westher ®
x

NB: Delete an existing exit code by clicking the red cross to the right of the
relevant code.

Defining Menu Items for the Source of Referral

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

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

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

2 Splash

File Edit View Insett Format Records Tools

e v System Defaults

Today's Date: 5/1/2018
Splash

Swim School Default Settings |

Default City For All New Records [ Documents [ Bookings. | Student Lists I Shifts. Fublic Hoidays.
| Relatonship [ Medical [ Entry & Exit [ Referral

4. Select the Referral tab card.

Custom Reports |

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

7 Splash

- o x
File Edt View Inset Format Records Tools
#h%é * system Defaults Today's Date: 5/1/2018 &
Splash -
Swim School Default Settings I
T | Documens. Bookings Student Lists Shifis Public Holdays | Custom Reports |
| Relationship | Medical [ Entry & Exit Referral Working Toward Goals. |
Default Paper Size
@ A4 OUS Letter Define Menu ltems for Referral Sources
Allow Catchup Bookings Syicting Cient ®x |-
@®Yes ONo
Set Automatic Rollover of Bookings Family ®
®Yes ONo Local Newspaper x
Preschool E3
Radio E3
Automatically Print Receipts
2 - School X
Ask "
Signage X
e Televsion X
® Default Email Application
_) SMTP Server Yellow Pages ®

Enable SMS via SMS Global
®Yes ONo

A

Enable Connections via FileMaker Pro
#Allowed Gonnections
2

NB: Delete an existing referral code by clicking the red cross to the right of the
relevant code.

Defining Menu Items for Working Towards Goals

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

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

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

2 splash

File Edit View Inset Format Records Tools

“$h4% " system Defaults Today's Date: 5/1/2018 .
Splash "

Swim School Default Settings I

\ T [ Boskings [ St s s ‘ g

Default City For All New Records

| Relationship | Medical [ Entry & Exit | Referral Working Toward Goals

4. Select the Working Toward Goals tab card.

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

7 Splash

File Edit View Inset Format Records Tools

i+ system Defaults Today's Date: 5/1/2018 F.
Splash )

Swim School Default Settings I

T AT [ Documents [ Bookings. Student Lists Shifts Publc Holidays [ Custom Reports.

| Relationship. | Medical Entry & Exit Referral Working Toward Goals

Default Paper Size Define M e T
efine Menu ftems for

©®AL OUS Letter ‘Working Towards Goals

Allow Catchup Bookings Mastered M

®Yes ONo

Set Automatic Rollover of Bookings Leaming -

®Yes ONo Introduced 1

¥ R XX

A

Automatically Print Receipts
Ask i

Email Method
® Default Email Application
O SMTP Server

Enable SMS via SMS Global
®Yes ONo

Enable Connections via FileMaker Pro
#Allowed Connections
2

NB: Delete an existing goal status code by clicking the red cross to the right of
the relevant code.
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Defining Shift Times

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

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

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

27 Splash

File Edit View Insert Format Records Tools

MV ' System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Default Settings I

ety o AR i Documents Bookings Student Lists Shifis Fublic Holidays Custom Reports.

il
Define Shifts for Reporting Addshin S
Shift Name Start Time End Time
Default Paper Size

® A4 O US Letter Worning zo0am  1sepw B
Allow Catchup Bookings Aftemoon 200PH  f0sopl 3
®Yes ONo

Set Automatic Rollover of Bookings LIMITED
® Yes No

Helpdesk Support

Automatically Print Receipts Should you have questions of comments
7 v please contactthe author ofthis database.

For senice or helpdesk enquires please
Email Method conta
® Default Email Application

Computerize
SMTP Senver barbara@computeriz

Enable SMS via SMS Global Teteph
elephor

®Yes OMo Mobil
F

Enable Connections via FileMaker Pro
# Allowed Connections

SKYPE: computerize

www.computerize.co.nzicontact

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

Enter a Shift Name as well as the Start and End Time for the shift you are
creating. — ]

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

Bl
%™ create New Shift

Shift Name
Evening

Enter Start and End Times
Start Time 7:00 P

enarme [

d Cancel | Done \')

A

NB: It is important not to overlap shift times when creating new shifts. If a shift
begins at 3pm, the previous shift probably ends at 2:59pm.
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Editing an Existing Shift
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.

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

screen.
4. Simply overtype the Shift Name or Time to amend the details of an existing
shift.

2 Splash = o X
“‘# System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Default Settings ‘

T Documents Bookings I Student [ Lists Shits Publc Holidays | Custom Reporls

Ds;:::yil:l;smr Reporting o e Addsnie
® Yes Noe ... 1 I > - - = - - =k
Deleting an Existing Shift
1. Click the Preferences tools on the top right of your screen.
2. Select System Defaults.
3. Ensure Shifts is selected within the set of tab cards across the top of your
screen.
4. Simply click the red cross to the right of an existing shift.
2 Splash = o X

File Edit View Insert Format Records Tools

“‘# VIR System Defaults Today's Date: 5/1/2018 é
Splash

Swim School Defautt Settings I
T Documents Bookings I Student [ Lists Shits Publc Holidays | Custom Reporis

2
Define Shifts for Reporting Adashirt S
shift Name StarTime  EndTime

® A4 US Letter Morning 3:00 AM 1:59 PM

Allow Catchup Bookings Afternoon 2:00PM 10:59 P@

® Yes No
NB: After deleting a shift; existing sessions will retain their original shift
information.

Default Paper Size

Updating an Shift Information on Existing Sessions

Shift information is assigned when the start time is entered on the session record. If you wish

to update the Shift name for any existing session simply retype the start time in the relevant
session record/s.

See User Guide : Updating a Session
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Defining Public Holidays

Statutory holidays differ across all locations, this area of Splash allows you to record
upcoming public holidays or dates you venue may be closed. These dates are used to
calculate the number lessons within the block it falls.

NB: Statutory holidays may also be defined at the time of rollover.
Recording a Public Holiday

Statutory holidays may be entered via preferences or via the sessions file at the time a
rollover is completed. These instructions support recording a public holiday within the
preferences file.

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

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

4. Click once to the Add Holiday button to display the Create New Public

k4
File Edit View Insert Format Records Tools
J'ﬁ‘ﬁ System Defaults Today's Dafe: 5/1/2018 é
Splash
Swim School Default Seftings I
Default City For All New Records Documents Bookings. Student Lists. Shifts. Public Holidays Custom Reports.
AddHoliday S
e Date  Deseription Weekday
®© A4 OUS Letter 2601718 Australia Day Friday ®
Allow Catchup Bookings 300318 Good Friday Friday ®
O N
Ve (@ 310318 Easter Saturday Saturday ®
Set Automatic Rollover of Bookings
S e 10418 Easter Sunday Sunday ®
204118 Easter Monday Monday b 4
2504118 AnzacDay wenesday ¥
Automatically Print Receipts 12/06M8  Queens Birthday Tuesday b 4
2ok - 251218 Christmas Day Tuesday ®
Email Method 26112118 Boxing Day Wednesday ¥
® Default Email Application %

SMTP Server

Enable SMS via SMS Global
® Yes No

Enable Connections via FileMaker Pro
#Allowed Connections

5. Enter the statutory holiday name and the date it occurs.

I
& Create New Public Holiday

-

Holiday Name
Labuor Day

Enter the date of the holiday
Date

'4@ Cancel ‘ Done \) |

6. Click the Done button to save the information and return to the list of public
holidays.
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Defining a Custom Report

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

There are two types of custom reports:

e Reports — columns of data

e Graphs

Creating a Template for Custom Reporting

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

2. Select System Defaults.

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

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

2 splash

File Edit View Inset Format Records Tools

4§’ system Defaults

Splash

Swim School Default Settings

Default City For All New Records

Default Paper Size

@ a1 (OUS Letter
Allow Catchup Bookings
®Yes Mo

Set Automatic Rollover of Bookings
®Yes OMo

Automatically Print Receipts

Ask

Email Method
® Default Email Application
SMTP Server

Enable SMS via SMS Global
® Yes No

Enable Connections via FileMaker Pro
#Allowed Connections

2

- [m] x

Today's Date: 5/1/2018

Report Title

Summary by Class Name

Level 1 Summarize by Class Name |~
Summary by Instructor and Class Name
Level 1 Summarize by Instructor Name |
Summary by Instructor

Level 1 Summarize by Instructor Name |
Summary by Instructor and Weekday

Level 1 Summarize by Instructor Name |

Summary by Shift and Instructor

Level 1 Summarize by Shift i
sSummary b ay
Level 1 Summarize by Weekday i

Summary by Weekday and Class Name

Level 1 Summarize by Weekday 5

Summary by Wi

Level 1 Summarize by Weekday it

Level 2

Summarize by Weekday

2 Summarize by Class Name

Summarize by Shift

2 Summarize by Weekday

Summarize by Instructor Na

Summarize by Class Name

2 Summarize by Shit

Lists Shifts C

Add Report <=

Show Detail
 Level3 v
®
v Level3 v
v Level3 v
)
v Level3 v
®
me| v Levela i
)
v Level3 i
© Level3 v
© Level3 v

5. Step 1 : Use the drop-down menu provided to define the module your custom
report will appear in.

Il
“\¥ create New Report

Base Table
Sessions

Report Name

Summary by Instructor and Program

Specify Summary Breakdown

Level 1 Summarize by Instructor Name 3

Level 2 | Summarize by Program

Level 3

R Cancel

6. Step 2 : Enter the name you will use to identify this report when it is displayed
in the custom report menu.
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7. Step 3 : Select the summary groups which determine how the data will be
grouped and displayed within your report.

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

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

Deleting a Custom Report Template

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

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

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

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

27 Splash - o X
File Edit View Insert Format Records Tools
S04 * system Defaults Today's Date: 5/1/2018 é
Splash
Swim School Default Settings
T Documents Bookings Stugent Lsts snins Pubc Holdays Custom Reports
il
Display Custom Reports for AddReport =P

Report Title Show Detail
Default Paper Size
® A US Letter Summary by Class Name

O P Level1  Summarize by Class Name |~ Level2 Summarize by Weekday “ Level3

CACHOLD Summary by Instructor and Class Name ®

Set Automatic Rollover of Bookings
® Yes No

Level 1 Summarize by Instructor Name |~ Level 2 Summarize by Class Name |~ Level3

Summary by Instructor

Level 1 Summarize by Instructor Name |~ Level 2 Summarize by Shift “ Level3

Automatically Print Receipts Summary by Instructor and Weekday

Sk ’ Level 1 Summarize by Instructor Name |~ Level 2 Summarize by Weekday “ Level3

Summary by Shift and Instructor ®

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

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

Delete Custormn Report Class

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

OK | | Cancel

Defining User Access

A person (or role) should be defined as a user before they begin using Splash. Access
privileges define the operations that are available for each login. The user module contains
the access privilege settings for all Splash logins.

Access is divided into six categories; Add, Delete, View, Report, Export, and Messages.

When creating a user account, a tick in the box represents access to the selected function.
Leave the box empty if the user should not have access.
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9 splash
File Edit View Inset Users Format Tools
“User Accounts Today's Date: 5/1/2018 '\4\‘;
Splash
rto = T«
B
BARBARA SMITH |}
Allow Trial to
JOHN SMITH Tick the box to enable access to each function
UseriD 2
USER Name | Trial 4 ADD Records VIEW & EDIT REPORT FROM
Bookings ¥ Bookings [¥] Bookings [/
Usemame | Trial Seesions V] View Sessions V] Sessions [V
Students V] Edit /] Students [V
Eessnonly Trisl Families V] Students V] Families V'
Payments V] Fanmilies V] Payments V.
Classes V] DDICC Detail Classes V.
Set Default T d Y it . o r
s peRiiTEm Enayear s Instructors V] Instructors [V
Users V] Financial ¥/
DELETE Records EXPORT
Bookings [¥] *Import Records v
Sessions V] “Export Records V)
Students ] *Users must be able to
@A import & exportto
IRl ‘perform rollovers
Classes ! School Details MESSAGES
Instructors ¥1 Templates Send Email /]
Users V] Send shis Y]

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

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

9 Splash - o X
File Edit View Inset Users Format Tools
Today's Date: 5/1/2018 O\Q
Splash
rto = L S 4
3 Splash — o x
File Edit View Insert Users Format Tools
“User Account Today's Date: 5/1/2018 '\‘\\
Splash
s [+ BTETTE TR
ID  User Name First Name LastName Password Set Default Block/Year
g1 Barbara Smith Barbara Smith Yes
g2 Trial Trial
Q3 User User
Q@ 12 John Smith John Smith
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Creating a New User
1. Click the Preferences tools on the top right of your screen.
2. Select Users.
3. Click the Add User button to display the Enter New User Account dialog.

97 splash

File Edit View Inset Users Format Tools

#0684 User Accounts

Splash

Select User to View

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

=(F) x .

: 1, Enter New User Account

—

Students |

Today's Date: 5/1/2018

Allow John to

System Setup O

Name John 1 Smith Cross the box to enable access to the function
ADD Records VIEW REPORT FROM
User _John Smith Bookings [¥] Bookings [ Bookings [¥]
Sessions [v] View Sessions ¥ Sessions ¥
Password Pa$$word Students [¥] Edit Sessions [V Students [V
Families [¥] Students [+ Families [/
Payments [¥] Families [+ Payments [¥]
Set Default Term and Year at Startup Classes | | DDICC Details | Classes
Instructors || Payments 7| Instructars ||
Users [ Chnseall Financial [_]
Class Levels ||
DELETE Records e ] Klmmmgc‘?r‘:;'?
Bookings [ ‘— 7
Sessions [ Hhh. - *Export Records [ |
Financial ||

*Users must be able
to import & export to

Families [/ ] periorm roliovers
Classes Templates ] MESSAGE_S
Instructors School Details | Send Emall J
(oo Send s /]

Va& Cancal | Done %7

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

access to.
27 Splash - o X
File Edit View Insert Users Format Tools
% * User Accounts Today's Date: 5/1/2018 é
Splash
Select User to View = 4+ X e : D
BARBARA SHITH e
JOHN SMITH Tick the box to Bible access fo each function
TRIAL UseriD 12
USER Name  John ! smith ADD Records VIEW & EDIT REPORT FROM
Bookings V] Bookings [V Bookings V|
Userame  John Smith Seactonai/] View Seszion I Seeslonaily]
Students V] Edit V! Students v/
Password  P@SSword Families [¥] Students V] Families ¥/
Payments V] Families [/ Payments V!
Classes DD/CC Details V] Classes
SetDefault Term and Year at P Payments 7] Instructors
Users Classes Financial
Class Levels [

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

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

NB: At least one user account must have access to ADD Records for Users
otherwise you will not have access to modify or add future user accounts.

NB: The Import and Export functions must be selected if a user is required to
perform session or booking rollovers.
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Deleting a User
1. Click the Preferences tools on the top right of your screen.
2. Select Users.

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

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

screen.
2 Splash - o X
File Edit View Insert Users Format Tools
‘Sad%  User Accounts Today's Date: 5/1/2018 é
Splash
Select User to View [ x g0 <
BARBARA SHITH D
JOHN SMITH Tick the box to enable access fo each function
TRIAL UseriD 12
USER Name | john ! smith ADD Records VIEW & EDIT REPORT FROM
Bookings V' Bookings ¥/ Bookings ¥’
Username  John Smith sessions V] View Sessions [/ Sessions V)
Students /] Edit V] Students V.
Bbaward) P@ssword Families ] Students V' Families [V
pPayments V] Families [V Payments ¥/
Classes DDICC Details [7] Classes
SetDefsultTerm sndYesrat Instructors Payments V] Instructors
Users Classes Financial
Class Levels

5. Click once on the Delete User button

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

Delete User

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

| 0K || Cancel |

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

All instructors you wish to assign sessions to must be recorded in the instructor module. A
session cannot be assigned to an instructor/teacher unless the instructor/teacher has been
recorded and the appropriate class added to his/her list of Approved Classes.

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

2 Splash o X
File Edit View Inset Format Instructors Scripts Print Tools
i “ Instructors/Teachers Today's Date: 4/1/2018 P
Splash R
[ Fitter B Instructor Name: s = C<EH
Everyone Olactve:
Instructor
SotBy Full Name Approved for Classes Qualfications
Instructor ID
ToBeAdised e W it Barbara has been authorised to take the following classes:
Barbara Smith — — % |-
Lisa wilson
e Dated] Birth o Q DOL Dolphins ¥
avid Smi
Qq JEL Jeliyfish b 4
Brian Roberts Gender Female |~
Qq  PEN Penguin *®
Hary Sims Wedical
Qq  SEA Seals R
Qq  SHR Shrimps ®
Qq  STA Starfish ®
Qq  TUR Turtles ®
Contact Deals, Commens,
Address
Suburb
City PC
Contact Details
> Email | barbara@computerize co.nz
Home o
@Mum\e 027 2222082
Employment
In Case of Emergency senDate| 26817 |3
EndDate =

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

Each instructor record contains two tab cards:
e Approved for Classes

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

9 Splash - a x
File Edit View Insert Formst Instructors Scripts Print Tools
“#adi  Instructors/Teachers Today's Date: 4/1/2018 b
Splash -
Filter By Instructor Name: wE 4+ TR X g8 <>
Everyone O Actve
Instructor
SortBy Full Name - Status Active - Approved for Classes Qualfications I
Instructor ID BS
To Be Advised Nl Garbors 1] smith Barbara has been authorised to take the following classes:
i rar s SITARY q  Ass Assessment ® -
Lisa Wilson
. Date of Birth e Q DoL Dolphins ®
avid Smi
JEL Jelyfish
Brian Roberts Gender Female |~ 3 L *®
Q  PEN Penguin ®
Harry Sims Medical
Qq  SEA Seals *®
Qq  SHR Shrimps R
q  STA Starfish ®
q  TWR Turtles b e
Contact Detais Comments.
Address
Suburb
City PC
Contact Details.
Email | barbara@computerize.co.nz
Home (
€D wonite | 027 2222082
Employment
In Case of Emergency StartDate| 26/9117  [@
Name EndDate 5]
Telephone

Qualifications —this tabcard is used to record specific instructor/teacher qualifications and
their respective expiration date. First aid qualifications or teaching accreditations can be
recorded in this area of Splash.

2] Splash

- o x
File Edit View Insert Format Instructors Scripts Print  Tools
"Joh&¥ - Instructors/Teachers Today's Date: 4/1/2018 p
Splash -
Filter By Instructor Name: B E O T X e <5y
Everyone Clactve
Instructor
SontBy Full Name ~ Status Active ~ Approved for Classes | Qualfications |
Instructor ID BS
ToBe Advised
Eeraas Name  Barbara 1 Smith Qualification Obtained Expires
ibar o FirstAid 10017 |@|[Fonoz01e @)1~
Lisa Wilson
Date of Biftn Age m @
David Smith
Brian Roberts Gender Female |~
Harry Sims Medical
Contact Detais Comments
Address
Suburb
City PC

Contact Details
Email | barbara@computerize. co.nz
Home [«

€D wonite | 027 2222082
In Case of Emergency
Name

Telephone
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Displaying the Instructor/Teacher Form View

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

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

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

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

2. Select Instructors.

¥ Splash - o x
File Evdw(‘vi.ew Insert  Format Instructors Scripts  Print  Tools
“‘V " Instructors/Teachers Today's Date: 4/1/2018 é
Splash
Filter By Instructor Name: EE‘-‘——&—*—I <
3. Click once on the List View button displayed in the blue stripe at the top of
your screen.
4. The list of instructors/teachers will be displayed on your screen.
2} Splash - o b3
File En?\( ‘V\:e-w Insert Format Records Scripts Tools Window Help
4"0 Instructors/Teachers Today's Date: 4/1/2018 .
Splash
SonBy| Full Name ” L] + X &6 K

Telephone status
‘ 027 2222082 | Adive

D LastName FirstName Address

TBA Advised ToBe

| Adve

| | Actve

BS Smith Barbara

LW Wilson Lisa

DS Smith ‘ 027 27314897 | Active

BR Roberts Brian | | Actve

David ‘

LR L8 L4

HS Sims Harry ‘ | Active

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

Creating a New Instructor/Teacher

An instructor cannot be assigned to a session unless they have been registered in the
Instructor module, therefore new record should be created whenever the school employs a
new instructor/teacher.

1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.
3. Click once on the Add Instructor button displayed in the blue stripe at the top
of your screen.
¥ Splash - o x
“‘V " Instructors/Teachers Today's Date: 4/1/2018 é
Splash
Filter By Instructor Name: = @ X g6 4 <>
4. A blank Instructor/teacher entry form will be displayed on your screen.
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= —2 Enter New Instructor

—ar
Instructor ID must be
/ unique
Instructor 1D 15
Mame John Smith

Address | | |

Suburb
City

Contact Details

Email Select default
Telephone / telephone number
Mobile

Emergency Contact
Name

Telephone

Comments

StatDate  4/1/2018

d Cancel | Done \)]

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

6. Click the Done button when all relevant details have been entered.

7. The Instructor/teacher details screen will be displayed.

8. The final stage in creating an instructor is defining the classes he/she is
qualified to teach.

2 splash - o X
uﬁw *Instructors/Teachers Today's Date: 4/1/2018 é
Splash

Filter By Instructor Name: = + xX &6 « <

Everyone Active
Instructor =

SortBy Full Name < Status | Active \, Approved for Classes Qualfications
Instructor 1D | JS

To Be Advised

Barbara Smith

Name | John | Smith John has been authorised to take the following classes:

Date of Birth Age

Gender

Harry Sims Medical
John Smith

Defining Approved Classes for an Instructor/Teacher

Use the classes file in Splash to define which classes an instructor/teacher is qualified to
teach.

—_

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

Click once on class you wish to update.

L

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

File Edit View Inset Classes Format Scripts Print Tools

‘S - Classes Today's Date: 4/1/2018 p
Splash -
Select Class to View moE e XTee ———p
ASSESSMENT
SHRINPS Status  Active i Approved Instructors | Goals: Image | Colours
Class ID
TURTLES o
SENGUIN Class Dolphins The following instructors can take this type of class Date Approved
T Programm  School Age [~ X BS e Sire LI
STARFISH Classificati Lesson |~ Q DS David Smith m %
Location  Main Pool |~ Q W Lisawilson o %
RS Q TBA To Be Advised m R
Class Size 6 Class Level 7
DOLPHINS a[] o R
BR Brian Roberts
Ehspiay Eolauy Dolphins BS Barbara Smith
Red 90 DS David Smith
Green| 0 HS Harry Sims
JS John Smith
Blus 100 LW Lisa Wilson
TBATo Be Advised

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

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

7. The information will be saved as soon as you select another class or exit this
screen.

NB: The red cross is used to remove any instructor from the list.
Finding an Instructor/Teacher
Using the Find Portal
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

3. The Instructor/teacher details screen will be displayed.

9 Splash - o x

File Edit View Inset Format Instructors Scripts Print Tools

w i&i  Instructors/Teachers Today's Date: 4/1/2018
Y (4
Splash ‘

Filter By Instructor Name: mE TR % e <5y

Everyone O Active:
Instructor
SortBy Full Name 2 Status Active X Approved for Classes. Qualfications. |
Instructor D~ BS

To Be Avised
Name | Barbara 1 smith Qualification Optained Expires

Barbara Smith FirstAid 1mor7 @[ 10102019 @)~
Lisawilson
Date of Birth Age @ @
David Smith
Brian Raberts Gender Female |~
Harry Sims Medical
[ Contact Detais. Comments.
Address
Suburb
city PC

Contact Details
Email barbara@computerize co.nz
Home

@ Mobile | 027 2222082

In Case of Emergency
Name

Telephone

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

5. Using the portal on the left of the screen, click once on Instructor you wish to
display.
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Using the Find Command
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

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

9 Splash - [u] x

File Edit View Insert Format Instructors Scripts Print Tools

dw" i Instructors/Teachers Today's Date: 4/1/2018 &
Splash

Filter By Instructor Name: =+ X <Ky

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

A
F‘.L Search for an Instructor . .
! # cancel 1 ]“ Find Now ]

]

Contact Details

Emergency Contact

# Cancel “ New Request | |==Omit Records | constrain Set H Extend Sat H“FmdNow ‘

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

6. Click the Find Now button.

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

Updating Instructor/Teacher Details

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

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

Deleting an Instructor/Teacher Record

Records in Splash only need to be deleted if they were created in error. Retaining historic
information can be beneficial for reporting at a later date. If you need to delete an instructor
record you can do so from either the Instructor form view or the list view.

Deleting an Instructor from List View

2 Splash - o X

File Edit View Insert Format Instructors Scripts Print Tools

&U Wi Instructors/Teachers Today's Date: 4/1/2018 @
Splash

Filter By Instructor Name: =+ @ﬁ <D

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

2. When the correct instructor screen is displayed click once on the row
containing the instructor you wish to delete.
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3. Click once on the Delete Instructor button.

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

Delete Instructor

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

| oK || Cancel |

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

Deleting an Instructor from the Instructor/Teacher Form View
1. Click the Preferences tools on the top right of your screen.
2. Select Instructors.

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

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

2} Splash - a X
File Edit View Inset Format Records Scripts Tools Window Help

4‘“ * Instructors/Teachers Today's Date: 4/1/2018
splash

Filter By Instructor Name:

Everyone Active

SortBy Full Name Approved for Classes Quaiifications.

John has been authorised to take the following classes:

amy Sims Medical

John Smith

5. Click once on the Delete Instructor button

Delete Instructor

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

| OK || Cancel |

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

7. Click the OK button to delete the selected instructor or Cancel to return to the
Instructor/teacher screen without making a change.

Changing an Instructor/Teacher to Inactive

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

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

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

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

5. Update the Status field to the right of the Instructor ID on your screen.
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23 Splash - o X

File Edit View Inset Format Instructors Seripts Print Tools

‘#ab&¥ ** InstructorsiTeachers Today's Date: 4/1/2018 é
Splash

Filter By Instructor Name: = 4 X g6 O

Everyone Actve v
Instructor

B e : P T Gusincatons
Instructor ID S

E:

T B

Name | John 1| Smith John has been authorised to take the following classes:

LisaWilson

Date of Birth A
David Smith ge
Brian Roberts Gender

Harry Sims Medical

John Smith

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

Printing Instructor/Teacher Reports

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

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

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

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

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

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

|

- Dlx
& =] £l

Save asExcel SaveasPDF | Print  Print Setup

jow As: Extprevier p— ]

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

Message

Do you want to print the instructor listing?

| cance || poF | [ ok |

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

List of Instructors/Teachers

Instructor Name & Address Telephone Mobile
TBA To Be Advised 027 2222084
BS Barbara Smith 027 2222082

123 Any St,
Suburb,

Wellington 4001

Lw Lisa Wilson 04 237 8545
54 Wighfison Rd,
Taws,
Wellington 4081

0s David Smith Q27 27314887
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Defining Class Details

The Class Record

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

Approved Instructors — Use this area of the screen to maintain a record of which instructors
are qualified to take the selected class. Simply select the Instructor ID from the drop-down
menu provided in the next available row.

Class Goals — Displayed in the second tab card on the right of the screen; here you can view
a list of goals that students are aiming to achieve while they are in this class. The goals
displayed here relate to the class level you have selected on the left of the screen.

2 Splach - =] x
File Edit View Inset Classes Format Scripts Print Tools

S Classes Today's Date: 5/1/2018 p,
Splash
Select Class to View = 4 X g6 Ty
ASSESSMENT -
SHRIMPS Status  Active v Approved hstructors | Goals mage I Colours.
Class ID
TURTLES Do
PENGUIN Class Dolphins The following instructors can take this type of class Date Approved
JELLYFISH Progiamm Schaol Age = 3 BS Barbara Smith D %
STARFISH Classificati Lesson Q Ds David Smith m x
Location Main Pool Q o %
DOLPHINS q  TBA To Be Advised m ¥
ClassSize 6 Class Level 7
DOLPHINS & o ®

Display Colour Dolphins

Red 90
Green 0
Blue 100

Cost of Session
Costlethod  Cost Per Session
Default Cost $20.00 DD Cost $20.50

Comments

Class Colours — Displayed in the third tab card on the right of the screen; the colours portal
links to a colour wheel. It allows to you easily locate the RGB settings for any colour of your
choice. When defined on a class record, the colour is used to represent the class in the diary
or session listings.

7 Splash - [m] X
File Edit View Inset Classes Format Scripts Print Tools

‘S Classes Today's Date: 5/1/2018 é
Splash
Select Class to View =+ x o6 TS
ASSESSMENT ; ; ; _ _

SHRIMPS Status  Active - [ Approved Instructors | Goals mage ] Calours

TURTLES ClassID DOL

PENGUIN Class Dolphins

JELLYFISH Programm  School Age v N
JELLYFIS el

STARFISH Classificati Lesson ¥ CD OF [1C.<oF

Location Main Pool
DOLPHINS

ClassSize 6 Class Level 7 [ @
DOLPHINS

Display Colour Dolphins .
Red 90 s
Green 0

Cost of Session
CostMethod  Cost Per Session

Ny
Sz [100
Bif3s

R: [o0

e

G:’r
B:[i00

Add o My Co

Default Cost 520,00 DD Cost 20,50

Comments
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Displaying the Class Form View

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

2. Select Classes.

Y Splach

Splash

ASSESSMENT
SHRIVPS
TURTLES
PENGUIN
JELLYFISH
STARFISH

DOLPHINS

Select Class to View

File Edit View Insert Classes Format Scripts Print Tools

s v & Classes

wE O+ LR g

Status  Active -
ClassID DOL

Class  Dolphins
Programm  School Age -
Classificati Lesson -

Location Main Pool v

Class Size 6 Class Level 7
DOLPHINS

Display Colour Dolphins

Red 90

Green 0

Blue 100

Cost of Session
CostMethod  Cost Per Session
Default Cost 520.00 DD Cost 52050

Comments

Today's Date: 5/1/2018

.

Approved instructors.

Goals

Image.

Colours

The following instructors can take this type of class
Barbara Smith

Q

Q
Q
Q
Q

BS
DS

TBA

David Smith

ToBe Advised

Date Approved

m

B B8 88

b3 3% 3 3P

Listing Class Records

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

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

2. Select Classes.

2 Splash o X
File Edit View Insert Classes Format Scripts Print Tools
‘S Classes Today's Date: 5/1/2018 é
Splash
Select Class to View OE TR e Ty
3. Click once on the List View button displayed in the blue stripe at the top of
your screen.
4. The list of Classes will be displayed on your screen.
Y Splach o X
File Edit View Inset Classes Format Scripts Print Toels
$&¥ * Classes Today's Date: 5/1/2018 .
Splash :
SortBy Size % L] + X ée
D Class Name Level Programme: Classification Size Colour CostMethod $ DD
o poL Dolphins 7 School Age Lesson 6 | | Cost Per Session $20.00 $20.50
o JEL Jellyfish 4 School Age Lesson 6 | | Cost Per Session $20.00 $20.50
Q@ PEN Penguin 3 Preschool Lesson 8 | | Cost Per Session $20.00 $20.50
¥ SEA Seals 13 School Age Lesson 4 Cost Per Session $20.00 $20.50
Q SHR Shrimps 1 Parent & Child Lesson 8 | | Cost Per Session $15.00 $15.00
q STA Starfish 5 School Age Lesson 4 l Cost Per Session $20.00 $20.50
Q TUR Turtles 2 Parent & Child Lesson 8 l Cost Per Session $16.00 $15.00
Q ASS Assessment 0 Assessment Lesson 929 l Cost Per Session $0.00 $0.00
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NB: Click the magnifier beside the Class ID to display the corresponding data

entry screen.
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Creating a New Class

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

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

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

2. Select Classes.

7 Splash - [m] X
File Edit View Inset Classes Format Scripts Print  Tools

Jﬁu ‘" Classes

Splash

Select Class to View = @

3. Click once on the New Class button

Today's Date: 5/1/2018

X & >

4. Ablank Class entry screen will be displayed on your screen

= —al Enter New Class

Class ID sH

Class Name SHARKS

Programme
Classification
Location
Class Size Class Level
Display Colour SHARKS

Red 0
Green 0
Blue 0

Cost of Session
Cost Method

Default Cost DD Cost

Comments

# cancel Done &

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

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

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

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

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

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

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

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

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

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

Understanding How Costs Affect Rollover

All costs are copied to a session at the time the session record is created. When you perform
the rollover the cost for the new term is defined by the value displayed in the class file at the
time the rollover is perofrmed.

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

Defining Approved Instructors

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

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

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

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

2 Splash - o X

File Edit View Insert Classes Format Scripts Print Tools

“‘V ‘ Classes Today's Date: 5/1/2018
Splash

i
+-
®
&
A

Select Class to View

ASSESSMENT Status  Aclive v Approved instructors Goals Image. Colours

SHRIMPS

ClassID SH
Class  SHARKS The following instructors can take this type of class Date Approved

Programme . g BR Brian Roberls

@ %
Classification - q BS Barbara Smith m %
o R

STARFISH Location o Q :l

BR Brian Roberts
DOLPHINS ClassiSize Class Level BS Barbara Smith
DS David Smith
HS Harry Sims

J8 John Smith
TBATo Be Advised

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

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

7. The information will be saved as soon as you select another class or exit this
screen.

Defining Goals for the Class

The goals, which are displayed for each class, are defined by the class level which has been
assigned. If the goals are incorrect simply assign another level or update the goals in the
Class Levels area of Splash.
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1. Click the Preferences tools on the top right of your screen.
2. Select Classes.

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

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

5. Select the Goals tab card to view the goals currently assigned to the class.

2 splash - =] x
File Edit View lnset Classes Format Scripts Print Tools
S Classes Today's Date: 5/1/2018 p
Splash
Select Class to View = 4 X g6 >

ASSESSMENT

Status  Active v Approved Instructors Goals mage Colours
Class ID DOL

Class Dolphins Class Level | 7 DOLPHINS Goals Displayed Below Abbrev Code

Programme  School Age v 1 100mEgeachie Ho0ks

Classification  Lesson
2 100m Backstroke 100 Bk
Location Main Pool

DOLPHINS

3 50m Breaststroke 50 br
Class Size 6 Class Level 7

DOLPHINS 4 Butterlly Arms HipfnTs

Display Colour Dolphins

Red 90
Green 0
Blue 100

Cost of Session
CostMethod  CostPer Session

Default Cost $2000 DD Cost 520.50

Comments

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

Class Size 8 Class Level |[F

DO 1 sHRIMPS
2 TURTLES
3 PENGUIN

Display Colour

Dolphi

Red

o0 4 JELLYFISH
Green 0 5 STARFISH
Blue 100 f SEALS

| 7 DOLPHINS

7. Goals for this class will automatically appear when the class level is selected.

8. The information will be saved as soon as you select another class or exit this
screen.

Printing a List of Class Goals

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

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

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

4. The portal row will be highlighted to indicate the active record. The
information for the selected class will be displayed on the right of your screen.
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5. Select List of ... from the Print menu and select Class Goals from the pop-
out menu displayed.

2 Splash - o X

File Edit View Insert Classes Format Scripts Print
S Classes
Splash

Select Class to View = 4 X &6 >

Today's Date: 5/1/2018

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

7lu x
& =) B

SaveasBxcel SaveasPDF | Print  Print Setup

o £ Extpreves Soptpaused

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

Message

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

| conce || eoF | [ et |

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

Class Information for Dolphins (DOL)

Program : School Age
Classification : Lesson
Level : DOLPHINS

Size: 6
1  100m Freestyle 100 Fr
2  100m Backstroke 100 Bk
3 50m Breaststrake 50 br
4 Butterfly Arms BF Arms

Defining the Colour of a Class

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

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

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

The sample below shows green represented as R=46, G=148, and B=37.
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Approved Instructors Goals image: | Colours

Color Piols

GolorPicker i brought to you by Webpager, a ful service SEQ cory,,

< >

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

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

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

2 Splach - =] x

File Edit View Inset Classes Format Scripts Print Tools

W Classes Today's Date: 5/1/2018 y,
Splash
Select Class to View woE TR g U
ASSESSMENT
SHRINPS Status  Active i Approved instructors | Goals image Colours
ClassID DOL
TURTLES
PENGUIN Class Dolphins The following instructors can take this type of class Date Approved
R Programm  School Age |~ @ B8 Elarhars S o %"
STARFISH Classificati Lesson |~ Q DS David Smith o %
Location Main Pool ‘v Q = *
DOLPHINS. Qq TeA To Be Advised m %
Class Size 6 Class Level 7 o
DOLPHINS & ®
Display Colour Dolphins
Red 90
Green
Blue 100
Costof Session
CostMethod Cost Per Session
Default Cost $20.00 DD Cost $20.50

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

7. The information will be saved as soon as you select another class or exit this
screen.
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Finding a Class
Using the Find Portal
1. Click the Preferences tools on the top right of your screen.
2. Select Classes.
3. Using the portal on the left of the screen, click once on class you wish to view.
4

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

2 Splash - [u] X

File e Insert Classes Format Scripts Print Tools

X Classes Today's Date: 5/1/2018
Splash

&
Select Class 1o View = 4 . X g8 e
ASSESSMENT .
SHRIMPS Status  Active X Approved instructors | Goale | Image | Colours.
Class D poL
TURTLES
Dolphins The following instructors can take this type of class Date Approved
PENGUIN P
JELLYFISH School Age v q BS Barbara Smith oD X
STARFISH Classificati Lesson  Ds David Smith o %
Location Main Pool Q m &
DOLPHINS. Qq TBA To Be Advised m ¥
Class Size 6 Class Level | 7 o
DOLPHINS Q ®
Display Colour Dolphins
Red 90
Green
Blue 100
Costof Session
CostMethiod  Cost Per Session
Default Cost $2000  DDCost  $2050

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

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

File Edit View Insert Classes Format Scripts Print Tools

¥ Classes Today's Date: 5/1/2018
Splash

Select Class to View = 4 @ &% >

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

:ﬁSearch for a Class

13 Cancel ”0‘ Find Now I
e |

Cost of Session

| %8 cancel | 4= Hew Request | = Omit Records I | Constrain Set

1
I Extend Set | [“ Find Now

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

If one record is located the record will be displayed on the Class entry screen.
If multiple records are located the found set will be displayed in the list view.
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Updating Class Details
1. Use the Finding a Class button to locate the class record you wish to update.
2. If one record is located the record will be displayed on the Class form view.
3. Update any details as required.

Deleting a Class Record

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

Deleting a Class from List View

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

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

3. Click once on the Delete Class button.

7 Splash - [m] X

File Edit View Inset Classes Format Scripts Print Tools

SAE Classes Today's Date: 5/1/2018 é

Splash
Select Class to View =+ @ Y >

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

Delete Class

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

| OK || Cancel |

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

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

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

5. Click once on the Delete Class button.

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

Delete Class

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

OK | | Cancel
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Printing Class Reports

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

Printing a List of Classes

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

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

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

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

2 Splash - o x
File Edit View Inset Classes Format Seripts Print Tools
,
"l’“i' “* Classes Summaryof  *|  Class Goals Today's Date: 5/1/2018 é
Splash ChartShowing ~ *

Select Class to View =+ R Y <

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

7lu X
a B

Save as an
o Eutrrevien p—r

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

Message

Do you want to print the class listing?

| conce || poF | [ ok |

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

List of Classes

Max
Class ID Size Cost DD Cost Level Status
DoL Dolphins i1 520.00 320,50 7 DOLPHINS Active
JEL Jellyfish 8 520.00 F20.50 4 JELLYFISH Active
PENM Penguin & 520,00 520,50 3 PENGUIN Active
SEA Seals 4 $20.00 320,50 8 SEALS Aotive
SHR Shrimps 3 $16.00 316,00 1 SHRIMPS Active
STA Starfish 4 $20.00 $20.50 5 STARFISH Active
TUR Turiles 3 515.00 315.00 2 TURTLES Active
ASS Assessment g $0.00 H0.00 0 Active
EH EHARKS B SHARKES Active
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Defining Session Details

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

The Session Record

Each session record contains the following two sections:

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

2 Splash _ o x
File Edit View Insert Sessions Format Seripts Print Tools
Sy sessions Today's Date: 5/1/2018 é
Splash
Filter By: m = + W X & <o
Al .+ [#IMonday
:41Tuesaay Sessions Details
Al A -]}mzzsay ClassD | TUR SessionD | 3449 StartDate 8118 = EndDate 29MH& =l Fy—
[9]Friday Class Name  Turtles Q St Time | 4:30 P Weskday | Monday -
Jan - 2018 [¥Saturday Class Level 2 MaxmumSize 8 e I ol 2018 [.“,Addm,mp‘
[ Sunday Programme  Parent & Child No. of Lessons 4 Shift | Afternoon
30PM Tules Mo BR[ esson Frequency Weekly =
Jeliyfish Mo DS Cost of Session Location Leamners Pool = |Print WL J
Turtles Mo BR CostMethod |~ Cost Per Session Wit IDn Dotals
Penguin Mo BS Default Cost $15.00 DD Cost §15.00 Instructor BR | Brian Roberls Q
Default Total $60.00  DDTotal $60.00 fetspie
Turtles Mo BR
Jellyish Mo DS ;
1 Penguin Mo BS All Bookings Makeup | ‘Waiting List Goals. Comments. 1 Lesson Dates.
furtes o e Q Joanne Jones 2.9m BR #
Jellyish Mo DS
EE— Mo 88 Q Peter illiamsan 3_11m BR #
Turtles Mo BR
Jellyish Mo DS
Penguin Mo BS
Jellyfish Tue HS
J sh Tue HS
Jellyish Tue HS
M Starfish Tue HS
M Turtles 'e BR
M Turtles 'e BR
Turlles e BR
10 Turles & BR
230PM  Penguin We L
4:00PM  Penguin We L
430PH Penguin We L
500PH  Penguin we L
5:30PM  Penguin We L
Thu BR
Thu DS
Thu BR
== Maximum Size 8 CurrentBookings 2 Acive Makeup 0| Current Spaces 6

Catchups/Makeups — located in the second tab card on the screen. This area of sessions is
dedicated to the display of catchup/makeup bookings. Lessons are colour coded as follows:

Green = Lesson in Current Week
Orange = Future Lesson
Red = Past Lesson
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2 Splach - =] x
File Edit View Inset Sessions Format Scripts Print Tools
%4 sessions Today's Date: 5/1/2018 é
Splash
Filter By: wE o W X ¢ Ty
Al + [IMonday
"‘T':ed““d Sessions Details
[ achies oy ClassID TUR SessionID 3449 8118 = A S F—
Al [¥] Thursday S Start Date EndDate 291118 2|
[ Friday ass Name | Turtles Q StartTime | 430PM Weekday Monday .
Jan - 2018 [¥Saturday ClassLevel 2 MaximumSize 8 ot -Jan Year | 2018 [Jamr.m:up‘
4] Sunday
Y Programme | Parent & Child No.of Lessans 4 shift Afemoon
Classification  Lesson + Add Waitist
330PM  Turlles Mo BR|2 SR Lesson Frequency Weekly —
330PM Jellyfish Mo DS Cost of Session Location | Leamners Pool T WL ]
00PM  Turtles Mo BR CostMethod = Cost Per Session Instructor Details
400PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor BR Brian Roberts Q
2 Defauit Total 860.00 DD Total $60.00 H[aRpnage;
430PM Turtles Mo BR
£30PM Jeliyfich Mo DS .
E o 55 [ Al Boskings Hakeup Wating List Goals Comments. Lesson Dates
| Turles te BR Q Peter Williamson 311 151011
500PM Jellfish Mo DS
S00RM P g O Jasonsmi Y e
500PM  Penguin Ho BS
20PM Turtles Mo BR
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Waiting List — located in the third tab card on the screen. This area of sessions is dedicated
to display waitlisted students. This screen can be used add an additional waitlist student or to
transfer a child directly from the waitlist into the selected session.

Comments — located in the fourth tab card on the screen.
to the entry of comments. Comments can also be entered

your screen.

Y Splach - o X
File Edit View Inset Sessions Formet Scripts Print Tools
$ab4v * sessions Today's Date: 5/1/2018 é
Splash N
Fitter By: = 4w X g T
= . IMonday
MR sessions Details
Al ” :‘T“Leu“rx::“ ClassiD TUR |- SessioniD| 3449 Statpate 811118 B Endpate | 20118 ]
“IFriday Class Name  Turtles (&4 StartTime | 4:20 P Weekday | Wonday
Jan - 015 sarday Class Level | 2 MadmumSize & e | 2078
(=Y, Programme | Parent & Ghild No. of Lessons 4 shift | Afternoon
Turties T | S Lesson Frequency  Weekly -
W Jelifish Mo DS Cost of Session Location Leamers Pool % o Print WL
Turtles Mo BR CostMethod | GostPer Session ¥: Instructor Details
4:00PM  Penguin Mo BS Default Cost $1500 DD Cost $15.00 Instructor. BR | Brizn Roberts Q
Default Total $6000 DD Total $50.00 Telephone:
4:30PM  Turtles M Mo BR
4:30PM  Jellyfish Mo DS
s e I AllBookngs. I Wakeup Wating List Goals I Comments Lesson Dates.
o e to BR Q s01M8  JOSEPHzimmerman 0272222082 Andy ® o
00PM  Jellyfish Mo DS
T — o BS Q soe Robert Harper 0272222082 Edith Harper % &
Turtles Mo BR
5:30PM  Jeliyfish Mo DS

This area of sessions is dedicated
in the field at the lower centre of

Y Splach
File  Edit

e Insert Sessions Format Scripts Print Tools

S sessions
Splash
Fiter By:
A . IMonday
Y| Tuesday

[V Wednesday
[V Thursday

All

I Friday
Jan = 2018 /Saturday
V] Sunday
Turtles Mo BR|~

M Jelifish Mo DS
4:00PM  Turtles Mo BR
4:00PW  Penguin Mo BS
4:30PM  Turtles M Mo BR
4:30PM  Jeliyfish Mo DS
430PM Penguin Mo BS
Turties Mo BR
Jellyfish Mo DS
Penguin Mo BS

Turtles Mo BR
Jeliyfish Mo DS
Penguin Mo BS

Add a comr

+ ™ X 6

nt about the lesson here...

Today's Date: 5/1/2018

Sessions Details

ClassID TUR . SessioniD 3449 StatDate 8/1118 |5 EndDate 291118 5]
Class Name | Turties Q StartTime 430 Pl Weekday | Monday
Class Level 2 Maximum Size & e o |
RecEmnER Parorls hid No.of Lessons | 4 snin | Aferoen
Classification | Lesson Lesson Frequency | Weekly »
Cost of Session Location Leamers Pool - = Print WL
Costiethog  CostPer Session - BeucioDetass
Default Cost 1500 DD Cost $15.00 Instructor BR  Brian Raberts Q
Default Total $60.00 DD Total $60.00 Telephone:
| AlBookings | Makeup Watting List Goals Comments Lesson Dates.

Add a comment about the lesson here.

Goals — located in the fourth tab card on the screen. This area of Splash displays a list of
goals for the selected level. Each student enrolled in this session can be monitored against
these goals before progressing to the next level. Goals cannot be amended or deleted in this
screen. You must return to Class Levels to make any changes.
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2 Splash - a X
File Edit View Insert Sessions Format Scripts Print Tools
S - sessions Today's Date: 5/1/2018 b
Splash N
Filter By: wE 4+ wm X g6 1 <30
Al . IMonday
AR Sessions Details
m . ;;T’\:‘ejgzzjav ClassID TUR |~  SessioniD 3449 StartDate 81118 a EndDate 2911118 =]
IFriday Class Name | Turles & StaTime 430 PH Weskday | Wonday
Jan - 2018 ¥Saturday Class Level | 2 Maimum Size & | Jan Year | 2018
V] Sunday
Programme | Parent & Child No. of Lessons 4 Shift | Afternoon
M Turtles Mo BR|Z Classiication]) Lesson Lesson Frequency \Weekly L
M Jelyfish Mo DS Cost of Session Location Leamers Pool v - print L
OPM  Turties Mo BR CostMethod  CostPer Session ¥: Instructor Details
4:00PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor BR  Brian Roberts Q
Default Total 860.00 DD Total 560.00 Telephone:
4:30PM  Turtles M Mo BR
4:30PM  Jellyfish Mo DS
g =l AMBootngs I e Waking Lt = P T
fues &R 1 Happyinthe water HiW
Jellyfish DS
Free— " 2 Blowing bubbles and eyes under BBEyes
3 Front star float FFloat
Turtles Mo BR 4 Torpedo Torp
Jellyfish Mo DS
Penguin Mo BS
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Lesson Dates — located in the fifth tab card on the screen. Lesson dates allow you to define
default attendance codes which will automatically transferred to a booking when a new
booking is made e.g. a public holiday.

Listing Session Records

29 splash - o x
File Edit View Inset Sessions Format Scripts Print Tools
&y Sessions Today's Date: 5/1/2018 é
Splash b
Fitter By: EF W X e N
i + [“IMonday Add a comment about the lessor
Bdrnessis) Sessions Details
A B ;:"T’\:i‘ig:::av ClassID TUR |-  SessioniD 3449 StartDate  8/1/18 =} EndDate 291118 1 Fp—
@ Friday Class Name  Turties Q StartTime  430PM Weekday Monday
Jan - 2018 [¥Saturday ClassLevel 2 MaimumSize 8 oo -Jan Year 2018
L Programme  Parent & Child No.ofLessons 4 SNt Afernoon _L o
Turtles Mo BR|2 Classification  Lesson Lesson Frequency Weekly [
Jellyish Mo DS Costof Session P \liaamers Raol N = Print L
i Turties Mo BR Costhlethod | CostPer Session v Instructor Details
Penguin Mo BS Default Cost $1500 DD Cost $15.00 Instructor| BR | Brian Roberts Q
Defauit Total $60.00 DD Total $60.00 Ielepnane;
Turlles M Mo BR
OPH Jelifish Mo DS
M Penguin Mo BS ‘ All Bookings Makeup \Waiting List Goals Comments Lesson Dates
Turtles Mo BR
W Jellylish Mo ©S Spaces
M Penguin Mo BS anng i 5
B 15118 5
Turtles Mo BR 221118 5
i Jeliish Mo DS 20118 Car
M Penguin Mo BS
Jellyfish Tue HS

Each session record can be displayed in either form view or list view. List view displays all
records in the found set — see the bottom left corner of the screen for the size of the current

found set.

2 Splash - o X
File Edit View Insert Sessions Format Scripts Print Tools
R &
& sessions Today's Date: 5/1/2018 é
Splash -
SortBy | Instructor ~ m - 4+ T X g6 T<3F
D Class ID & Name ‘Weekday Start Date Time Instructor Size Booked Spaces  Block Year Location
qQ
Q
| K
R 3447 TUR Turties Monda; 81 330PM BR  Brian Roberts 8 1 7 Jan 2018 Learners Pool
Q TUR  Turties Monday 81118 400PM | BR 8 1 7 Jan 2018 Leam:
=S TUR  Tutles Monda anne s30Pu | BR s 2 a4 s 2018 | Leam =
R 3450 TUR Turtles Monday 81118 5:00PM BR  Brian Roberts 8 0 8 Jan 2018 Leamers Pool
q 3468 PEN Penguin Wednesday 101118 5:00PM LW Lisa Wilson 6 o 6 Jan 2018 Main Pool
Q 3469 PEN Penguin Wednesday 10/118 5:30PM LW Lisa Wilson & o 6 Jan 2018 Main Pool
DTsmaymghund set (68 outof 1156). v

screen.

NB: Click the magnifier to the left of the Session ID to display the data entry

NB: Display a list of students booked in any session by placing your mouse over
the number of bookings.

7 Splash

File Edit View Insert Sessions Format Scripts Print Tools
#4  sessions
Splash

SortBy Instuuctor % L]
D Class ID &Name

Q
<]
Q
Q

¢ 3447 TUR  Tutles

T
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X &6

Weekday

Monda

Start Date

8118

Time

3:30PM

Today's Date: 5/1/2018

Instructor Size Booked Spaces  Block  Year
Craig King (9_5m)
Hamish McDs
Jack McArthur (8.
Paul Fairbrother (8.
BR  Brian Roberts 8 1 7 Jan 2018

- o X
@
L4
i
Location
Leamers Pool
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Displaying a List of Sessions

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

7 Splash — o x

File Edit View Insert Sessions Format Scripts Print Tools

" 1" sessions Today's Date: 5/1/2018
Splash

Fifter By: I '|' W X &b >

2. The Session List View screen will be displayed.

Displaying a List of Sessions (from outside the Session screen)
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Session List icon

.
= Sessions 5
7]

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

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

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

2. Select the Session icon

@Essims &%

3. The Session form view will be displayed

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

sert Sessions Format Seripts Print Tools

S - Sessions Today's Date: 5/1/2018
Splash

Filter By: | — @ wm X & PO

5. The Add New Session dialog will be displayed.

Page 56 User Documentation — Splash V7.0



- Il Enter New Session Details

Class ID
Class Mame
Class Lavel

Programme

Classification

Sessions Details
Start Date

Start Time

Block

Mo. of Lessons
Lesson Frequency

Location

Cost of Session
Cost Method

Default Cost

Default Total

Instructor Details
Instructor

Comments | |

Dol |V Session D 3512

Dolphins

7

School Age

Lesson

8118 EndDate 291118

9:00 AM Weekday Monday

Jan Year 2018

4

Weekly v

Main Pool

Cost Per Session v
$20.00 DD Cost $20.50
$80.00 DD Total §82.00

TBA |~ ToBeAdvised

Telephone:

|

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

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

Instructor Details

Instructor D

BS Barbara Smith
BT Brian Thomson
DS Dave Smith

| TBA To Be Advised

Telephone:

Comments

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

Defining Comments for Display in the Daily Diary

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

9 Splash

- o x
File Edit View Insert Sessions Format Scripts Print Tools
w * Sessions Today's Date: 5/1/2018 é
Splash b
Filter By: W= 4+ ™m %X ¢ TS r
Al - [mMonday Add a comment about the lesson here...
[¥ Tuesday Sessions Details
Al - ::\T\;TZZZ?“ ClassID TUR |- SessionlD 3449 StatDate  3/1/18 = EndDate 20118 =
5 b Class Name  Tutties 53 startTime | 4:30 PM Weekday Monday
Jan v 2018 [4 saturday Class Level | 2 Maximum Size B i Year 2018
Elomcar Programme | Parent & Child No. of Lessons 4 shift  Afemoon
Turtles Mo BR|2 Cziicaton) Leoaon Lesson Frequency Weekly
0PN Jellyfish Mo DS Cost of Session Location Learners Pool i
400PH  Turlles Mo BR Costhlethod | CostPer Session 2 Instructor Details
4:00PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor| BR | Brian Roberts Q
PM_ Seals o TB Default Total $60.00 DD Total $60.00 Teiephone:
4:30PM  Turtles F Mo BR
0P Jeliish Mo DS
Penguin S 5o Al Bookings. | Makeup Waiting List Goals Comments. Lesson Dates
dumes Mo, BR Add a comment about the lesson here
Jellyish Mo DS
00PM  Penguin Mo BS
Turtles Mo BR
Jellyish Mo DS
M Penguin Mo BS
330PM Jellyfish Tue HS
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2. Enter the details you wish to have displayed in the diary in the comments field
of the session details screen.

Finding a Session
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Session Find icon

.
= Sessip
7]

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

| = Search for a Session -
ﬁ | #® cancel I 1“ Find Now ]

Sessions Details Current Bookings

Maximum Size
Jan 2018 Current Bookings %
Calchups Current Week

CurrentSpaces @

Cost of Sessions Catchups in Future %

Waitlisted Students <

Instructor Details
InstructorID & A Previous Session ID 3

#® cance + New Request | |==Omit Records. ‘ Constrain Set ‘ ‘ Extend Set ““ Find Now 1

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

5. Click the Find Now button.

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

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

Updating Session Details

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

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

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

1.
2.

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

Select the Session icon

9 Splash
File Edit View Insert Format Recerds Scripts
essions =
o6 = b - sessions
Splash
3. The Session data entry screen will be displayed, enter the criteria | #=*
Al Monday
for the session you wish to review in the filter fields at the top of e
'Wednesday
the portal list on the left of your screen. >
Friday
. . Jan v 2018 Saturday
4. Select the portal row that contains the class you wish to book
your student in to. 1 Tures o ek
1 Mo DS
. . . . . . M T s Mo BR
5. The portal row will be highlighted to indicate the active record. so0mm pengun
The details of the selected session will be displayed on the right R
Of your screen 4:30PM  Jelivfish Mo D8
2 Splach - a] X
File Edit V\.ew Insert Sessiens Format Scripts Print  Tools
S sessions Today's Date: 5/1/2018 ¢
Splash
Filter By: = + W X & U
Al . [¥IMonday
"T“ES“EV Sessions Details
Al 4 jTﬁiZZZyﬂay CiassID | TUR SessionID 3449 StatDate 81118 =] EndDate | 29HA6 =]
[ Friday Class Name  Turtles <3 Start Time | 4:30 P Weekday | Monday
Jan v 2018 ¥ Saturday Class Level 2 Maximum Size 8 Block | Jan Year | 2018
S Programme  Parent & Child No.of Lessons 4 Shift  Afternoon
330PM Turlles Mo BR Classinchull tessod Lesson Frequency Weekly
330PM Jellyfish Mo DS Cost of Session Location Leamners Pool
400PM  Turtles Mo BR CostMethod CostPer Session Instructor Details
4:00PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor | BR Brian Roberts qQ
Default Total $60.00 DD Total $60.00 fetspie
4:30PM  Turtles ?ﬁ Mo BR
430PM  Jellyfish Mo DS - - - - —
500PM  Turtles Mo BR @ Joanne Jones 2 9m BR 2
00PM  Jellyfish Mo DS
00PM  Penguin Mo BS [+3 Peter Williamson 3_11m BR #
q & @ Jasonsm 6_4rm BR #
206 Ghusies Moi BR q ¢ Peter Williamson 3.11m BR #
30PM  Jellyfish Mo DS
30PM  Penguin Mo BS
30PN Jellyfish Tue HS
00PM  Jellyfish Tue HS
301 Jellyfish Tue HS
M Starfish Tue HS
00AM  Turtles 'e BR
M Turtles 'e BR
Turtles e BR
Turtles & BR
330PM  Penguin We L
4:00PM  Penguin We L
430PM  Penguin We L
5:00PM  Penguin We L
530PM  Penguin We L
M Shrimps Thu BR
Thu DS
Thu BR
s Maximum Size 8 Current Bookings 2 Active Makeup 2 CumentSpaces 4

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

the class.

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

the Select a Student Portal.
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WY Splash - o X

File Edit View Insert Format Records Seripts Tools Window Help

‘ Sessions Today's Date: 6/1/2018 'jff
)

¥ Create New Booking

‘Sessions Details

StartDate 8118 =] EndDate 201118 =

30 P11 Weekday  Monday

Shift  Afernoon b
Enter all or part ofthe studentname to display fewer records. “ - = B it
Select the family name from the list below.

R Brian Roberis Q
Telephone:

Class Name
All
Instructor

Select a Student

3:30PN
330PW
4:00PW
4:00PI
4:30P0
4:30PM
430P0
4:30PI
5:00PM
5:00PI
5:00PI
5:15PI
5:30PM
30PN
5:30PI
9:304M
9:30AM
10:004
10:004
10:304
10:304  Turlles

11:00A  Turtles

11:004  Jeliyfish

11:004  Turlles

11304 Turtles

3:30PM Penguin
345PM Seals

400PM Jeliyfish Thu DS

Aplin Paulette 2.4m 0272222082 76 High St, Taw:

Vellington 4010
brown paul 2.2m 0272222082  345Nawhere St Brooklyn, Wellington 4003

Fairbrother Paul 8.8m 0272222082 56 Watt St, Tatahi Bay, Wellington 4012 Seals
Patterson Ann 1.5m 044786541 76 Kent St Newlands, Wellington 4008

Patterson debra 8.5m 044786541 76 KentSt Newlands, Wellington 4008 Jellyfish
Patterson Gaylene 57m 044786541 76 KentSt Newlands, Wellington 4008

Comments Lesson Dates

Patterson Sandra 1.7m 044786541 76 Kent St Newlands, Wellington 4008
Schwass Paula 5.0m 0272272082 123 Any St Wellington 6440 Turtles BR

BR
BR

® o @ oW

BR

Maximum Size 8 Current Bookings 2 Active Makeup 2 Current Spaces A

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

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

10.The Enter New Booking dialog will be displayed.

%Y Create New Booking X
™~ — = e
j —| Enter New Booking Details
| & —

Paula Schwass
0272222082
123 Any 5t, Wellington 6440

5_0m Female #Bookings This Black 2
Session Details

2449 TUR Jan

Turtles 2018

Brian Roberts

Learners Pool |v
4:30PM No.ofLessons 4
811 Manday 29118 |
Cost of Lessons Direct Debit Comments
Cost Per Session |V @ $15.00 Initial Cost $60.00
Discount Rate 10 Discount Type Percent |v Discount Applied $6.00
Credit Applied
Payment Due By 8/1/2018 | Walue of Free Lessons $0.00
Payment by Direct Debit  Yes |v

Balance Due  $54.00
Lpdate Direct Debit Details

Can ce'
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11.1f the student is not starting on the first day of block, update the start date and
the number of session.

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

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

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

2 Splash - o x
File Edit View Inset Format Records Scripts Tools Window Help
" sessions Today's Date: 6/1/2018 &
Splash
Filter By: = 4 Wm X 68 <
i . [ Monday
P e Ij;;:iua Sessions Details
” . B Y Class ID SessionID 3440 A/ e | 20M/ al [ 3|
Al i TUR StattDats 8118 B EndDate 291H3 | P
Instructor L] Friday Class Name | Turtles StartTime | 4:30 PM Weekday | Monday . e
. - |a
Jan - 2018 Saturday ClassLevel 2 MadmumSize 8 e I Year | 2018 | +Ads akeun
Block Year S Programme Parent & Child N sileoennn] A shift | Aternoon
330PM Turlles Mo BR Cassilcaton Lesan Lesson Frequency Weekly !
330PM  Jellyfish Mo DS Cost of Session Location Leamers Pool L = |Print WL |
400PM  Turtles Mo BR CostMethod = CostPer Session Instructor Details
400PM  Penguin Mo BS Default Cost $1500 DD Cost $15.00 Instructor| BR | Brian Roberts Q
Default Total $60.00 DD Total $50.00 Icienone
4:30PM Turtl # Mo BR
£30PM Jelifish Mo DS
EF e pr— o Al Bookings Mateup. Waitng List Goais Comments Lesson Dates.
500PM  Turtles Mo BR
@ Joanne Jones 2.9m BR #
S00PM Jellfish Mo DS
500PH Penguin Mo BS =R ©  Pauaschass o ERIY
Q Peter Williamson 3_11m BR #
530PM Turtles Mo BR Q& O asonom 6_an BR %
530PM Jellfish Mo DS = e S = 3
« eter Williamson 3 11m
W Penguin Mo 8S -
M Shrimps Thu BR
° Turties Thu DS
1 hrimps Thu BR
1 s Thu DS
10:30A  Shrimps Thu BR
10304 Tutles Thu DS
11004 Tutles Thu BR
11004 Jellfish Thu BR
11:0 T Thu DS
1130A TU S Thu DS
330PM Penguin Thu BS
4:00PM  Jellyfish Thu DS
Haximum Size 8 CurrentBookings 3 Active Makeup 2 CurentSpaces 3

Deleting a Session Record

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

Deleting a Session from List View

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

2. Click once on the row containing the relevant session record.

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

7 Splash - [m] X

File Edit View Inset Sessions Format Scripts Print Tools

w * Sessions
| = 4+ W @“

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

Today's Date: 6/1/2018 é

Filter By: « <>

Delete Session

Are you sure you want to remave the session for Jellyfish on
Monday?

| OK || Cancel |

4. Click OK to delete the record or Cancel to return to the session screen
without making a change.
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Message

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

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

Deleting a Session from the Session Form View

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

2. Select the Session icon
9 Splash

essions gy s i
@ Sl - sessions
; Splash

3. The Session form will be displayed, enter the criteria for the Fier by
session you wish to remove in the filter fields at the top of the S e
portal list on the left of your screen. > | <
4. Using the portal on the left of the screen, click once on session =
you wish to delete. W R
5. The portal row will be highlighted to indicate the active record. i;o'jm‘ Tt H E
The details of the selected session will be displayed on the right

4.30PM  Turtles M Mo BR
sh WMo DS

of your screen.

6. Click once on the Delete Session button.

2 Splash - o X

File Edit View Insert Sessions Format Scripts Print Tools

al*b‘ Sessions Today's Date: 6/1/2018
Splash

Fiter By: [ = F rr-@n <D

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

Delete Session

Are you sure you want to remove the session for Jellyfish on
Monday?

| 0K || Cancel |

Deleting a Group of Sessions

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

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

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

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

Delete Sessions

Are you sure you want to remove all 62 sessions from the list?
Sessions with bookings or waiting lists will not be removed.

| OK || Cancel |

NB: Sessions with bookings attached will not be deleted, however all remaining
sessions in the found set will be removed.
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Go to Related Bookings [Found Set]

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

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

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

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

27 Splash - o X
File Edit View Insert Sessions Format Scripts Print Tools
Sadi  sessions @ Today's Date: 9/1/2018 &
Splash
Roll Over Sessions to Next Block
SoREyY instructor - o S

ID  Class D &Name IrmEt=malin

Q 3475 DOL  Dalphins

weekday StartDate  Time Instructor Size Booked Spaces  Block  Year Location

Export Session Data

sunday 14118 G00PM  HS  HamySims 6 0 6 Jan 2018 Main Pool

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

2 splash — [m) x
File Edit View Insert Format Bookings Scripts Print Tools
S ~
S ' Bookings Today's Date: 10/1/2018 ?
Splash
SortBy  FirstName ¥ L] m X &8 « <>
ID  Student Name Age Class Name Weekday Start Time Instructor Block Year Location Started This Level
139 Anthony Apollo 5_0m Turtles Thursday 11118 11:00AM  Brian Roberts Jan 2018 Leamners Pool 8/6/2017
¥ 53 Benjamin Williams 4_3m Turtles Thursday 11118 10:00AM  David Smith Jan 2018 Leamers Pool 8612017
Q 164 Billy Jones o 5_8m Turtles Monday 8Mnns 4:00PM Brian Roberts. Jan 2018 Learners Pool 5/6/2017
q 73 Bruce Taylor 3_1m Shrimps Thursday 11118 9:30AM Brian Roberts. Jan 2018 Learners Pool BI6/2017
q 33 Caroline Thomson 2_9m Shrimps Thursday 11118 9:30AM Brian Roberts. Jan 2018 Learners Pool BIBI2017
X 138 Craig King 9_5m Seals Thursday 11118 3:45PM  ToBeAdvised Jan 2018 Main Pool 5612017
¥ 35 David King 3_11m Penguin Friday 12118 11:00AM  To Be Advised Jan 2018 Main Pool 962017

Update Class Details

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

Class details can be updated for a single session or for all sessions in the found set.
Updating Class Details
1. Use the Finding a Session function to locate the required sessions.

2. When the correct sessions are displayed on your screen select Update Class
Details from the Scripts menu.

2 Splash - o x
File Edit View Insert Sessions Format Scripts Print Tools
s sessions ol Over S st Block ‘ Today's Date: 11/1/2018 y
Splash

) e - Eierre EI TSy
3. The Update Class Details dialog will be displayed on your screen.

Click once on either the Found Set button or the Current
Record button.

Update Class Details

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

| Cancel ||Found Set| | Current |

NB: If there are bookings attached to the selected sessions also perform the following:
1. Select Go to Related Bookings [Found Set] from the View menu.

2. Splash will navigate to the Bookings list view, a list of all related bookings will
be displayed on your screen.
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3. When the correct bookings are displayed on your screen choose
Update...Session Details from the Scripts menu.

2 Splash - o x
File Edit View Insent Format Bookings |Seripts Print Tools
‘S  Bookings Today's Date: 10/1/2018 >
Splash g Credits b BalsnceDue y &
plas Locate Bookings with Payment Overdue — -
Sortey ™ FirstName M Achievements M StudentDetails G
ID  StudentName Start Time Instructor Block Year Location Started This Level

View Family Records [Found Set] Set Current Swimmers to Active

qQ 139 Anthony Apollo 11118 11:00AM  Brian Roberts Jan 2018 Leamers Pool 8612017
Direct Debit »

Q 53 Benjamin Wiliams Turties Thursday 111M8  10:00AM  David Smith Jan 2018 Leamers Pool 8612017
Send SMS &

Q 184 Billy Jones Turtles Monday 818 400PM  Brian Roberis Jan 2018 Leamers Pool 5612017
Send Broadcast Email

7 Bruce Taylor Shrimps Thursday 41M8  9:30AM  Brian Roberts Jan 2013 Leamers Pool 8/6/2017
Roll Over Bookings to Next Block

Q 33 Caroline Thomson Shrimps Thursday 11118 9:30AM  Brian Roberts Jan 2018 Learners Pool 816/2017
Export Booking Data

Q132 CraigKing Export Booking Balance Seals Thureday 111Me 345PM  ToBe Advised Jan 2012 MainPool 5/6/2017

Q 35 David King 3_11m  Penguin Friday 12118 11:00AM  ToBeAdvised Jan 2013 Main Paol 9612017

4. The Update Session Details dialog will be displayed on your screen. Click
once on the OK button.

5. Click the OK button to update all the found records.

Update Session Details

Are you sure you want to update the session information for
current bookings in the 46 of records?

cancel || Thisome | [ oK

Rolling Over Sessions

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

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

Rollover Sessions to Make a New Block

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

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

[
@essmns “
L

3. Go to the Scripts menu to select Rollover Sessions to Next Block.

2 Splash - o x
File Edit View Insert Sessions Format Scripts Print Tools
Update Class Details "
S  sessions Today's Date: 11/1/2018 P
Splash

Import Session Data
SortBy Instructor - Export Session Data x & 1<)

4. The Confirm Public Holidays dialog box will be displayed on your screen.
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*

= —a. Confirm Public Holidays

If there are any public holidays in the
coming block, please confirm they are
displayed below.

Date Description

25M2/2017 Christmas Day

26M2/2017 Boxing Day

17112018 MNew Years Day

2112018 Bank Holiday

26M/2018  Australia Day
#® cancel

| Add a Date

Weekday
Monday
Tuesday
WMonday
Tuesday

Friday

| Next &

5. Confirm all public holidays for the coming term are displayed. Click the Add a
Date button to enter any missing statutory holidays.

6. Click the Next button to progress to the next stage of the rollover.

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

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

-

i

ai. Roll Over Sessions

| would like to copy the sessions from:
Block | Dec

Year 2017

I would like to create new sessions for:
d

Block Jan

Lesson Frequency

A

<

Weekly

I would like to create new sessions for:

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

First
Lesson

8nnsa

9118

10118
11118
12HH18
13118
14118

B A 6B 8 68688

Final
Lesson

29118
30118
Mnne
25118
26118
271ne
28118

Perform the Rollover Now

& Cancel

Public No. of
Holidays Lessons
B 0 4
B 4
& 4
B 3
B 1 2
B 3
Bl |o 3

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

10.Enter the start date and end dates for each weekday of the new block. After
entering the Monday dates Splash will automatically fill the remaining dates.
Amend any date which is not displayed correctly.

11.Splash will automatically calculate the number of sessions that will be
conducted on each weekday.

12.Click the Done button.

13.Splash will display a dialog confirming the number of sessions that have been
located for the rollover. Click Yes to continue, or No to exit the rollover.
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Sessions Located for Rollover

68 sessions have been located for the rollover. |s this number
correct?

14.Splash will now copy the selected timetable into the next block. When the
process is complete the new timetable will be displayed on your screen.
Each record will contain with the same weekday, time, and instructor as the
copied block. The start date and term/year fields will be updated to display
the details of the coming term.

Roll over of Sessions Complete

Sessions for Block : Dec at have been rolled over into Block :
Jan. You are now ready to roll over the bookings.

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

Importing Session Data

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

« add new records from the source file

 update existing records with information from the source file

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

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

2. Select the Session List icon

.
bl Sessions

3. The Session List View screen will be displayed.
4. Select Import Session Data from the Scripts menu.

27 Splash — [m) X

File Edit View Inset Sessions Format Scripts Print Tools

Jﬂ‘w Sessions

Splash

Update Class Details

Today's Date: 11/1/2018

Filter By: Remove Filter

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.

Page 66 User Documentation — Splash V7.0



¥ Open File *
Lock n: | = USE DISK (G) ] @ e m
ﬁ' MName - Date medified Type
7 Feb sessions.frmp12 9/01/2018 1:47 PM  FileMaker
Quickaccess | pegical Infofmp12 17/12/20142:25PM  FileMaker
Desktop
m
Libraries
This PC
Lg >
Netwaork
AlFiles () File name: [Feb sessions fmp12 «|  [oeen ]
FileMaker Files (" fmp12;" fp7." fmpsl)
Tab-Separated Values (" tab:" bxt) Files of type FileMaker Files (" fmp 12" fp7;" fmpsl) v Cancel
Comma-Separated Values (" csv:"bx) D ——————
Merge Files (" mer)
Remote...
dBase Files (" .dbf)
XML Data Source...
ODBC Data Source
7. The Import Field Mapping dialog will be displayed on your screen.

8.

10.

11.

Import Field Mapping ? x

Source: Feb sessions.fmp12 Target: | Current Table ["SE_Sessions’) v

Source Fields Target Fields

ClassID = # Class|D
Instructor ID =p  # Instructor ID
Start Time =p # Start Time
Weekday =p ¢ Weekday
SessionID = ¢ Session|D
Frequency =¢ # Frequency

Attendance 1 =p ¢ Attendance 1

Attendance 10 =+ ¢ Attendance 10

L. Field Names Arrange by: [ [ast order "
Impaort Action Field Mapping
® Add new records = Import this field

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

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

In the Import Action area, choose the type of import to perform.

() Update existing records in found set

(") Update matching records in found set

x|

To add new records to the end of the target file — select Add New Records

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

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

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

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

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

To align a field, move the pointer over the ‘ icon next to a target field name

in the list. When the pointer changes to a double arrow =, drag the field to a
new location.

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

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

Exporting Records to Excel

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

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

3. Select Export Session Data from the Scripts menu.

¥ Splash -
a o x
File Edit Vi

w Sessions

Splash

Insert  Sessions Format | Seripts | Print Tools
Update Class Details

Today's Date: 11/1/2018

Filter By: Remove Filter <>

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.
¥ Export Recoras to File K
Saven: | USElDISK (5 | @& @
% Name . Date modified Type
Mo items match your search.
Quick access
| ~
Desktop EE
Libraries
This PC
@
Netwaork
< >
File name: Session Data ~ ‘ | Save
Save as type: Excel Workbooks (" xlsx) ~ ‘ Cancel
Tab-5 d Values ("tab;
e Cgmmz—péaer;‘:rates I-\;'easll_l"e;ﬁ' }csv)
DBF Files (*.dbf)
Merge Files (*.mer)
HTML Table Files (" htm)
FileMaker Pro Files {* fmp12}
XML Files \'xmli T
Excel Workbooks (" xlsx)
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.

Excel Options x

Use field names as column names in first row

Waorksheet: ||

Title:

Subject:

Author:

| Continue... H Cancel |

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

9. All fields displayed in the Field Export Order list will be exported.
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10.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.

Specify Field Order for Export

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

Current Layout ("SE_List")

v

Class Full Display

Class ID Display

Class Name Display
Comment Flag

glist View Text

gSort By Detail
Instructor ID Display
Instructor Hame Display
Location Display

Max Students Display
Mumber of Bookings Display
Session |D Display

Snarss Dicnlay

Move

Move All

Group by

{Unsorted)

Field export arder

Session D
Class ID

Clear All

Options
Cutput file character set:

Unicode [UTF-16)

|:| Apply current layout's data formatting to exported data

Cl

Program

Instructor 1D

Ll
#
&
# Classification
£
+
s

Instructor Mame

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.

Specify Field Order for Export

fields before moving the other

Current Layout ["SE_List’)

fields.

v

Current Layout ("SE_List’)
Current Table ["SE_Sessions’)

Related Tables
SE_BO_Bookings
SE_BO_Bookings Current
SE_CL_Class levels
SE_CL_Classes
SE_GO_Goal
SE_IC_Instructor Classes

SE_IN_Instructors

SE_IC_Instructor Classes Select Instructor

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

Group by

*

(Unsorted)

Field export order

Session 1D

Class ID

£

4+

4 ClassMame
4 Classification
+

Program

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.

(A= | v Session Datauxlsx - Microsoft Excel non-commercial use - [m] X
Home | inset  Pagelayout  Formulas  Data  Review  View c@o@x
= Sl = H =B ea— Do T EEFF -
o cut Calibri <o AL B SiwnapTet General ij} 3} Normal Bad e | Efhutasuny ‘7(? &a
53 Copy - A = - @ Fin - o
Paste Bl 5 u-|E- o A SAMergeaCenter| $ v % » | %8 % | Conditional Formet | Good Neutral — | Insert Delete Format Sort & Find &
- < Fomat painter e = B werg W% | Formatting - as Table - - T - 20t Fer- selea-
Clipboard Font Alignment Number Styles Cells Editing
Al - fe | Session ID -
A B c D E F G H 1 =
1 Session 1D 1 class D ClassName Classification Program Instructor ID Instructor Name Frequency Weekday
z 3448 SEA seals Lesson school Age TBA To Be Advised Weekly Monday
E] 3445 sEA seals Lesson School Age TBA To Be Advised Weekly Monday
s 3446 SEA Seals Lesson School Age TBA To Be Advised Weekly Monday
5 3447 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Monday
6 3448 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Monday
7 3449 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Monday
8 3450 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Monday
] 3451 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Monday
10 3452 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Wednesday
11 3453 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Wednesday
12 3454 TUR Turtles Lesson Parent & Child BR Brian Reberts Weekly Wednesday
13 3455 TUR Turtles Lesson Parent & Child BR Brian Roberts Weekly Wednesday

Printing Session Reports

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

Printing a List of Sessions

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

1.
2.

incorrect repeat step 1)

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

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

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

pfe Records Tools

Pages

SE_PRT List

—ln x
a Bl

Print  Print Setup

View As: Exit Previen Saript paused [[Gontinue |

&

Save as Excel Save as PDF

2
Total

Layout:

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

Print Report

‘Would you like to print the list of Sessions?

| concet || eoF | [ ennt |

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

List of Sessions 2 -

Class s

Weekday Time  Session Class Name Instructor Size :E =
Monday 345 PM 3444 Seals Tao Be Advised 4 4 4]
Maonday 4:30 PM 3445 Seals Tao Be Advised 4 Q 4
Monday 515 PM 3446 Seals Tao Be Advised 4 1 3
Maonday 3:30 PM 3447 Turtles Brian Roberts 1 1 T
Monday 4:00 PM 3448 Turtles Brian Roberts ] 1 T
Maonday 4:30 PM 34449 Turtles Brian Roberts 8 3 4
Maonday 5:00 PM 3450 Turtles Brian Roberts 1 a 1
Monday 5:30 PM 3451 Turtles Brian Roberts a8 a a8
Wednesday 9:00 AM 3452 Turtles Brian Roberts 1 2 G
Wednesday 9:30 AM 3453 Turtles Brian Roberts B 4] B
Wednesday 10:00 AM 3454 Turtles Brian Roberts 1 a 1
Wednesday 10030 AM 3455 Turtles Brian Roberts B 4] B
Thursday 9:30 AM 34585 Shrimps Brian Roberts 1 3 5
Thursday 10000 AM 3457 Shrimps Brian Roberts ] 3 &
Thursday 10030 AM 3458 Shrimps Brian Roberts 1 Q 1
Thursday 11:00 AM 3450 Turtles Brian Roberts ] 2 5]
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Printing a List of Sessions by Instructor

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

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

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

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

2 splash - o x
Fie €t View Inset Sesons Fomat Scrpts

Sessions Today's Date: 9/1/2018

po v
Splash

Sze Booked Spaces Block  Year  Location

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary by Instructor and Weekday w4

Step 2 ChooselUpdate Report Summary Groups
Group 1 ‘Summarize by Instructor Name

Group 2 Summarize by Weekday
Group 3

Show Detail [¥]

Step 3! Enter Report Title
ReportTitle  syummary by Instructor and Weekday

Step 4: produce Report |I]

@ Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Exit Previen Seript paused

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

Would you like to print the selected report?

| cance || poF | [ Pt |

9. Click Print to print the report or Cancel to return to your original screen
without printing.
Print Report by Instructor (Show Detail)

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

Summary of Sessions - @
Summary by Ingtructor and Weekday & of ) E _E' E C;::g =
Sessions g 3 ﬁ é‘. Sizge  Full
Barbara Smith 11 & 0 T2 0.5 9%
Monday 5 & 0 24 12 20%
330 PM Mon Penguin BS k] 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Mon Penguin BS 1 5
5:00 PM Mon Penguin BS ] [}
5:30 PM Mon Penguin BS [+] g
Sunday 1] 48 0.0 0%
:00 AM Sun Turtles BS +] &
:30 AM Sun Turtles BS +] B
10:00 &AM Sun Turtles BS ] ]
10:30 &M Sun Turtles B3 o 5
11:00 &AM Sun Turtles BS o -]
11:30 AM Sun Turtles BS o -]

Print Report by Instructor (No Detail)

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

Summary of Sessions 2 » E. .
Summary by Instructor and Weekday # uf : E -E E Clasg 0
Sessions & o0 o Size Full

|E|arba.ra Smith 11 6 0 72 05 9% |
Manday 3 G o 24 1.2 20%
Sunday & 45 0.0 0%

|Briﬂn Roberts 14 18 1 95 1.1 14% |
Manday 3 T 1 34 1.0 13%
Wednesday 4 2 o 30 0.5 6%
Thursday 3 9 0 k3| 1.8 23%
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Printing a List of Sessions by Weekday

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

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

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

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

27 Splash — o pe
File Edit View Insert Sessions Format Scripts Print Tools
J'ﬁ‘ﬂ Sessions ummary of Today's Date: 9/1/2018 y
4
Splash
Sorty Instrucior v w + W X g% <3

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Weekday

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Weekday

Group 2

Group 3

Show Detail [+

Step 3: enter Report Title
ReportTitle  summary by Weekday

Step 4: Produce Report |I]

d Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Exit Previen Seript paused

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Weekday (Show Detail)

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

Eumma?' 3: S:jssions @ EE_ e Avg
T Se:s?;ns Iu E 'E g Cla_s.s Fﬁ:;
@m OO w Size

Monday 18 M 1 92 11 19%

345 PM Mon Seals THA 4 a

4:30 PM Mon Seals THA 0 4

515 PM Mon Seals THA 1 3

330 PM Mon Turtles BR 1 T

4:00 PM Maon Turtles BR 1 T

4:30 PM Mon Turtles BR 3 4

5:00 PM Mon Turtles BR o] B

5:30 PM Mon Turtles BR o] B

330 PM Mon Jelhyfish oS o] ]

4:00 PM Mon Jellyfish (5351 k] 3

430 PM Maon Jelhyfish o0s o] ]

500 PM Maon Jelhyfish os o ]

Print Report by Weekday (No Detail)

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

Summary of Sessions 5 4 E. " Avg
Summary by Weekday ¥ uf : g -E 5 Class ag
Sessions o a4 - Size Full
|Mondaq.r 18 21 1 92 114 19% |
|Tu esday 4 6 0 16 15  33% |
|w=u nesday g 3 0 59 0.3 5% |
|Thursda'g.r 10 14 0 66 1.4 18% |
| Friday 1 2 0 64 0.2 3% |
| Sunday 16 16 00 0% |
Total Reported 6B 46 1 413 0.6 11%
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Printing a Summary of Sessions by Class Name

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

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

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

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

2 Splash - o X
File Edit View Insert Sessions Format Scripts Print Tools
Gag, List of » | ~
4‘*“ " Sessions | Summaryof | Today's Date: 9/1/2018 é
Splash Chart Showing ~ *
SortBy | Instructor v ] + C<H

Date  Time Instructor Size Booked Spaces  Block  Year Location

D ClassID & 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 Instructor and Weekday
Step 2 = Group 1 set to Summarize by Instructor,
Group 2 set to Summarize by Weekday
Step 3 = Report Name set to Summary by Instructor and Weekday

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

¥ Produce Summary Report O
Edit Tools

Specify Report Format

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

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

Group2 Summarize by Weekday
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Class Name

Step 4: produce Report ok &

R Cancel

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

& a £l

- lu X
Saveas Excel SaveasPDF | Print Print Setup

Lovout:[SEFRT Sy etal_+] iew A Biterevien scrptpaused SR

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

User Documentation — Splash V7.0 Page 75



Print Report

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Class Name (Show Detail)

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

Summary of Sessions - @ A
Summary by Class Name #of | E _E' E Cla:g =
Sessions 8 3 ﬁ & size Full
Jellyfish 9 5 0 49 0.6 9%
Monday 5 3 0 2r 08 10%
330 PM Mon Jellyfish DE ] g8
4:00 PM Mon Jellyfish D5 k] 3
4:30 PM Mon Jeltyfish D5 ¥] 3]
5:00 PM Mon Jellyfish DS [¥] G
5:30 PM Mon Jellyfish DE ] g8
Tuesday 3 2 0 16 07 1%
330 PM Tue Jellyfish HS [¥] G
4:00 PM Tue Jellyfish HE 2 4
4:30 PM Tue Jeltyfish HS W] g8

Print Report by Class Name (No Detail)

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

Summary of Sessions 2 » E. 0 Ay
Summary by Class Name 2 l]f ! & -E g Clasg ag
Sessions :B a ] - Size Full

‘ Dolphins 1 6 00 0% |
Sunday 1 [ 0.0 0%

‘Jelhrfish 9 5 0 49 06 9% |
Monday 3 3 0 27 0.5 10%
Tuesday 3 2 i} 16 0.7 11%
Friday 1 [ 0.0 0%

Penguin 14 9 0 105 0.5 8%
Monday 5 5] i} 24 12 20%
Wednesday 3 1 0 29 02 3%
Friday 4 2 i} 22 0.5 8%
Sunday 5 a0 0.0 0%
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Printing a Summary of Sessions by Instructor

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

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

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

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

2} Splash - o X
File Edit View Insert Sessions Format Seripts Print Tools
G List of > | @
S - sessions Today's Date: 9/1/2018 é
SPIash Chart Showing ~ *
SortBy | Instructor - [ + (RSN

Cimtom Repon Date  Time Instructor Size Booked Spaces  Block  Year Location

D Class ID & 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 Instructor
Step 2 = Group 1 set to Summarize by Instructor Name,
Group 2 set to Summarize by Shift
Step 3 = Report Name set to Summary by Instructor

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Instructor

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Instructor Name

Group 2 Summarize by Shift
Group 3

Show Detail

Step 3: enter Report Title
Report Title  symmary by Instructor

Step 4: Produce Report |I]

d Cancel

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

|
7l|:| X
a 3]

Saveas Excel SaveasPDF | Print Print Setup

Lovout:[SEFRT Sy etal_+] iew A Biterevien scrptpaused SR

&

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Instructor (Show Detail)

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

Summary of Sessions . @ A
Summary by Instructor # ?r , E g E Cla:g %
Sessions 2 3= 2 size Full
Barbara Smith 11 6 0 T2 0.5 9%
Afternoon 5 & 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Mon Penguin BS 1 5
S:00 PM Mon Penguin BS o [}
530 PM Mon Penguin BS o [}
Merning 6 48 0o 0%
.00 AM Sun Turtles BS o B
930 AM Sun Turtles BS [¥] B
10:00 AM Sun Turtles B3 o] B

Print Report by Instructor (No Detail)

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

Summary of Sessions 2 & E. .
Summary by Instructor #of ! s ;: E Clasg ag
Sessions & o0 o Size Full

|E|arha.ra Smith 11 6 0 72 05 9%|
Afternoon 5 i o 24 1.2 20%
Maming B 45 0.0 0%

|Hriﬂl1 Roberts 14 18 1 95 1.4 14% |
Afternoon 5 7 1 34 1.0 13%
Maming 9 11 ] 61 1.2 15%

|Elavid Smith 14 8 0 94 06 s%|
Afternoon 9 3 o 38 0.3 6%
Maming 5 5 ] 35 1.0 13%

|Hﬂrr1r Sims 10 6 0 52 06 13%|
Afternoon 10 i o 32 0.6 13%

Page 78 User Documentation — Splash V7.0




Printing a Summary of Sessions by Weekday

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

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

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

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

2} Splash - o x
File Edit View Insert Sessions Format Scripts Print Tools
&oaE List of "
S - sessions Today's Date: 9/1/2018 é
Splash Chart Showin
<5

SortBy Instructor - =

Custom Report

D Class ID & Name Time Instructor Size Booked Spaces  Block  Year Location

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Weekday and Class Mame

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Weekday

Group 2  Summarize by Class Name
Group 3

Show Detail

Step 3: enter Report Title
ReportTitle  symmary by Weekday and Class Mame

Step 4: Produce Report |I]

d Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Layout: [SE_PRT Summary Detall_~|  View As: Exit Previen Seript paused [[Contnue |

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

Would you like to print the selected report?

| cance || poF | [ Pt |

11.Click Print to print the report or Cancel to return to your original screen
without printing.
Print Report by Weekday (Show Detail)

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

Summary of Sessions & @ A
Summary by Weekday and Class Name # ?f , E E E Cla:g o,
Sessions 3 a E 2 size Full
Monday 18 Fal 1 92 1.1 19%
Jellyfish 5 3 0 21 0e 0%
3:30 PM Mon Jellyfish D5 o g
4:00 PM Mon Jellyfish D5 3 3
4:30 PM Mon Jellyfish D5 o g
5:00 PM Mon Jellyfish D5 o g
5:30 PM Mon Jellyfish D5 o g
Penguin 5 6 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Mon Penguin BS 1 5
500 PM Man Penguin BS o [}

Print Report by Weekday (No Detail)

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

Summary of Sessions g » E. ¢ A
Summary by Weekday and Class Name # uf E E -E E Clﬂsg a
Sessions & o0 & Size Full

Monday 18 21 1 92 1.4 19%
Jelbyfish 5 3 o 27 0.5 10%
Penguin 3 [ o 24 1.2 20%
Seals 3 5 ] T 1.7 42%
Turtles 3 7 1 34 1.0 13%

|Tu esday 4 6 0 16 15  33% |
Jelyfish 3 2 o 16 0T 11%
Starfish 1 4 0 0 4.0 100%

|Wed nesday 9 3 0 59 03 5% |
Penguin 3 1 0 29 0.2 3%
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Print Chart Showing Summary of Bookings by Class Name

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each class type for the found set of records. The report can be customised
to include exits.

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

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

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

2 Splash - o X
File Edit iew Insert Sessions Format Scripts Print  Tools
o List of v "
WAL sessions summaryof | F Today's Date: 9/1/2018 ¢
splash Summary of Bookings by Class Name
Summary of Bookings by Weekday
SontBy | Insiructor - i + 5

Summary of Sessions by Weekday and Class Name == = e T TS
¥ T Jan 207E

1D Class ID & Name
3510 TUR — Turies Summary of Sessions by Weekday and Shift Daad S

Q 3511 TUR  Turtles G e David Smith 8 ) 8 Jan 2018

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

Step 1 : choose Existing Report Format
Report Name Summary of Bookings and Spaces v

Step 2: ChooselUpdate Report Summary Groups
Group1  Summarize by Class Name v

Step 3: enter Report Title
Report Title  Summary of Bookings and Spaces

Step 4: produce Report oKk ¥

# cancel

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

iu -

Save as Excel eas
SE_CHT_Summary of Bu., ~ xit Previen Script paused [ Continue |
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Summary of Sessions

M Bookings | Spaces

260 260
240 240
220 220
200 200
180 180

wy

£ 160 160

3

E 140 140

w

w 120 120

=]

o

= 100 100
80 80
60 60
40 40
20 20

Dolphins Jellyfish Penguin Seals Shrimps Starfish Turtles

Summarize by Class Name

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

Print Report

Would you like to print the selected report?

| conce || eoF | [ ennt |

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

Print Chart Showing Summary of Bookings by Weekday

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each weekday for the found set of records. The report can be customised
to include exits.

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

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

3. Select Chart Showing ... from the Print menu and select Summary of
Bookings by Weekday from the pop-out menu displayed.

¥ Splash - o X
File Edit View Insert Sessions Format Scripts Print | Tools
g List of » -
A% sessions S O Today's Date: 10/1/2018 .
Splash Summary of Bookings by Class Name

Summary of Bookings by Weekday
Sotgy Instructor - = + <O

D Class ID & Name Sy el Sy s St ructor Size Booked Spaces  Block  Year Location
Summary of Sessions by Weekday and Shift
Q@ 3475 DOL  Dolphins Harry Sims 6 0 6 Jan 2018 MainPool
Custom Chart
o e

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.
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¥ Produce Summary Report — m} X
Edit Tools

ﬁ Specify Report Format

Step 1 : choose Existing Report Format

ReportMame  Summary of Bookings and Spaces |V

Step 2: Choc Report y Groups
Group 1 Summarize by Weekday | i

Step 3: enter Report Title
ReportTitle  symmary of Bookings and Spaces

Step 4: produce Report ok ¥

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).

- lD X
a | &
Save as Excel Saveas PDF Print  Print Setup
Layout: [SE_CHT_Summary of ... +] Viewds: = — i [ ExtPreview Script paused [{GontGE |
Summary of Sessions
W Bookings [l Spaces
130 130
120 120
110 110
100 100
20 90
£ s 80
2
= 70 70
wn
w B0 60
5]
o
S s0 50
40 40
30 30
20 20
10 10
0 " 0
Monday Tuesday Wednesday Thursday Friday Sunday
Summarize by Weekday

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

Would you like to print the selected report?
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9. Click Print to print the report or Cancel to return to your original screen
without printing.

Print Chart Showing Summary of Bookings by Weekday and Class Name

This report displays as a graph; it shows the number of bookings for each weekday within
each class for the found set of records.

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

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

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Class Name from the pop-out menu displayed.

27 Splash — [m) x
Sessions Format Scripts | Print Tools

(gl List of 3 -

% Sessions S D Today's Date: 10/1/2018 y,

Splash Summary of Bookings by Class Name

o
SortBy Instructor e [ L <>
ID_ Class ID & Name ructor Size Booked Spaces  Block  Year Location
55 ] Turlles Summary of Sessions by Weekday and Shift ¢ Bnan Koberts B U g Jan 2078 T Leamers Fool

Q 3488 PEN  Penguin R o V Lisa Wilsen 6 0 [ Jan 2018 Wain Pool

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

¥ Produce Summary Report O
Edit Tools

]@Specify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary by Weekday

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Class Name

Step 3: Enter Report Title
ReportTitle  summary by Weekday

Step 4: produce Report

R Cancel
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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).

|
—lu x
a [

B &
ages Save as Excel Saveas PDF Print  Print Setup
Layout: [SE_CHT_Summary of B... ~| View As: Exit Previen Script paused
Summary of Sessions

M Monday Tuesday W Wednesday W Thursday M Friday Saturday W Sunday
9 9
g8 8
7 7
6 6

i

@

T 9 5

=

w

%5 4 4

o

=
3 3
2 2
| I I I |
0 : . ] . 0

Jellyfish Penguin Seals Shrimps Starfish Turtles
Summarize by Class Name

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

Print Report

Would you like to print the selected report?

| cancet || eoF | [ prnt |

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

Print Chart Showing Summary of Bookings by Weekday and Shift

This report displays as a graph; it shows the number of bookings within each shift for each
weekday for the found set of records.

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

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

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Shift from the pop-out menu displayed.

27 Splash - O X
File Edit View Insert Sessions Formet Scripts Print Tools
List of >
w Sessions Summary of v Today's Date: 10/1/2018 é
splash Summary of Bookings by Class Name -
Summary of Bookings by Weekday
SortBy Instructor & " - 4 (RS )
1D Clasgs ID & Name ‘ uctor Size Booked Spaces Block Year Location
@ 3461 JEL  Jeliylish ‘ [ Lisa Wilson 6 1 5 Jan 2018 | MainPool

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

User Documentation — Splash V7.0 Page 85



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

6. Amend the grouping options at Step 2 if required and click the OK button.

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Weekday

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift

Step 3: Enter Report Title
ReportTitle  summary by Weekday

Step 4: produce Report

l #® cancel l

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).

—lu x
& =] £l

Saveas Excel SaveasPDF | Print  Print Setup

SE_CHT_Summry of B... ~ Exit Preview Script paused [[Continue |
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Summary of Sessions
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Summarize by Shift

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

Print Report

Would you like to print the selected report?

| cancet || poF | [ Pt |

9. Click Print to print the report or Cancel to return to your original screen
without printing.
Printing a Custom Report

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

Displaying the Custom Report Dialog

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

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

3. Select Custom Report ... from the Print menu.

9 Splash — o pe
File Edit View Insert Sessions Format Scripts Print Tools
$dé  sessions Today's Date: 11/1/2018 ¥
Splash S
Songy| nstructor ® o6 <>

ID  Class D &Name Weekday StartDate  Time Instructor Size Booked Spaces  Block  Year Location

4. The report writer will be displayed on your screen.
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k| Produce Summary Report m}
Edit Tools

ESpecify Report Format

Step 1 : choose Existing Report Format

Repor Mame | Summary by Instructor and Class Name | > |

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Instructor Name

Group 2  Summarize by Class Name

Group 3
Show Detail

Step 3: enter Report Title
ReportTitle  symmary by Instructor and Class Name

Step 4: produce Report

3 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.

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

Step 2 ChooselUpdate Report Summary Groups
Group 1 ‘Summarize by Instructor Name

Group 2  Summarize by Class Name
Group 3

Show Detail < |

Defining a Summary Report (Show Detail)

Information in the report below has been grouped by the categories defined above, however
this time Show Detail in Report has been selected.
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Summary of Sessions E -
Summary by Instructor and Class Name # of ! € E : Avg 0,
Sessions -] E 'E E C!;i: Full
2] [ E] 7]
Barbara Smith 1 6 0 T2 0.5 9%
Penguin 5 & 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Momn Penguin BS 1 5
SO0 PM Maon Fenguin BS o 5]
530 PM Mon Penguin BS o L]
Turtles 6 48 0.0 0%
.00 AM Sun Turtles BS o] ]
.30 AM Sun Turtles BS o &
10:00 AN Sun Turtles BS o] ]
10:30 AM Sun Turtles B3 [#] ]
11:00 AM Sun Turtles B3 o] ]
11:30 &AM Sun Turtles BS o B

If you wish to include detailed information about each session in your report, click the Show
Detail in Report button.
Defining a Summary Report (No Detail)

The sample report below demonstrates the use of the summary levels. Drop-down menus
have been provided to assist you in structuring your report.

Summary of Sessions g » E. T
Summary by Instructor and Class Name # uf ! E -E E Clasg s
Sessions :nn a a a2 Size Full

‘Elarbara Smith 1 6 0 72 05 9%|
Penguin 3 & 0 24 1.2 20%
Turiles & 48 0.0 0%

‘Elrian Roberts 14 18 1 95 1.1 14%|
Shrimps 3 & o 18 20 25%
Turtles 11 12 i 77 09 1%

‘David Smith 14 12 0 90 0.9 13%|
Jellyfish 5 7 o 23 14 23%
Turtles g 5 1] 67 08 7%

‘Harnr Sims 10 14 0 4 14 m-'.|
Dolphins 1 1 o 3 1.0 17%
Jellyfish 3 4 o 14 13 22%
Penguin 3 3 o 25 1.0 17%
Starfish 1 4 o 0 40 100%
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Defining Student Details

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

The Student Record

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

¥ Splash — o x
File Edit View Inset Formst Students Scripts Print Tools
o Students Today's Date: 11/1/2018 .
Splash '
Fifter By Student Name: Remove Fitter EE X e ———
¢ [lAdive Status Actve  |v | ContactPeople | 3Other Family Members | Addiional information
Display FirstName StudentID | 12
Bobby Thomsan 5_10m |~ Name | Jacob smith Q Q@ Lucas Smith 5.7m  Penguin "
brenda thomas 2_7m
Preferred Jake R SamSmith )
Bruce Taylor aim @ Nicholas Smith 6.3m  Turtles
Caroline Thomson 2.9m Date of Birth  22/7/2012 Age 5_5m
- 1 Gender Wale
Georgia Taylor 5_9m
T Medical AlowPhoto Yes |~ (&)
Ropert Thomson 6.3m Comments
simon thomas 8_om X
Tony Zelish 5.2m
Tracey ODonnell 34m
Bookings | Catehups. Waiting List Achievements. | Correspondence. Comments/Custom
Total Enrolments (1) BlockiYear
Q O 1oms The o 3:30PM Jacon (Jake) Smith Penguin Jan 2018 2
Q O 100148 Wed 400PM Jacab (Jake) Smith Penguin Jan 2018
@ O 6M217  Wed 40P Jacob (Jake) Smith Penguin Dec 2017
@ O 4M247  Mon  330PM Jacob (Jake) Smith Penguin Dec 2017
q ® 6T Won 330 P Jacob (Jake} Smith Penguin Nov 2017
q R’ 817 Mon 400 PM Jacab (Jake) Smith Penguin Nov 2017
Q O 21017 MWon  330PM Jacod (Jake) Smith Penguin oct 2017
Q O 40817 mWon  330PM Jacob (Jake) Smith Penguin sep 2017 -
Reason for Lessons Exit Reason
& FirstSwim 57617 Exit Date o LastSwim | 311118
Age First Swim 49 Age Last Swim 55

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

card.

Contact People | 3 Other Family Members. ‘

Additional Information

Primary Contact

Name  Wartha Taylor
Relationship  Mother
Email computerize@sxira.co.nz
Default Telephone 0272222082
Mobile 0272222082

Other Contact
Name

Mobile

Q
E

o

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
left of the Mobile telephone number. The SMS button will only be displayed if the

client has a mobile number recorded.
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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. Exited bookings are also displayed in the list, however they are
colour coded for easy identification. Navigate quickly to a selected booking by clicking the

magnifier to the left of the required booking.

27 Splash
File

ew Insert Format Students Seripts

4 ' students
Splash

Filter By Student Name:

Remove Filter
t [ Active

Display FirstName o

Bobby Thomson 5.10m |~
brenda thomas 2.7m
Bruce Taylor 3im
Caraline Thomson 2.9m
Georgia Taylor 5_om
Robert Thomson 6.3m
simon thamas 8_om
Tony Zelish 5_2m
Tracey ODonnell 2.4m

Print  Tools
wE O+ X ée
StudentID 13
Name Jacob Smith

Preferred  Jake

Date of Bifth 227712012 Age 5_5m
Gender Hale
Wedical

Comments

Bookings [ Catehups
Total Enrolments (1)
@ 110118 Thu  3:30PM
@ 100118 Wed  4:00PM
@ 61217 Wed  4:00PM
@ aH21T Mon 330 PW
Qq ® 6T Mon 330 PM
Q ® 61117 Mon 400 PM
@ 21017 Men  2:30PM
< 40917 Mon  3:30PM
Reason for Lessons
&y Frstswim s
Age First Swim 49

Wating List

\ s

Jacob (Jake
Jacab (Jake
Jacab (Jake
Jacab (Jake
Jacob (Jake
Jacob (Jake
Jacab (Jake
Jacob (Jake

smith
Smith
Smith
Smith
Smith
Smith
Smith
smith

- o X
Today's Date: 11/1/2018 é
————p
Status  Active X Contact People Other Famiy Members Additional Information
Q@ Lucas Smith 5_7m Penguin o
Q  Sam Smith 6_3m
Q@ Nicholas Smil 6.3m  Tuttles
Allow Photo Yes | [[S)
Correspondence. Comments/Custom
BlockYear
Penguin Jan 2018 &
Penguin Jan 2018
oy Dec 2017
Penguin Dec 2017
Penguin Nov 2017
Penguin Nov 2017
Penguin ot 2017
Penguin Sep 2017 -
Exit Reason 0
ExitDate = LastSwim  31HH8
Age Last Swim 55

Catchup and Makeup Lessons — Displayed in the second tab card; this card displays past,
current, and future makeup lessons. Each lesson is colour coded for easy identification of

status.

2 Splach - o x
File Edit View Inset Format Students Seripts Print Tools
" Students Today's Date: 11/1/2018 é
Splash -
Filter By Student Name: Remove Filter wo= + W X g6 T
I [l Active Status Active |~ | ContactPeople | 3 OtwerFamiyMembers | Addtonalinformation
Display First Name - StudentD 13
Jack McArhur 3_6m Name | Jacob Smith Q  Lucas Smith 5.7m  Penguin
Jacob (Jake) Smith 5.5m
ko) - Preferred Jake Q  Sam Smith 6.3m
james gill 2.4m Q  Nicholas Smith 6.3m  Tuttles
James Jones _3m Date ofBith 227712012 Age 5.5m
James Wilson 4_0m o waid
Jamie Anderson 3.6m
Jamie watiing 4_10m Wedical Allow Photo Yes |~ [[&]
Jane White 7_m
JanetKimble 7_3m Comments
Jared Bradley 5_6m *
Jason Smith 6_4m
Bookings Catchups Waiting List Achievements Corespondence Comments/Custom
Qq & 190118 Fri Penguin Jan 2018 -
Qq & 120112 Fri Penguin Jan 2018




Waiting List — Displayed in the third tab card; Waiting List displays a list of all sessions the
student is currently waitlisted on. Remove the student from a waiting list by clicking the red
cross on the right of the row you wish to remove

2 Splash - o X
File Edit View Inset Format Scripts Print Tools
E " Students Today's Date: 11/1/2018 &
Splash 3
Fiter By Student Name: Remove Filter wE 4+ T X ée T
jac [ Active Status  Active ~ | Contact People 3 Other Family Members Addiional Information
Display FirstName StudentID | 12
Jack MeArthur g_6m |~ Name | Jacob Smith Q Q@ Lucas Smith 57m  Penguin &
Jacob (Jake) Smith 5_5m
() - Preferred  Jake Q  Sam Smith 6_3m
@ Nicholas Smith 6.3m  Turlles
Date of Birth  22/7/2012 Age 5_5m
Gender Male
Medical - AlowPhoto Yes |~ (&)
Comments
Bookings Catehups Wating List Achievements Correspondence Comments/Custom
Weekday Class Block  Year
Q110118 i 1100 AM Penguin ToBe Avised Jan 2018 o
Can only swim Fridays from January 2018

Achievements — Displayed in the second tab card; Achievements displays a history of 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.

¥ Splash — o x
File Edit View Inset Format Records Scripts Tools Window Help
E " Students Today's Date: 11/1/2018 &
Splash 3
Fiter By Student Name: Remove Filter wE 4+ T X ée T
t [Adive Status  Active ~ | Contact People 3 Other Family Members ‘Addiional Information
Display FirstName StudentiD 13
Bobby Thomson 5_10m |~ Name | Jacob Smith Q Q@ Lucas Smith 57m  Penguin &
brenda thomas 2_7m
= Preferred Jake R SamSmith )
Bruce Taylor aim @ Nicholas Smith 6.3m  Turtles
Caroline Thomson 2.9m Date of Birth  22/7/2012 Age 5_5m
EAISSIEND Gender sl
Georgia Taylor 5_9m
Thom 2.7m Medical - AlowPhoto Yes |~ (&)
Robert Thomsan 6.3m Comments
simon thomas 8_om X
Tony Zelish 5_2m
Tracey O'Donnell 3_4m
Bookings Catchups Wating List Achievemenis Correspondence Comments/Cusiom

PENGUIN 1 Blowing Bubbles Eyes Under o

PENGUIN 2 Freestlye kick with board

PENGUIN 3 Atorpedo

PENGUIN 4 4cicleams

PENGUIN 5 BackKick
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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.

27 Splash
File Edit View Inset Format Students Scripts Print Tools
A% students
Splash
Fiter By Student Name: RemoveFiter | 1n = 4 T X &8
jac ClAcive
Display FirstName StudentiD 13
Jack HeArthur 86m |~ neY Jacon i Q
Jacob (Jake) Smith 5 5m
Preferred  Jake
Date of Bith  22/7/2012 Age 5_5m
Gender Male
Wedical
Comments.
Bookings Catcnups
Q011 Lefter Jacob Smith
Q10118 Booking Barbara Smin

- o X
Today's Date: 11/1/2018 é
T
Status  Active X Contact People 3 Other Famiy Members Additional Information
Q@ Lucas Smith 5_7m Penguin o
Q  Sam Smith 6_3m
Q  Nicholas Smith 6.3m  Tuttles
Allow Photo Yes | [[S)
Waiting List Achievements Correspondence ] Comments/Custom

Creats Corresponcence  f
Happy Birthday S 2

Swim School lultiple Booking Confirmation

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.

2 Splach

File Edit View Inset Format Students Seripts Print Tools

w Students

Splash
Filter By Student Name: Remove Filter L
jac [ Active
Display First Name StudentD 13
Jack Hchrthur 86m |~ Pl lacob
Jacob (Jake) Smith 5.5m
Preferred Jake
Date ofBitth | 227772012
Gender Male
Wedical
Comments
Bookings

W X &

Smith Q

Age 55m

Catchups.

- o x
Today's Date: 11/1/2018 p
LA
L e
Stats Adie |- | ConactPeople | 3Other FamiyMembers | Addtionallnformation
Q Lucas Smith 5.7m  Penguin
Q samsmih 6.3m
Q@ Nicholas Smith 6_3m Turtles
Allow Photo Yes |~ [[3)
Watting List Achievements Correspondence Comments/Custom
Mums Occupation
Dads Occupation _Electrician
Custom Text3
Custom Text 4
Custom Text5
Custom Date 1 |m
Gustom Date 2 |m
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Listing Student Records

Each record in your database can be displayed in either form view 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.

¥ Splash - o X
File Edit View Inset Format Students Scripts Print Tools
‘S - students Today's Date: 11/1/2018 .
Splash
SotBy Coniact Name i (] L J R &6 <>
ID  LastName FirstName Age Address Contact Discount Telephone Last Swim (Date / Class)
Q 13 Smith Jacob 5_5m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 10% Percent 0272222082 3nne Penguin
X 15 Smith Sam 6_3m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1.5% Percent 0272222082
Q17 Smith Nicholas 6_3m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1% Percent 0272222082 251118 Turtles
Q19 Smith Jason 6_4m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 8118 Turtles
x
Q 23 Anderson Jamie 3_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 291118 Jellyfish
—
Q 27 zimmerman Zac 10_0m 786 another road, Parirua, Wellington 4008 Andy zimmerman 10% Percent 0272222082 29118 Seals V|
Q
Q 31 Anderson sally 3_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10%  Percent 0272222082 251118 Shrimps v
Q 33 Thomson Caroline 2_9m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 0272222082 251118 Shrimps
Q = King David 3_11m 46 Brooklyn Rd, Brookiyn, Wellington 4008 Nathan King 10% Percent 0272222082 2611118 Penguin vl
Q a7 Brown Celia 5_1m 345 Nowhere St, Brooklyn, Wellington 4009 S8am Brown 10% Percent 0272222082
¥ 39 White Jane 7_1m 76 Moorefield Road, Johnsonville, Wellington 4001 Julie White 10% Percent 0272222082 300118 Starfish v
Q 41 Smith Phillip 6_1m 89 Roberta Road, Tawa 4008 Daniel Smith 10%  Percent 0272222082 291118 Penguin Vi
X 85 Jessop William 4_9m 180 Essex St Ngaio, Wellington 4007 Tony Jessop 10% Percent 04 4783215 251118 Turtles
Q 87 Robinson Barry 3_11m 46 Hillcrest Road, Johnsonville, Wellington 4007 Nicola Robinson 10% Percent 0272222082 31118 Penguin
Displaying all (Total of 97).

v

e NB: Click magnifier to the left of the Student ID to display the data entry screen.
Displaying a List of Students (from Student Details)

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

¥ Splash - o x
File Edit View Inset Format Students Scripts Print Tools

Iﬁ‘ i Students Today's Date: 12/1/2018
Splash

Filter By Student Name: Remove fiter | X &6 >

2. The Student List View screen will be displayed.

Displaying a List of Student (from outside Student screen)
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
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

Osmaents &%

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.
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27 Splash
File Edit View Insert Format Students Seripts Print Tools

Filter By Student Name:

&  students
Remove Fiter | = @

Splash
5. The Add New S

A~

P

Today's Date: 12/1/2018
L)

tudent dialog will be displayed.

Enter New Student Details

Student Name
Benjamin { Taylor

Ben

Date of Birth ~ 5/8/2014

Female ® Male

Reason for Lessons Water Safety | I

Rollover Bookings  yas v
Family Details
> &%
Discount Rate Type ~
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 screen. The student
surname will automatically be copied to the filter field and all existing families

with a matching

surname will be displayed.

-~

b Select a Family
Taylor Martha
# cancel

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

“ Filter:  Taylor

0272222082 78 Main St, Tawa, Wellington 4010 Georgia, Bruce, denise

9. If the family you require is listed, simply click the line displaying the required

family name.

If the required family is not displayed, click the Cancel button and go to the
family file to create a new family file.
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10.After selecting a family 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 detail

screen.

% Splash

= Age First Swim

Age Last Swim

- o
File Edit View Insert Format Students Scripts Print Tools
#adé - students Today's Date: 15/1/2018 ¢
Splash b
Filter By Student Name: Remove Filter B E 4+ m X éb <>
pr— Dladive Status Active |~ | CovisctPeope | 3 OtherFamiyMembers | Addtionalnformaton
39304

Display First Name Stgeotin ramary Contact
Jacob (Jake) Smith 58m |~ Name | Benjamin Taytor Q Name  Martha Taylor Q
Jason smitn o4m Preferred  Ben Relationship  Kother |~
Jennifer Smith 2_9m
John Smit 5.7m Date of Birth | 5/8/2014 Age 3.5m > Email computerize@xira.conz
Lucas Smith 5.7m et e Default Telephons 0272222082
Nicholas Smith 6.3m Mobile | 0272222082 (5]
Phillip Smith 6.1m M v =

Medical Allow Photo Yes (0] Ot Contart
Sam Smith 6.3m

Name
william Smith 7_11m Comments
Mobile
Bookings. ‘ Makeup Waiting List Achievements Carrespondence Comments/Custom

Total Enrolments () Block/Year

Reason for Lessons  \Water Safety Exit Reason

& Fistsem Exit Date B  LastSwim

Finding a Student

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

=
Studg

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

Page 96

-~
Search for a Student
)

Discount Rate @

Automatically Rollover Booking =

DiscountType &
Credits Owing &
Payment Authority Held 2

|3§ Cancel l

|d)- Hew Regquest |— Omit Records.

Status &
Allow Photo A
Student Birthday
Wonth % o

Day of Month = &

Bookings

Custom Fiekis

First Swim Date @

Last Swim Date @

Total Family Baokings | &

Highest Booking Level | &

Reason for Lessons |

ExitDate | &

ExitReason @

Constrain Set H Extend Set HﬁﬁndNuw }

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

field/s.
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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.

Inserting a Photograph

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

2. When the correct student screen is displayed click once in the Camera icon.

2
nsert  Format Students Seripts Print  Tools
Students Today's Date: 15/1/2018 é
Splash
Fitr By Student Name: Remove Fiter TE# X o6 —
smith Active Status  Active ~ | Contact People 3 Other Family Members ] Additional Information |
Display FirstName StudentD | 39304
Jaceb (Jake) Smith 5.5m Name  Benjamin Taylor (=3 Q  denise taylor 1_1om
Jason Smith 6_4m el Ben Q  Bruce Taylor 3_1m  Shrimps
Jonnter S ] Q  Georgia Taylor 5.9m  Penguin
Date of Birth  5/8/2014
27 Insert Picture
Lucas Smith 5_Tm e R
Nicholas Smith 6_3m Look in: |  USB DISK (@) vl @2 @
Phillip Smith 6im Wedical Name - Date modified Type <
Sam Smith 6_3m *
R (& image(1)jpeg 20A1/20177:59PM  JPEGFi
william Smith 7_11m Comments Quick access (8] image(?)jpeg e ———
vl (& image(3)jpeg 2/11/20177:59PM  JPEGFi
(8] image(4)jpeg 2/11/20177:59PM  JPEGFi
Desktop & image(5).jpeg JPEGFi
&l image(6) jpeg JPEG Fi
(o] (& image() jpe JPEG Fi
Libraries [ ima e 50 PM _@REGE]
- (& ima. S9PM  IPEGF:
L,Q W ima e JPEG Fi
This PC (& image(11)jpeg JPEGFi
) (&l image(12)jpeg JPEG Fi
L'q’ JPEG Fi
e 2/11/201T7:59PM  JPEGFi
20/11/20177:59 PM  JPEGFi ¥
>
Bookinos File name: [mage(t)ipeg v [Coen Correspondence [ Comments/Custom
Total Enrolments ( Fies of type: Al Pictures (*jpg " jpeg. " jpe: g, prg b v Cancel BlockYear
[ store only a reference to the fie
Reason for Lessons  \ater Safety Exit Reason
F,  Fistswim Exit Date B LastSwim
Age First Swim Age Last Swim

. Click once inside the large photo field.

. Select Picture from the Insert menu.

3
4
5. Locate and select the student photograph.
6. Click Insert to place the photograph on the student file.
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2 splash - o X
Fil Insert Format Students Scripts Print Tools
gl ) TAYLOR, Benjamin (Ben) 15/01/2018
"$ab%i - Students Today's Da
Splash
Filter By Student Name: Removefiter | = 4 I X go
smith [ Active Status  Active
Display First Name Student D | 39304
Jacob Uake) Smith 55m |~ Name)| Genjamin Tastor Q
Jason Smith 6_4m
Preforred | Ben
Jennifer Smith 2.0m
John Srmith 5.7m Date of Birih | 5/8/2014 Age 3_5m
Lucas smitn 5.7m e [
Nicholas Smith 6_3m
Phllip S S=im Medical # Allow Photo Yes |~ [[S)
Sam Smith 6_3m
william Smith 7_11m Comments
e T e i T P e
Total Enrolments () BlockYear
Reason for Lessons  Water Safsty - Exit Reason
B Last Swim
¥, Fistswim ExitDate =]
Age First Swim Age Last Swim

Removing a Student Photograph

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

2. When the correct student screen is displayed click once in the Photo field.
3. Click once inside the large photo field.
. Press the Delete key on your keyboard.
Sending a SMS Message

SMS messages can be sent to individual recipients or all recipients in the found set. These
instructions outline the process for sending an SMS message to the current students’ family.
SMS messages can only be sent if you have configured your system defaults to send SMS
messages and you have created an account with SMSGilobal.

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

2. When the correct student record is displayed simply click the Contact People
tab card to display the family contact details.

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

Contact People | 3 Other Family Members ‘ Additional Infermation

Primary Contact
Name  Wartha Taylor x
Relationship  Mother |~
\_* Email computerize@xira.co.nz
Default Telephone 0272222082

Mobile 0272222082 @

Other Contact
Name

Mobile

4. The Enter New SMS dialog will be displayed on your screen.
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" Create SMS x
Edit Tools

/if Enter New SMS

Message

Thank you for your enquiry, we look forward to meeting

Message Length : 74 Chars

5. Enter the message you wish to send.

6. Click the Done button to send your message and return to the student detail
screen.

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.

2 5o

- o X
File Edit View Inset Format Records Scripts Tools Window Help
a4 students Today's Date: 15/1/2018 .
Splash
Filter By Student Name: Remove Filter mE O+ R g8 TS F
— W Staus Acive | v | ConiactPeope | OtnerFamiy Members | Addionalnformaton
Display FirstName ~ SticeniDl 13
Jacob (Jake) Smith 55m |~ T R Smith Q @ Lucas Smith 57m  Penguin 2
Jason Smith 6_4m
= Preferred Jake X SamSmith OE3m
Jennifer Smith 2_9m Q@ Nicholas Smith 6.3m  Tules
Date ofBith 227712012 | Age 5.5m
Lucas Smith 5.7m e e
Nicholas Smith 6.3m
Phillip Smith 6.1m Wedical v Allow Photo Yes |~ [f&))
Sam Smith 6.3m
william Smith 7_11m Comments
Bookings Makeup \Waiting List Achievements. Correspondence: Comments/Custom

PENGUIN 1 Blowing Bubbles Eyes Under -

PENGUIN 2 Freestlye kick with board

PENGUIN 3 Atorpedo

PENGUIN 4 4cirdle ams

PENGUIN 5 BackKick

3. The report will be previewed on your screen. When you have finished viewing
the report click the Continue button on the status panel (or press ENTER).

¥ Record of Achievement
1 = B
— 5 | o

Pages Save as Excel Save as PDF Print  Print Setup

Layout: | AC_PRT Achievements ... » | View As: Exit Preview Script paused

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

Message

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

Cancel || Email || Print
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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.

YOUR SWIM SCHOOL NAME HERE

| . Wellington
Telephane:
| T
Record of Achievement for Jake Smith \‘( "
Level 3 - Penguin d

|  Elowing Bubbles Eyes Under

2 Freestlye kick with board

3 Atorpedo

4 4circle arms

5 BackKick

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 the incorrect family file. Alternatively you may need to consolidate
two family records where multiple children from the same family have been created under
different family records.

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

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

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

File Edit View Insert Format Students Scripts Print Tools

“ Students Today's Dpte: 15/1/2018 é
Splash

Filter By Student Name: Remove Filter wE R e T r
pr— OlAdive Stas Active |~ | [ Contactreope | 30ther Famiy Members | Addtonalnformation
13
Display FirstName BuceD I anary Contaet
»
Jacob (Jake) Smith 55m |~ Mol Jacob Sain Q BTTATSTT > Q
Jason smin oem Preferred Jake Relalionship | hioter |~
Jennifer Smith 2_am
s Date ofBith | 2272012 | Age | 5_5m Emal | bamara@computerize.co.nz:
Lucas Smith 5 7m andér| waa E Default Telephone | 0272222082
Nicholas Smith 6.3m Mobile | 0272222082 (-]
Phillip Smith 6_1m ’ v =
Ry e - Medical Allow Photo Yes (0] Ot ot

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

-0
< b Select a Family

Enter all or part of the family name to display fewer records. o :
Select the family name from the list below... “ Filter:  3mith

2mitn Inknown UdidLd2as

Smith Barbara 0272222082  GAErlestoke Crescent, Churton Park, Jacob, Sam, Micholas, Lucas
Smith Daniel 0272222082 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john
Smith Bridget 0272222082 1243 Any Street, Wellington
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5. The student surname will automatically be copied the filter field and all
existing families with a matching surname will be displayed.

6. Simply click family you wish to move the child to.
Deleting a Student Record

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

Ostudents &6 = 2 Splash
I . . . Mi Tb"srudents
3. The Student data entry screen will be displayed, enter the name splash
of the student you wish to remove in the filter field at the top of e ———
the portal list on the left of your screen. |
4. Using the portal on the left of the screen, click once on student sk st =0
you wish to delete.
5. The portal row will be highlighted to indicate the active record.
The details of the selected student will be displayed on the right e3m
of your screen. e -
6. Click once on the Delete Student button.
2 Splash - o X

File Edit View Inset Format Students Scripts Print Tools

i students Today's Date: 15/1/2018
Splash

Filter By Student Name: Remove Fiter | = 4 @“ >

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

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

Delete Student

Are you sure you want to remove john Smith from the student
list?

| oK || Cancel |

9. Click OK to delete the record or Cancel to return to the student screen
without making a change.

Message

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

NB: You cannot delete a student with bookings attached.
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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 lower right of
the screen.

2 Splash - [m] X
File Evd‘(‘VI-EW Insert  Format Students Scripts  Print  Tools
b students Today's Date: 15/1/2018 p
Splash
Filter By Student Name: Remove Filter w = + L% & G
smith [ Active Status  Active i Contact People 3 Other Family Members Addiional Information
Display FirstName StudentID | 12 Primary Contact
Jacob (Jake) Smith 5.5m Name | Jacob Smith @ Name  Barbara Smith 3
j:::;j’;r‘::m z,g: o Relationship motner [~
n Date of Birth  22/7/2012 Age 5_5m Email barbara@computerize.co.nz,
Lucas Smith 57m Gender Male Default Telephone 0272222082
Nicholas Smith 6_3m - Mobile 0272222082 @
Phillip Smith 6_1m Wedical Allow Photo ves | [[5) Other Contact
Sam Smith 6_3m
william Smith 7_11m Comments e
Mobile
Bookings I B I Waiting List I TR Crmemions I B
Create Correspondence  ff
@ 1100118 Letter Jacob Smith Happy Birthday &
Q1018 Booking Barbara Smith Swim School Multiple Booking Confirmation
3. Click once on the Add Correspondence button to display the Create
Document dialog box.
Create Correspondence l{%
4. Choose the type of document you want to create and click the Done button.
¥ Create Document
/ Create New Document
=
Please select the type of document you would like to create
[ Email [~]
5. The Create New Document dialog box will be displayed on your screen.
Select the document you wish to use or click Use Blank Document and click
Done.
¥ Create Document
/ Create New Document
=
Please select the template you would like to use
Happy Birthday |”
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6. The selected document will be displayed on your screen.

2 Splash - [m] X
File Edit View Insert Documents Format Scripts Print Tools
a"i& Documents Today's Date: 15/1/2018 é
Splash -
Displaying Documents For s T m X ée . 8 C<OD
Jacob Smith Document - Email Document Type  Email -
151118 test ~ | Subject HappyBirthday Date 15 Jan 2018
15(1M8  another test Family Details
"
s s Happy Birthday Jacob!! Feblee g
6A Erlestoke Crescent
151118 Tourth Alittle bird tells us you are turning 6. Churton Park
15(1M8  fith Presentthis letter after your next lesson o receive your free Ice Block. elingew 004
15MM8 blah blah blah
Best Wishes from everyone at Your Swim School Name Here Email
15(11M8  Happy Birthday =
barbara@computerize.co.nz
11118 Swim School Multiple Booking
114118 Happy Birthday
27110117  We are updating our Details
18/1017  We are updating our Details
181017 test
Attachment
9} Splash - a X
File Edit Vi Insert  Documents Format Scripts  Print  Tools
F * Documents Today's Date: 15/1/2018 é
Splash -
Displaying Documents For L W X &8 ¥ = Y

Adding an Attachment to an Email

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

attached.
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2 splash

View Insert Documents Format Scripts Print Tools

File Edit
a ~ Documents
Splash

Displaying Documents For

Jacob Smith

151118 test

151118 another test

1518 third

1518 fourth

1518 fith

15118 blah blah blah

15/MM8  Happy Birthday

11118 8wim School Multiple Booking

11118  Happy Birthday

271017 We are updating our Details

18110117  We are updating our Details

181017  test

[T 7 Tm % é6
Document - Email
Subject  Happy Birthday
Happy Birthday Jacob!t! o
Alittle bird tells us you are turning 6
Present this letter after your next lesson to receive your free Ice Block.

Best Wishes from everyone at Your Swim School Name Here

- o x
Today's Date: 15/1/2018 &
{:l' L S 4
Document Type  Email X
Date 15 Jan 2018

Family Details

Jacob Smith R
64 Erlastoke Crascent
Churton Park
Wellington 4001

Email
barbara@computerize.co.nz

Attachment

HEe

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

1. Ensure the correct email document is displayed on your screen.
2. Click once on the Insert PDF button.

3. The Insert File dialog will be displayed on your screen. Locate the file you

wish to attach and click the Insert button.

27 Insert File

X
Look in: | = USB DISK (@) v @ # = m-
: a
#* Y
Quick access HH A7 Y
B‘ETH%' r—
m Gi o
Desktop Feb Happy Intro Jacob.pdf  Jacob Smith.dock
_ sessions.fmp12
m
Libraries
This PC
L=
@ Jacob Smithjpg Jacob Mar201Tpdf  Medical Nick and Jake
Infofmp12 Lesson017.jpg
Network
v
Flle name: [Happy Bithday jog v [ open
Files of type: Al Files (%) v Cancsl
Store only  reference to the fie

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

File Edit View Inset Documents Format Scripts Print Tools

bt Documents Today's Date: 15/1/2018 é
Splash

Displaying Documents For | = W X &%

Jacon Smitn Document - Email
15118 test
15118 anotnertest
15118 third
15418 fourh Alittle bird tells s you are turning 6.
15118 fith

15/118  blah blah blah
Best Wishes from everyone at Your Swim School Name Here Email
1511118 Happy Birhday

Document Type  Email

Subject  Happy Birthday Date 15 Jan 2018

Happy Birthday Jacobll!

Presentthis letter after your next lesson o receive your free Ice Block.

11118 Swim School Multiple Booking ISR 2@ COMRANELE. CO52
111118 Happy Birthday

2711017 We are updating our Details

18110117  We are updating our Details

1811017 test

Happy E =

filewin:/G:Happy Birthday jpg

5. Click the Email button.

File Edit View Inset Documents Format Scripts Print Tools

Documents Today's Date: 15/1/2018 é
Splash

Displaying Documents For | — Ww X & O =

NB: If you want to print the attachment double click the document icon to open it
then choose print from the application it is displayed in.

Changing the Status of a Student

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

they are active or inactive. The following two commands reset the student status quickly for
you.

Changing a Group of Students to Active

This command identifies all students with a booking within a specified timeframe and sets the

status to active. To use this command you simply need to know the start and end date of the
current term.

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

;
Ostudents &%
b l

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”.
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Locate Current Students

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

Term Start Date
11/2018

Term End Date
31/1/2018 |

| Cancel || oK |

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

Message

Do you want to make the remaining students INACTIVE?

| Cancel || 0K

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

.
Ostudents )
b

3. Select Set Students without 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”.

Locate Current Students

Please specify the date range for active students, all other
students will be made inactive. This search may take a few
minutes.

Term Start Date
112018

Term End Date
31/1/2018

| 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.

Message

Do you want to make the remaining records ACTIVE?

Cancel | | 0K
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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 who have a valid mobile
telephone number stored on file.

You can only send SMS messages if you have configured your system defaults to send SMS
messages and you have created an account with SMSGilobal.

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).

2 Splash - o X

File Edit View Insert Format Students Scripts Print Tools
‘S students Today's Date: 15/1/2018 ,
Splash -

5578 _conaarnams '] T F m X 6 5

o LastName First Name Age Address Contact Discount Telephone Last Swim (Date / Class)

C( 13 Smith Jacob 5_5m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara 8mith 10% Percent 0272222082 31118 Penguin

q 7 Smith Nicholas 6_3m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1% Percent 0272222082 251118 Turtles

X 19 Smith Jason 6_4m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 8118 Turtles

C( 23 Anderson Jamie 3_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 291118 Jellyfish

Q 27 zZimmerman Zac 10_0m 786 another road, Porirua, Wellington 4008 Andy zimmerman 10% Percent 0272222082 291118 Seals v

q 3 Anderson Sally 3_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 251118 Shrimps v

q ) Thomsen Caroline 2_9m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 0272222082 251118 Shrimps

Qq 35 King David 3_11m 46 Brooklyn Rd, Brooklyn, Wellington 4008 Nathan King 10% Percent 0272222082 261118 Penguin V|

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.

Send 5M5 Messages

You are about to send SM5 messages to all Families in the
found set. Families with no mobile phone number or no
approval to send will be removed from the list. Do you wish
to continue?

| OK || Cancel |

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

Y Create SMS x
Edit Tools

[/ Enter New SMS

Message

Happy New Year! We are now accepting enrolments for
February 2018. Simply call us on (oopoco to reserve
your spot

Message Length : 123 Chars

#® cancal | 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 default email application.
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.

User Documentation — Splash V7.0 Page 107




Page 108

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

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

3. Select Send Broadcast Email from the Scripts Menu.

Broadcast Email

You are about to send a broadcast email to all students in the
FOUND 5ET the details of the email will not be recorded on
the client file. Families with no email address or no approval
will be removed from the list. Do you wish to continue?

| 0K || Cancel |

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

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

Edit Tools

Subject

Body

Aftachment

P

Email Details

¥ Creste Broadcast Email

A Enter New Email

Swim School Mewsletter

Please find attached our latest swim school newsletter

#® cancel
Newslett

Done &

X

6. Enter the message you wish to send and attach a document if required.
7. Click the Done button.

NB: To ensure the privacy of all clients each email address will be placed in the
BCC box. You can view the messages that have been sent by looking in the
Sent ltems folder of your default email application.
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Generating a Student Mail Merge

The mail merge function in 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 tick in the box on the far right of the screen.

2
Flle Edit View lInsert Format Students Scripts Print Tools
"Sob%i - Students
Splash
SortBy ContactName 3
1D LastName First Name
Q 13 Smith Jacob
g 17 Smith Nicholas
qQ 19 Smith Jason
Q 23 Anderson Jamie
qQ 27 zimmerman Zac
Q 31 Anderson Sally
q 22 Thomson Caroline
Q 35 King David
Q 39 White Jane
Qq a1 Smith Phillip
Q 43 Fairbrother Jonathan

Today's Date: 15/1/2018

&

L] + W X &6 > r
Age Address Contact Discount Telephone Last Swim (Date / Class)

5_5m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 10% Percent 0272222082 31118 Penguin

6_3m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1% Percent 0272222082 251118 Turtles

6_4m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 8118 Turtles

3_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 291118 Jellyfish

10_0m 786 another road, Porirua, Wellington 4008 Andy Zimmerman 10% Percent ; V|

3_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 251118 Shrimps v

2_9m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 0272222082 251118 Shrimps

3_11m 46 Brooklyn Rd, Brooklyn, Wellington 4008 Nathan King 10% Percent 0272222082 2611118 Penguin v

7_im 76 Moorefield Road, Johnsenville, Wellington 4001 Julie White 10% Percent 0272222082 30M1H8 Starfish rd

6_1m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 201118 Penguin v

3_3m 56 Watt St, Tatahi Bay, Wellington 4012 Mark Fairbrother 10% Percent 0272222082 301118 Jellyfish

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 involves creating the document you
wish to send.

1.
2.

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

Students

3. The Student List View screen will be displayed.

Displaying found set (62 out of 98).

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.

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

Find Marked Unmark Found Set Mark Found Set ' {

6.

9.
10.
11.

12.

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

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

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.

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

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.

Continue to Merge

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

| OK || Cancel |

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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2 Creste Merge Document X
Edit Tools

/ Select Merge Document
e g

Please selectthe type of document you would like to create

[ Email [~]

Tun= k

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.

2 Creste Merge Document X
Edit Tools

/ Select Merge Document
e g

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

| Hapoy Birihday [~]

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

™} Create Merge Document *
Edit Tools

A

#

Create Merge Document

Subject | Happy Birthday|

Body =~ Happy Birthday <<ST:First Name>>l! -
Alittle bird tells us you are turning ==S5T::Age at Mext Bithday==.
Present this letter after your next lesson to receive your free Ice Block.

BestWishes from everyone at ==SC::School Mame==

Attachment

A

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 each 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.

3.
4. Select Import Student Data from the Scripts menu.
5. The Open File dialog will be displayed on your screen.
6. Locate the file containing the data you wish to import and click the Open
button.
¥ Open File hd
Look in: [ s USB DISK ) v| @ % @
% h Y »
Quick access Zg]‘ A(‘:?‘
74|
Desktop Session Dataxdse  Student Dataxlsx
Libraries
&
This PC
P
Network
Poge Studert Data xlsx v [open
Files of type Excel Workbooks {*xisx) ~ Cancel
Remote...

7. The Import Field Mapping dialog will be displayed on

your screen.

(#) Add new records
() Update existing records in found set

() Update matching recards in found set

Add remaining data as new records

D Don't import first record (contains field names)

Import Field Mapping ? X
Source: Student Data xlsx Target: Current Table ("5T_Students’) -
Source Fields Target Fields

StudentID = # StudentID
First Mame = # First Name
LastMame = # Last Name
Full Mame — ¢ Full Name
ST_FA_Families on ID::Family Name — # Gender
Guardian Name =p ¢ Family ID
Address1  — ¢ glist View Text
Address 2 — # address temn
<<[>>| Record 1 of 63 Arrange bY: | custom import order v
Impaort Action Field Mapping

= Import this field

Don't import this field

Match records based on this field
Target cannot receive data

Manage Database..,

xomo|

8. Inthe 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.
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10.

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

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

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

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

To align a field, move the pointer over the ‘ icon next to a target field name

in the list. When the pointer changes to a double arrow =3 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.
2} Bufort Records to File X
Savein: | USE DISK (G < o
Mo ftems match your search.
QuicH access
Delktop
Libraries
This PC
Network
Fie name: Student Deta v [(sae
Save as type: Tab-Separated Values (" tab) ~ Cancel
 [Tab-Beparated Valuss ( 12b)
After saVing: | comma Separated Values (" csv)
DBF Files (*dbf)
Merge Files " mer)

HTMIL Table Fies (*htm)
FieMaker Pro Files (fmp12)
XML Files (*

Excel Workbooks (*lsx)

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.

Excel Options X

Use field names as column names in first row

Waorksheet: |

Title:
Subject:

Author:

| Continue... || Cancel |

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

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

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

Age Display
Concat Address
Discount Rate
Discount Type
First Mame
gList View Text
gSort By

Last Class Enrolment
Last Name

Last Swim Date
Mark
Student ID

Talanhnna

Move

Move All
Clear All

Options
COutput file character set:

|:| Apply current layout's data formatting to exported data |

Unicode [UTF-16)

Group by

(Unsorted)

Field export order

Student ID
First Name

Last Name

ST_FA_Families on ID:Famil...

Guardian Name

*
+
*
# Full Name
*
*
+

Address 1

Export

Cancel |

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.

= RSt
Home | Insert

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’} w

Current Layout ["5T_List")
Current Table ["ST_Students™)

Related Tables
ST_AC_Achieved
S5T_BO_Bookings
ST_CL_Classes Highest Level
ST_CU_Custom Fields
ST_DO_Documents

ST_FA_Families on ID
ST_FA_Families on Telephone

ST_DT_Document Templates on Subject I]

Group by

*

(Unsorted)

Field export order

Student ID

First Name

+

*

# Last Name
% Full Name
+

ST_FA_Families on ID:Famil...

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.

Student Dataxisx - Microsoft Excel non-commercial use
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Page Layout Formulas Data Review  View @@=
B * et Catibri e A A B SiwepTet General B ﬁ ﬂ Normal Bad S— §£ L!__| ZiAulesim W Eﬁ
ol il 5 . eal smemigcone I * Neutral | et o] Sort& Find &
P Formatainter |[B) 4 U7 [ 7 & A F | EMegeacenter | § - % o | 3 43 Conoora) romot | O el S| TP T @ckears  Riters selctr
Ciipboard o Font 5 Alignment " Number 5 Stytes cels Editing
AL - # | student 1D v
5 : : 5 : : e : . =
1 Student D First Name Last Name Full Name #A_Families on ID::Family Ne  Guardian Name Address 1 Address 2 Address 3 A
2 13 Jacob Smith Jacob (Jake) Smith Smith Barbara Smith 64 Erlestoke Crescent Churton Park Wellingtor
5 17 Nicholas Smith Nicholas smith Smith Barbara Smith 64 Erlestoke Crescent Churton Park Wellingtor
“ 19 Jason Smith Jasen Smith Smith Deniel smith 89 Roberta Road Towe
5 23 Jomie Anderson Jamie Anderson Anderson Devid Anderson 576 Somewhere R Towe
5 27 zac zimmerman Zac zimmerman zimmerman Andy zimmerman 786 another road Porirua
7 31 5ally Anderson Sally Anderson Anderson David Anderson 876 Somewhere R Tawa
8 33 Caroline Thomson Caroline Thomson Thomsen Anthony Thomsan 25 Churton Drive Churton Park
B 35 David King David King King Nathan king 46 Brooklyn Rd 8rooklyn Wellingtor
10 29 Jane White Jane White White Lulie White 76 Moorefield Road Johnsonville Wellingtor
1 a1 phillip Smith Phillip Smith Smith Daniel Smith 89 Roberts Road Tawa
12 43 Jonsthan Fairbrother Jonathan Fairbrother  Fairbrother Mark Fairbrother 56 Watt st Tatahi Bay Wellingtor
1 45 Stephanie Hughson Stephanie Hughson Hughson Ngaire Hughson 98 Barrett st Ngaio Wellingtor
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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.

9 splash - 0 x
File Edit View Insert Format Students Scripts Print Tools
w ” Students Summary of »| Birthdays by Date Today's Date: 15/1/2018 y
Splash ChartShowing ~ *|  Birthdays by Swim Day
SortBy @ T CustomReport % 66 -

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).

|
—lu X
& =] &

aveasExcel SaveasPDF | Print  Print Setup

ExitPrevier Script paused [ Continde. |

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

Print Report

Would you like to print the list of students?

| cancet || poF | [ Pt |

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
Swim Class of Bookings
Amanda Brown 245 Nowhere St. Brooklyn, Wellington 4009 0272222082 28118 Penguin 1
Anthony Apalle 78 Youngs Road, Tauranga 7802 0272222082 28118 Turlles a
Barry Robinson 48 Hillerest Road, Johnsenville, Wellington 4007 02T2222082 3nne Penguin 1
Benjamin Mightingale 15 Albert 5t, Redwood, Wellington 4010 0272222082 3ns Penguin 1
Benjamin Williams 171 Chapel 5t, Khandallah. Wellington 4005 0272222082 28118 Turlles a
Billy Jones 123 Any 5t. Wellington 0272222082 200118 Turties 12
Bobby Thomson 25 Churton Drive, Churton Park, Wellington 4001 0272222082 280118 Starfish 1
brenda thomas 123 any st Q272222082 28118 Penguin 1
Bridgette Robinsan 48 Hillerest Road, Johnsanville, Wellington 4007 0272222082 28118 Seals 1
Bruce Taylor T% Main 5t. Tawa, Wellington 4010 0272222082 25118 Shrimps ]
Caroline Themson 25 Churton Drive, Churton Park, Wellington 4001 Q272222082 25118 Shrimps ]
Corey Mormison 8 Victoris 5t Redwood, Wellington 4010 0272222082 200118 Jellyfish 1
Craig King 48 Brooklyn Rd, Brooklyn, Wellington 4008 0272222082 25118 Seals ]
Dravid King 4@ Brooklyn Rd, Brogkhyn, Wellington 4008 Q272222082 28118 Penguin ]

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

N

. Select the Students List icon

=
Students F'e

. The Student List View screen will be displayed.

w

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

% Splash — [m) x
File Edit View Insert Format Students Scripts Print Tools

S students o T Today's Date: 16/1/2018 '
Splash ChartShowing  *|  Birthdays by Swim Day
S8y ContactName | [ sl x g% <)

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..

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)
<15 |

| 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).

—lu x
(=) [l

Print  Print Setup

Layout: [ST_PRT BirthdayList -] View As: Exit Preview Scrit paused [ Continde |

&

Save as Excel Save as PDF

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

Print Report

Would you like to print the list of student birthdays?

| cance || poF | [ Pt |

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

printing.
List of Student Birthdays
May
1 st Anthony Beauchamp isturning 2 Maon @ 5:15 PM Seals
1 st Billy Janes is turning & Mon @ 4:00 PM Turtles
1 st Faul Fairbrother isturning @ Thu & 3:45 PM Seals
7 th Rabert Harper s turning B Thu & 10:00 AM Turtles
22 nd Melanie MaArthur Isturning 3 Wed @ 3:30 PM Penguin
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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.

7 Splash - o X
File Edt View Inset Format Students Scripts |Print| Tools
3§88 students SermE T Today's Date: 16/1/2018 p.
Splash Chart Showing ~ * Sl
SonBy| ContaciName |~ J MG - tomn Report X &b >

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..

Locate Birthdays

Please enter the date range you wish to locate.

Maonth Name
May

Date of Month [use ... to specify a range]
1.31

Age (enter < to specify a range)
<15 |

| Cancel || OK |

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

—lu X
& (= ]

Saveas Excel SaveasPDF | Print  PrintSetup

Layout: [ST_PRT Birthday Listby. =] View As: Exit Preview Script paused [ Cantinde |

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

Print Report

Would you like to print the list of student birthdays?

| conce || eoF | [ Pt |

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

List of Student Birthdays

May

Swims on Monday
1 st Billy Jones I8 turning @ 4:00 PM Turtles with ER
1 st Anthony Beauchamp is turning 8 515 PM Seals with TBA

Swims on Wednesday
22 nd Maelanie MeArthur is turning 3 330 PM Penguin with LW
Swims on Thursday
T th Raobert Harper isturning 8 10:00 AM Turtles with DS

1=t Paul Fairorother is turning @ 345 PM Seals with TEA

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.

" Splash o X
Insert  Format Students Scripts Print  Tools
s g List of G "
S Students Students Who Have Bxted Today's Date: 16/1/2018 é
Splash ChartShowing  *|  Studentsby Age
Students by Gender
SortBy _ContactName |~ W __CustomBenot | stugents by Medical Condition <y

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

Custom Report

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..
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Specify Dates for Reporting

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

Start Date
11217

End Date
311217 |

| Cancel || OK |

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

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

|
—ln x
& =) B

Saveas Excel SaveasPDF | Print  Print Setup

o £ Extpraven Scptpaused [ ESREN]

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

Print Report

‘Would you like to print the Summary of Exits?

| cancat |[ eoF | [ ok ]

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

Summary of Students

Summary of Exits Mumber Mumber
of Students of Bookings

Friday 1 3
| Penguin 1 & |
Monday 1 1
|Seah 1 1 |
Total Reported 2 7

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.

27 Splash — [m) X
File Edit View Insert Format Students Scripts Print  Tools
ooy .

S students B ’ Today's Date: 16/1/2018 é
splash ChartShowing ~ * 3
~ Custom Report . s by Gender
TR ContactName I e e Concition TRy

D LastName First Name Age  Address Contact Discount Telephone  LastSwim (Date / Class)
Custom Report

a 1 smith larah 5 5m  AAFrlestoke Cram Rarhara Smith 10% Percent 07772720872 A1AME Penauin I
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4. The Produce Summary Report dialog will be displayed on your screen.
5. Default data will be set at each of the three steps.

Step 1 = Summary by Age

Step 2 = Group 1 set to Summarize by Age

Step 3 = Report Name set to Summary by Age

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

7. Click the OK button.

¥ Produce Summary Report O
Edit Tools

]@Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Age 1

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Age

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Age

Step 4: produce Report

R 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).

—ln x
a al

SoveasExcel SaveasPDF | Print  Print Setup

Loyout:[ST_PRT summary betal ] View s Evipreven P

&

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

Print Report

Would you like to print the selected report?

| conce || eoF | [ ennt |

10.Click OK to print the report or Cancel to return to your original screen without
printing.
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Summary of Students
Summary by Age Number Number
of Students of Bookings
2 Years 12 58
3 ¥ears 14 49
4 Years T 28
5 Years 12 102
6 Years [ 41
7 Years 4 32
8 Years 5 40
9 Years 1 i ]
Total Reported &1 358
NB: To include a list of student names, click Show Detail at Step 2.
Step 2: choose/Update Report Summary Groups
Group 1 Summarize by Age |~
Group 2 |
Group 3 |-
Show Detail [ ]
Summary of Students
Summary by Age Number Mumber
of Students of Bookings
2 Years 12 1
Benjamin Mightingale 15 Albert 5t. Redwood, Wellington 4010 0272222082 1
brenda thamas 123 any st 0272222082 1
Careline Thoemsaon 25 Churton Drive, Churtan Park, Wellington 4001 Q272222082 -1
jarmes gill 1
Jennifer Smith 80 Roberta Road. Tawa 4008 Q272222082 B
Jessica Sinclair 3 Main 5t Tawa. Wellington 4010 0272222082 &
Jeanne Janes 1232 Any St Wellington Q272222082 12
Melanie MaArthur 38 River Road, Kelsen, Wellington 4008 04 5868 T804 1
Mathan Saolaman &7 Watkins Rd, Churton Park, Wellington 4001 Q272222082 1
Peter Apcille 78 Yaungs Road, Tauranga 7902 Q272222082 8
SaMm jones 123 Any 51, Wellington Q272222082 1
stuart pearsan 458 Ay St, Wellington 4000 Q272222082 &
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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.

% splash - o X
Insert  Format Students Scripts | Print | Tools
List of v

#4 - Students Students Who Have Exited Today's Date: 17/1/2018 ?
Splash ChatShowing  *

SortBy ContactMame |~ T8 CustomReport

D LastName First Name Age Address Contact Discount Telephone  LastSwim (Date / Class)

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.

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Gender 1

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Gender

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Gender

Step 4: produce Report

R 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).

|
—ln x
&8 a @l

SaveasBcel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Summary Detal _~|  View As: Exit Preview Script paused [ Continue |

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

Would you like to print the selected report?

| cancet || poF | [ Pt |

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 15 a5
Male 30 166
Total Reported 45 261

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

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Gender | -

Group 2 |
Group 3 |v

Show Detail

Summary of Students
Summary by Gender Number Number
of Students of Bookings
Female 15 1
Bridgette Rebinson 44 Hillcrest Road, Jehnsonville, Wellington 4007 Q272222082 1
Cargline Thomsan 25 Churton Drive, Churtan Park, Wellington 4001 Q272222082 8
Geargia Tayler 78 Main 5t, Tawa, Wellington 4010 Q272222082 20
Jarie Andersan 478 Somewhere Rd, Tawa, Wellingtan 4010 Q272222082 1
Jane White 78 Moorefield Road. Johnsanville, Wellington Q272222082 &
Jennifer Smith 88 Roberta Road, Tawa 4008 Q272222082 &
Jessica Hargreaves 24 lane 51, Wallaceville, Upper Hutt 5014 Q272222082 1
Jessica Sinclair 3 Main 5t Tawa, Wellington 4010 Q272222082 1
Jeanne Jones 123 Any St Wellingten Q272222082 12
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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.

2 splash - o X
File Edit View Inset Format Students Scripts | Print Tools
ey List of v A
jﬁ‘ﬂ Students Students Who Have Exited Today's Date: 17/1/2018 é
Splash ChartShowing  *|  Students by Age
Students by Gender
SontBy _ComtactMame |~ L Cotomfepert | Students by Medical Condition O

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

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.
¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Medical Condition 1

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Medical Condition

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Medical Condition

Step 4: produce Report ok &

R 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).

—ln %
&8 a @l

SaveasBcel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Summary Detall_~| View As: Exit Previen Script paused [ Gontinue. |

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

Would you like to print the selected report?

| cancet || poF | [ Pt |

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 1

Asthma 6 a7

disorder 1 1

Glasses 1 8

Impaired Hearing 1 8

Wears Glasses 1 8

Total Reported 11 73

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

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Medical Condition =

Group 2 -
Group 3 -

Show Detail

Summary of Students
Summary by Medical Condition Number Number
of Students of Bookings
ADHD 1 1
Jamie Andersan 878 Samewhere Rd, Tawa, Wellingtarn 4010 Q272222082 1
Asthma 6 20
Geargia Taylar 78 Main St, Tawa, Wellingten 4010 Q272222082 20
Jasan Smith 89 Roberta Road. Tawa 4008 Q272222082 1
Joenathan Fairbrether 88 \Watt St, Tatahi Bay, Wellington 4012 Q272222082 1
Paul Fairbrether 58 Watt St, Tatahi Bay, Wellington 4012 Q272222082 5
Paula Schwass 123 Any 51, Wellington 8440 Q272222082 a
williarn Srnith 123 Any St, Wellington Q272222082 ]
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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.

A Splash - o X
File Edit View Insert Format Students Scripts Print Tools
ey List of > ‘
S students Summary of > Today's Date: 17/1/2018 y
Splash
udents by Gender
SortBy _ Contact Name b W CustomReport | . s

D LastName First Name Age  Address Contact Discoun t Telephone  Last Swim (Date / Class]

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.

k| Produce Summary Report m}
Edit Tools

ESpecify Report Format

Step 1 : choose Existing Report Format

ReportMame  Display Student Numbers -4

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Age

Step 3: enter Report Title
ReportTitle  pjsplay Student Numbers

Step 4: produce Report

R 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).

—lu X
& =] El

SaveasBxcel SaveasPDF | Print  Print Setup

Loyout:[ST_PRT Summary betal_v] View s Etreven Sapt paused RN

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

Would you like to print the selected report?

| cancer || poF | [ Pint |

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

printing.
Summary of Students
Display Student Numbers
14 14
12 12
10 10
£
S 8 8
2
0
g 6 6
[
4 4
2 2
0 0
&
i
%-k
Summarize by Age
1TA/2018 : 10:54:06 AW Page 1

User Documentation — Splash V7.0 Page 127



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.

% splash - a X
P
File Edit View Inset Format Students Scripts Print Tools
ki Lt of » B
w  students Summaryof ¥ Today's Date: 17/1/2018 é
splash
= ustom Repor
SortBy _ContactName W __ComTePon | students by Medical Condition <>

D LastName First Name Age Address Contact Discount Telephone  Last Swim (Date / Class)
Custom Chart

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

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

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

¥ Produce Summary Report O

Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Display Student Numbers

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Gender

Step 3: Enter Report Title
ReportTitle  Display Student Numbers

Step 4: produce Report

R 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).

—ln %
&8 a @l

SaveasBcel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Summary Detal _~|  View As: Exit Preview Script paused [ Continue |

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

Would you like to print the selected report?

| cancer || eoF ||

Pint |

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

printing.
Summary of Students
Display Student Numbers
35 35
30 30
25 25
£
@ 20 20
=
=
n
T 15 15
e
10 10
5 5
o] 0
Summarize by Gender
172018 0 10:54:55 AM Fage 1
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Printing a Chart Showing Students by Medical Condition

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

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

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

¥ Splash -
2 sp o X
File Edit View Inset Format Students Scripts Print Tools

ey Listof ’ ™

$A& - students St D Today's Date: 17/1/2018 é

art Showin, Students by Age
Splash ¥ Ag
- " Students by Gender
S .

SortBy _ContactName [ I | ;. i< by Medical Condition Ty

Contact Discount Telephone  Last Swim (Date / Class)

D LastName First Name Age Address

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

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

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

¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Display Student Numbers

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Medical Condition

Step 3: Enter Report Title
ReportTitle  Display Student Numbers

Step 4: produce Report ok &

R 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).

—ln %
&8 a @l

SaveasBcel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Summary Detall_~| View As: Exit Previen Script paused [ Gontinue. |

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

Would you like to print the selected report?

| cancer || poF | [ Pint |

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

printing.
Summary of Students
Display Student Numbers
7 7
-] -]
5 5
2
c
L4 4
2
(]
53 3
S
2 2
| - - - - - |
0 o & & 0
5
‘,9\8\ .6,0‘6 \p""ﬁ a \@,ﬁ’
& ) s @0
7 B
& «
Summarize by Medical Condition
1T//2018 - 10-55:56 AN Page 1
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Printing a Custom Report

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

Displaying the Custom Report Dialog

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. Select Custom Report ... from the Print menu.

2 splash - o P
File Edit View Inset Format Students Scripts Print Tools
ol List of
“‘# * Students Today's Date: 17/1/2018 P
'4
Splash
SotBy ContactName > 4 <>

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

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Name ‘Summary oy Gender and Age |V|

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Gender

Group 2 Summarize by Age
Group 3

Show Detail

Step 3: enter Report Title
ReportTitle  summary by Gender and Age

Step 4: produce Report

3 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:

5. Choose the Report Type
6. Choose the Reporting Groups.
7. Give your report a title.

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels
one, two and three.

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

A
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Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Gender | -

Group 2 Summarize by Age | -

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 15 95
|2 vears 5 7|
|3 Wears 3 19 |
|4 Vears ! |
|5 vears 3 |
|7 Years ! s |
Male 30 166
|2 Wears 3 19 |
|3 vears 7 n |
|4 vears 6 2|
|5 Wears 2 19 |
|6 vears 5 S

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 15 a8

2 Years 5 8

Caroline Thamsaon 25 Churton Drive, Churtan Park, Wellington 4001 Q272222082 1

Jennifer Srmith 88 Reberta Road, Tawa 4008 Q272222082 &

Jessica Sinclair 3 Main 5t Tawa, Wellingtan 4010 Q272222082 g

Jeanne Janes 123 Any 51, Wellington Q272222082 12

Melanie MaArthur 38 River Road, Kelson, Wellington 4008 04 5868 T804 1

3 Years 5 1

Jamie Anderson 878 Samewhere Rd, Tawa, Wellingtan 4010 Q272222082 1

Sally Anderson 878 Samewhere Rd, Tawa, Wellingtan 4010 Q272222082 &

Sarah Nightingale 15 Albert S5t. Redwood, Wellington 4010 0272222082 |

Stephanie Hughson B8 Barrett 5t Mgaio, Wellington 4007 Q272222082 1

Tracey O'Donnell a7 Alfredton Rd, Kelburn, Wellingtom 4002 Q272222082 1
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Defining Family Details

One record should exist in this module for every family attending the swim school. It includes
a link to any children from the same household. Use this module to monitor family accounts
and generate any family correspondence.

Displaying the Family Home Screen
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Families icon

1
‘o Families “

3. The Families data entry screen will be displayed

The Family Record

The family record contains generic information about the family and members of the family.
On the right of the screen you will see four tab cards; Bookings, Accounts, Correspondence,
and Custom Fields.

2 Splash - o X
File Edit View Inset Families Format Scripts Print Tools

J‘U * Families

Today's Date: 17/1/2018

Splash b £
Filter By Family Name: | = 4 Wy X g6
Everyone Active Family Members Additional Information
Display Family and Child EamID] © il e
ANDERSON (Jamis, Amelia, Sally) fepiiiane| S
APLIN (Pauletts, Peter, Susan) Address 89 Roberta Road @ Jennifer Smitn 2.9m  Jelyish
APOLLO (Anthony, Peter) Tawa X_john Smith 5.8m
BEAUGHAWP (Anthany) o el ves: |~ Q Jas 6.4m  Tutles
BRADLEY (Jared) 008 e TR @ Phillip Smith 6.1m  Penguin
oW Bty Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name | Daniel smith Home | 04 987 6501
GRANDLEY (Johnny) Relationship Fatner Work
FARBROTHER {Jonathan, Paul) Email computerize@xtra.co.nz Wobile | 0272222082 ° @
HARGREAVES (Gregory, Jessica)
Bookings Catchups. Payments Correspondence | Comments Other Contacts
HUGHSON (Stepnanie, Hayden) T T .
JESSOP (William, simon, peter) lock/Year
N Gy e el QO 1018 Thu 1100 AN Jennifer Smith Jellish Jan 2018
o s QO 80118 Mon 400PM Phillip Smith Penguin Jan 2018
{MBLE (Janst) Q 217 Thu  11:00 AW Jennifer Smith Jellyfish Dec 2017
KING (David, Craig) QO 1217 Mon  400PM Phillp Smith Penguin Dec 2017
LARSEN (Nicholas) @ O 13147 Mon  500PM Jason Smith Penguin Nov 2017
Q 61117 Mon 4:00 PM Phillip Smith Penguin MNov 2017
MCARTHUR {Jack, Welanie) B3 211117 Thu  11:00 AN Jennifer Smith Turtles Mov 2017
NODOUSAL (lamiah, Camerdn, o) Q) st0M7  Thu 1100 AM Jennifer Smith Turtles od 2017
MORESSON (Gorey) Q 211017 Mon  4:00PM Phillip Smith Penguin ot 2017
NIGHTINGALE (Sarah, Brendon, Benjamin) (o3 TI09M7 Thu 11:00 AM Jennifer Smith Turtles Sep 2017
QO 40917 Mon  400PM Phillp Smith Penguin sep 2007
e e ey Q © 70817 Mon  400PM Phillip Smith Penguin Aug 2017
PEARSON (stuart) Q) wosnT  Thu 1100 AM Jennifer Smith Turtles Aug 207
PULL UJonathan) QO 8077 Thu 1100 AN Jennifer Smith Turtes woo20m
ROBINSON (Barry, Bridgete) Q Q) 307M7 Mon  400PM Phillip Smith Penguin w201
SCHWASS (Paula, Tania) QO soen7 Thu  1100AU Jennifer Smith Turles w2017
SINCLAR (Stuart, Jes sica) QO s0em7 Mon  400PM Phillp Smith Penguin wno 2007
=  Firstswim Si617 Lastswim 11118 Exit Reason =
SMITH (Jason, Phillip, Jennifer, john) — r—

SOLOMAN (Nathan)

NB: Define the default telephone number by clicking the radio button to the right
of the telephone number you would like to appear on all booking reports.

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
right of the Mobile telephone number.
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Family Bookings —The Bookings tab card within the family file displays a list of all bookings
made by the family. Each booking line displays the payment status, day, time, class name,
and block. Catchup/makeup lessons and exits are also displayed in the same list, however
they are colour coded for easy identification.

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

booking.

27 Splash

File Edit View Inset Families Format Scripts Print Tools

S Families

Splash
Filter By Family Name: £ + W
Everyone [ Active Au e

Display Family and Child ~ FamilyiD 9

Family Name Smith
ANDERSON (Jamie, Amelia, Sally)

APLIN (Paulette, Peter, Susan) Address 89 Roberta Road
APOLLO (Anthony, Peter) Tawa
BEAUCHANP (Anthony)

BRADLEY (Jared)

Primary Contact
Name | paniel

BROWN (Mary)

BUCHANAN (Frederick, Gareth)
CRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregory, Jessica)

Relationship  Father

Bookings
HUGHSON (Stephanie, Hayden)

Total Enrolments (17)
JESSOP (William, simon, peter)

JONES (Billy, Joanne, william, sam) RO awusr niy
JONES (Jason) 3 20118 Hon
KIMBLE (Janet) QL 27 Thu
KING (David, Craig) 3 412117 on
LARSEN (Nicholas) Q © 137 Men
e X 61117 Mon
MCARTHUR (Jack, Melanie) < 2HAHT Thu
MCDOUGAL (Hamish, Cameron, johr) Q ST ==
MORRISON (Corey) a 20T Jon
NIGHTINGALE (Sarah, Brendon, Benjamin)
=c Q 710917 Thu
=2 Q 4100117 Won
PATTERSON (Sandra, Ann, Gaylene, debra) R ST Mon
PEARSON (stuarl) Q 30817 Thu
PULL (Jonathan) Q O 6077 Thu
ROBINSON (Barry, Bridgetts) Q © 30717 Men
SCHWASS (Paula, Tania) Q O eoeH7  Thu
SINCLAIR (Stuart, Jessica) % 510617 Mon
—1 First Swim

SMITH (Jason, Phillip, Jennifer, john) =
SOLOMAN (Nathan)

Email  computerize@ra.co.nz

x g6

Status  Active i

OKtoEmail Yes |~
OKlosMs Yes |~

4008
Smith Home
- Work
Mobile
Calchups Payments.
11:00 AW Jennifer Smith
400PM Philip Smith
11:00 AW Jennifer Smith
4:00 PM Phillip Smith
5:00 PM Jason Smith
4:00PM Phillip Smith
11:00 AW Jennifer Smith
11:00 AW Jennifer Smith
400PM Philip Smith
11:00 AM Jennifer Smith
4:00 PM Phillip Smith
400PM Phillip Smith
11:00 AW Jennifer Smith
11:00 AWM Jennifer Smith
4:00PM Phillip Smith
11:00 AM Jennifer Smith
400 PM Phillip Smith
51617 Last Swim 11118

04987 6501

0272222082

Today's Date: 17/1/2018

b [ 4

TN

Famiy Members

Addtional Information

o Jennifer Smith
Q o
Q  Jason Smith
Q@  Phillip Smith

Smith

Telephone

o @

2.9m  Jeliyfish
5_8m

6_4m  Tutles
6_1m  Penguin

Gorrespondence Comments Other Contacts.

BlockiYear
Jellyfish Jan 2018
Penguin Jan 2018
Jellfish Dec 2017
Penguin Dec 2017
Penguin Nov 2017
Penguin Nov 2017
Tuttles Nov 2017
Tutties ot 2017
Penguin ot 2017
Tuttles Sep 2017
Penguin sep 2017
Penguin Aug 2017
Tuttles Aug 2017
Tuttles Jul 2017
Penguin Jul 2017
Tutties Jun 2017
Penguin Jun 2017

Exit Reason v
Exit Date

Family Catchups —The catchups/makeups tab card within the family file displays a list of all
catchup lessons booked by the family.

2 Splash

File Edit View Inset Families Format Scripts Print Tools

545 Families

Splash
Filter By Family Name: RemoveFiter | 1+ = 4 i
smith [ Active
Display Family and Child 9 e

Family Name Smith

SMITH (Jason, Phillip, Jennifer, john) Churton Park
Wellington
Primary Contact
Name | Barbara

Relationship igther

Bookings

Q & 190118 F
Q&P 120118 Fri

Email | barbara@computerize.co.nz

Address BA Erlestoke Crescent

Today's Date: 17/1/2018

L &

TS "

Addiional Information

5.5m  Penguin
5.7m  Penguin
6_3m

6.3m  Turles

L
Famiy Nembers
Staus  Acive |~
Q Jacod (Jake) Smith
Q@ Lucas Smith
OKioEmail |Ne |v @ Samsmith
A0 e & Micholas Smith
Telephone
smith Home | 063724713
L Work
Mobile 0272222082 O
Catchups Payments Correspondence. Comments

Other Contacts.
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Family Payments — The Payments tab card within the family file display a list of all payments
made by the family for either bookings or products. Use this screen to review a history of
payments or reprint a receipt.

% Splash - o X
File Edit View Insert Families Format Scripts Print Tools
% Families Today's Date: 17/1/2018 y
Splash v ~
Filter By Family Name: Removefiter | = = 4 Tm X g@ <3
smith [ Active Famiy Wemsers
Display Family and Child ~ Family D 2 S Adve e [
Family Name | Smith &
Address 64 Erlestoke Crescent @ Jacob (Jake) Smith Penguin
SMITH (Jac Sam, o cas Q@ Lucas Smith Penguin
SMITH (Jasan, Philip, Jennifer, john) Churton Park OKioEmail No |~ Q@ samsmitn
Wellington 4001 oktosms Ne [~ R INichokee Sinin Turties
Primary Contact Telephone
Name  Barbara Smith Home | 063724713
Relationship  Mother o Work
Email barbara@computerize.co.nz Mobile | 0272222082 ®
Bookings. Catchups Payments Correspondence Comments Other Contacls
Date Inv D Amt
Qe 147275 Jake Smith - Penguin - 2:30 PM Mon (Block Nov 2017) §1.00 2. Ehscumiialedl] 5% sy Parcant. {v
Qw7 147276 Lucas Smith - Penguin - 4:30 PM Kon (Block Nov 2017) $1.00
Q a7 147277 Nicholas Smith - Turlles - 11:00 AM Thu (Block Nov 2017} §1.00 et U A
Qa7 147278 Jake Smith - Penguin - 400 P Mon (Block Nov 2017) $1.00 Amu:?ﬁ:::;umg sansbent
Qw17 147285  Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $1.00
Qa7 147285 Jake Smith - Penguin - 3:30 P Mon (Block Nov 2017) 52.00
Q97 147288 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) 52.00
QwnnT 147298  Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $3.30
Qa7 147209 Lucas Smith - Penguin - 4:30 PM Won (Block Nov 2017 53.30
97 147301 Nicholas Smith - Turties - 11:00 AN Thu (Block Nov 2017) $3.30 Ot LR e LRt
Q 9n7 147302 Jake Smith - Penguin - 400 PM Mon (Block Nov 2017) $3.30
Q12107 147243 Jake Smith - Penguin - 3:30 PH Mon (Term Jun 2017) 50.00
Q12107 147243 Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 2017) 50.00
Q121017 147261 Jake Smith - Penguin - 3:30 PN Mon (Term Jun 2017) §54.00
Q1211017 147261  Lucas Smith - Penguin - 4:30 PM Mon (Term Jun 2017) $54.00

Family Correspondence — The Correspondence tab card within the family file displays a list
of all correspondence created for the selected family. To create a new item, simply click the
Create Correspondence button.

2 Splash - o X
File Edit View Inset Families Format Scripts Print Tools

* Families Today's Date: 17/1/2018

Splash b 4 4
Fiter By Family Name: Removerier | 0 = 4 Tm X &6 Ty
smith [ Active Famiy Wembers
Display Family and Child v EamID] 2 Staus_ Adve | ¢
FamilyName = Smith %
Address 6 Erlestoke Crescent @ Jacab (Jake) Smith Penguin
SMITH (Jac 1, Nicholas, Lucas Q  Lucas Smith Penguin
SMITH (Jason, Phillip, Jennifer, john) Churton Park OKtoEmail No \ - Q  Sam Smith
wellington 4001 oksws No |- @ Nicholas Smith Turtles
Primary Contact Telephone
Name | Barpara Smith Home | 063724713
Relationship Hother v Work
Email parbara@computerize.co.nz Mobile = 0272222082 C)
Bookings. Catchups Payments Correspondence Comments Offer Conlacis.
Create Gorrespondence  fs
@ 150118  Email Jacob Smith Happy Birthday ] =3
Q110118 Letter Jacob Smith Happy Birthday
Q110148 Booking Barbara Smith Swim School Multiple Booking Confirmation 3
Q271047 Email Barbara Smith We are updating our Details °8
R 181017 Letter Barbara Smith We are updating our Details 8
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Family Comments and Custom Fields — The Comments Fields tab card within the family
file displays seven additional fields for storing information about the family. Five text fields
and two date fields have been created for custom use. Define the labels for your custom
fields in the Preferences area of the database.

27 Splash — u] x
File Edit View Insert Families Format Scripts Print  Tools
3 Families Today's Date: 17/1/2018 é
Splash - N
Filter By Family Name: RemoveFiter | v = 4 'm X @& M
smith [ Active Family Members /Agddtional Information
Display Family and Child & FamilyID 2 Staus  Adive - [
FamilyName Smith %
H Address BA Erlestoke Crescent Q Jacob (Jake) Smith 5.5m  Penguin
SMITH (Jacob, Sam, Nicholas, Luicas Q  Lucas Smith 5_7m  Penguin
SMITH (Jason, Phillip, Jennifer, john) Churton Park OKto Email | No \v R _Sam Smith 6_3m
Wellington 001 OKtosMs Ne [ Se_ INIcorss S $iom Towes
Primary Contact Telephone
Name | Barbara Smith Home | 063724713
Relationship  Mother ® Work
Email | barbara@computerize.co.nz Mobile | 0272222082 O
Bookings. Catchups Payments 1 Correspondence Comments. Other Contacts
Mums Occupation
Dads Occupation
Custom Text 3
Custom Text4
Custom Texts
Custom Date 1 &}
Custom Date 2 o

Family Other Contacts — The Other Contacts tab card contains fields for recording one
additional contact and one emergency contact.

2 Splash - o X
Flle Edit View Inset Families Format Scripts Print Tools

%+ Families Today's Date: 17/1/2018 é
Splash » N
Filter By Family Name: RemoveFiter | v = 4 'm X @b N——
smith [ Active Famiy Members Addtional Information
Statt Vt >
Display Family and Child v E2nI) 2 B Ao s
. FamilyName Smith %
H Address BA Erlestoke Crescent Q  Jacob (Jake) Smith 5.5m  Penguin
SMITH (Jaceb, Sam, Nicholas, Lucas Q@ Lucas Smith 5.7m  Penguin
SMITH (Jason, Phillip, Jennifer, john) Churton Park OKto Email No \v Q  Sam Smith 6.3m
re—— A0 e |~ & Micholas Smith 6.3m  Tutles
Primary Contact Telephone
Name | Barbara smith Home | 083724713
Relationship  Wlother - ‘Work
Email  parbara@computerize.co.nz Mobile 0272222082 O
Bookings Catchups Payments | Correspondence T Comments Other Contacts.
Other Contact Person Emergency Contact Person
Name | pavig Smith Name
Relationship - Relationship m
Address  6A Erlestoke Crescent Address  GA Erlestoke Crescent
Churton Park Churton Park
Wellington Wellington
Email | barbaral@computerize.co.nz Email | cartertonswimracesecretay@gmail.com
Telephone Telephone
Home Home
Work Work.
Mobile Mobile

User Documentation — Splash V7.0 Page 137



Listing Family Records

Each record in your database can be displayed in either form view 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.

2 Splash - o X

File Edit View Insett Families Format Scripts Print Tools

' Families Today's Date: 17/1/2018

Splash o
SorBy LastBooking Date |~ ] - -+ Iy X &6 « <>
D FamiyName  ContactName Agaress Chilaren Discount  Telepnone LastBooking  Selectfor hlerge
X -
KX 2 Smitn Barbara Smith 64 Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, 5% 0272222082 19112018 <
X o Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 11112018 v
X 10 Brown sam Brown 345 Nowhere St, Brookiyn, Wellington 4009 Bobby, Celia, Amanda, 0272222082 141112018
X 1 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 1511/2018 v
xR 14 zZimmerman Andy Zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 8112018
X 15 Themson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, Jonn, 0272222082 121112018
X a3 Wilson Mary Wilson 123 Any St Wellington 4000 James 0272222082 15/112018
g Pearson Jenny Pearson 456 Any St Wellington 4000 stuart 0272222082 12112018
Displaying ail (Total of 46). Find Marked Unmark Found Set Mark Found Set v

NB: Click magnifier to the left of the Family Name to display the data entry
screen.

Displaying a List of Families (from Family Details)

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

2 splash - o X

File Edit View Inset Families Format Scripts Print Tools

P ' Families Today's Date: 17/1/2018 é
Splash =

Filter By Family Name: I -, &+ s X &% <O

2. The Families List View screen will be displayed

Displaying a List of Families (from outside Family screen)
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Families List icon

1
-~ o
i Families

3. The Families List View screen will be displayed
Creating a New Family

A new family record must be created whenever a new family joins the school. A student
should be booked in to a session unless the family has been recorded in Splash.

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

amilies “

3. The Families data entry screen will be displayed

2 splash - o X

File Edit View Inset Families Format Scripts Print Tools

A% Families Today's Date: 17/1/2018 b
Splash

Filter By Family Name: a = @rr. X &6 <5

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

3. The Add New Family dialog will be displayed.
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Ya)

S %l Enter New Family Details

Family Mame  Harper

Primary Contact ! Other Contact | Emergency Contact
Anna Harper
Mother v
Address
Email
Telephone OKio Email Yes |~
OKto SMS Yes

Referred From

Referral Family (if applicable)
Discount Type

Payment by Direct Debit  pg
Alert Message

4. Complete as many details as possible within the dialog and click the Done
button to save the details and return to the family entry screen.

5. Continue below to add family members

Adding a Student to the Family
6. Ensure the correct family record is displayed on your screen.
7. Click the Add Student button to display the Add New Student dialog. “F

8. Complete as many details as possible within the dialog and click the Done
button to save the student details and return to the family entry screen.

9. Repeat steps 6 & 7 above until all family members have been added.

p
D Enter New Student Details
Student Name
Annabelle [ Harper
Date of Birth ~ 5/9/2015
® Female ) Male
Reason for Lessons Water Safety =
Rollover Bookings  ves =3
Family Details

“ Anna Harper

45 Whangaehu Valley Rd,
Masterton 5886

0272222082

Discount Rate Type |v
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Finding a Family
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Families Find icon

e
\ ‘ Families

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

- A
05‘ Search for a Family X
| % cance | '“Fm:m:, [

OKto Email & - OKtoSMS 2

Contact Details Phone (Hm)  Phone (Mobile) Phone (Default)

Payment Details Referral & Exit Custom Fields

Discount Rate A

Discount Type First Swim Date &
Payment Authority Held ~ @ Last Swim Date | @

PaymentType < Total Family Bookings <
Credit Card Expiry Date | @ Outstanding Balance 2.

Payment Details Missing &

# cancel 4= Hew Request | |=0mit Records | constrain set | Extend Set | | @ Find Now ‘

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 Family entry
screen. If multiple records are located the found set will be displayed in the
list view.

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

Updating Family Details

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

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

Exiting a Family

When all members of a family have withdrawn from lessons it is important you record the
reason why there will be no further bookings. Information entered for exited families can be
monitored in exit summary reports.

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

2. When the correct family screen is displayed update the Exit Reason field and
enter the Exit Date.
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2 Splash
Flle Edit View Inset Families Format Scripts Print Tools

w Families

Splash

Filter By Family Name:

Everyone [CActive
FamilylD 39123

Family Name Harper

Display Family and Child

ANDERSON (Jamie, Amelia, Sally)
APLIN (Paulette, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUCHANP (Anthony)

BRADLEY (Jared)

BROVN (Hary) Primary Contact
BUCHANAN (Frederick, Gareth)
GRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregary, Jessica)
HARPER (Annabelle)

Name | anna

Relationship Higther

Bookings

HUGHSON (Stephanie, Hayden)
JESSOP (William, simon, peter)
JONES (Billy, Joanne, william, sam)
JONES (Jason)

KIMBLE (Janet)

KING (David, Graig)

LARSEN (Nicholas)

MCARTHUR (Jack, Melanie)

MCDOUGAL (Hamish, Cameron, john)
MORRISON (Corey}

NIGHTINGALE (Sarah, Brendon, Benjamin)

PATTERSON (Sandra, Ann, Gaylene, debra)
PEARSON (stuart)

PULL (Jonathan)

ROBINSON (Barry, Bridgette)

SCHWASS (Paula, Tania)

SINCLAIR (Stuart, Jessica)

Wasterton

Email | barbara@computerize.co.nz

Total Enrolments ()

X o6

L]

Status  Acive

Address 45 Whangaehu Valley Rd

5886
Harper Home
Work

Wobile

catchups Payments.

Today's Date: 17/1/2018

OKtoEmail Yes |
OKtosus  Yes

Telephone

0272222082

Correspondence

L &

NP

Famiy Members Addiional Information

o @

Q Annabelle Harper

Comments Other Contacts.

Block/Year

Family Relocating
Financial

Goals Met

Other

Other Commitments
Personal Reasans
Senvice

Time Constraints

Exit Reason

First Swim Last Swim

c n Exit Date
SMITH (Jason, Phillig, Jennifer, jonn)

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

&
| Additional nformation

Family Members

Discount Rate Type

Referred From  Signage

Referral Family (if applicable)

Exit Reason >
Exit Date

Alert Message

Sending a SMS Message

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

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

2. When the correct family screen is displayed simply click the SMS button
displayed to the left of the Mobile telephone number.
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2 Splash - o X
File Edit View Inset Families Format Scripts Print Tools

P * Families Today's Date: 17/1/2018 é
Splash - - N
Fiter By Family Name: FE O m X g <
Everyone ClAdive Famiy embers
Stat Ve o3
Display Family and Child v Famiy D 2 = Ll
FamilyName | Smith DiscountRate | 5% Type  Percent
ANDERSON (Jamie, Amelia, Sally)
Address 6A Erlestoke Crescent
APLIN (Paulstte, Peter, Susan) Sl p— B
APOLLG (Anthony, Peter)
Referral Family (i applicable)
BEAUCHAMP (Anthony) Churton Park OKtoEmail No ‘ >
?TU\DLEY}Jarea{ wellington 4001 OKlosMs Yes |~ Exit Reason Poor Senice R
BROWN (,;,aw) i Primary Contact Telephone Euipde 191312014
BUCHANAN (Frederick, Gareth) Name | Barbara smith Home | 063724713
Alert Message
GRANDLEY (Johnny) Relationship other v Work
FARBROTHER {Jonathan, Paul) Email barbara@computerize.co.nz Mobile | 0272222082 ® @
HARGREAVES (Gregory, Jessica)
RPER (Amelia, Robe Bookings Catchups Payments Correspondence | Comments Other Contacts
HARPER (Annaelle) T otat Enroments. (27
otal Enrolments
HUGHSON (Stephanie, Hayden) (2n Block/Year
) QO 1oiAe  Thu  330PM Jacab (Jake) Smith Penguin Jan 2018
oy — — QO 10118 Thu 1100 AU Nicholas Smith Turles Jan 2018
JONES (Usson) Q 100118 Wed  4:00PM Jacob (Jake) Smith Penguin Jan 2018
KIMBLE (Janety QO 8018 Mon 430PM Lucas Smith Penguin Jan 2018
KING (David, Craig) QO 217 Thu 1100 AN Nicholas Smith Turles Dec 2017
LARSEN (Nicholas) QO 217 Wed 400PM Jacob (Jake) Smith Penguin Dec 2017
SEHEREOF QO 41217 Mon  330PM Jacab (Jake) Smith Penguin Dec 2017
NOARTHAIR (iack Maiaila) QO 41217 Mon  430PM Lucas Smith Penguin Dec 2017
MCDOUCA Clamish; Cameron joln) Qq ® 61117 Mon  330PM Jacab (Jake) Smith Penguin Nov 2017
HMORRISON (Corey) r
Q¥ osnng Mon 430 PM Lucas Smith Penguin Nov 2017
NIGHTINGALE (Sarah, Brendon, Benjamin) g
. PR Q® BT Mon  400PM Jacob (Jake) Smith Penguin Nov 2017
= Q ® M7 Thu 1100 AN Nicholas Smith Turles Nov 2017
PATTERSON (Sandra, Ann, Gaylene, debra) Q) s10M7  Thu 1100 AM Nicholas Smith Turtles ot 2017
PEARSON (stuar) QO 21017 Mon  330PM Jacob (Jake) Smith Penguin ot 2017
PULL (Jonathan) QO 21017 Mon  430PM Lucas Smith Penguin oct 2017
ROBINSON (Barry, Bridgete) QO 7097 Thu  1100AU Nicholas Smith Turles sep 2017
SCHWASS (Paula, Tania) QO w097 Mon  330PM Jaced (Jake) Smith Penguin sep 2007
SINCEAR (Shiart JCoaice) QO 40917 Mon  430PM Lucas Smith Penguin Sep 2017 -
= First Swim Si617 Last Swim 19118 ExitReason | Poor Service ‘ .

=l iRclas ExitDate 191312014
SMITH (Jason, Phillp, Jennifer, jonn)

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

%} Create SMS X
Edit Tools

./ﬁ Enter New SMS

Message

Thank you for your enquiry, we look forward to meeting
Sam tomarrow for his assessmen

WMessage Length : 86 Chars

4. Enter the message you wish to send.

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

NB: Each SMS message is sent via your email application
Processing a Payment

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

2. Click once on the Dollar Symbol displayed on the top right of the screen.
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file Edit View Inset Families Formet Scripts Print Tools
Families Today's Date: 17/1/2018
Splash
Titergyramiyvame: |0 = 4 Tm X g6 <O
Everyone [CActive Famiy Members Addtional Information
Display Family and Child v FamiyID 2 Siaus | Adve |G -
Family Name Smith %

ANDERSON (Jamie, Amlia, Sally) Il
APLIN (Paulette, Peter, Susan) Address 6A Erlestoke Crescent Q  Jacob (Jake) Smith §.5m  Penguin
APOLLO (Anthony, Peter) Q  Lucas Smitn 5.7m  Penguin
BEAUCHANP (Anthony) Churton Park OKtoEmail Ne |- R _samom ]
BRADLEY (Jared) e 001 e | & Nicholas Smith 6.3m  Tuties
BROWN (Bol ia, Amanda, paul;
e Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name | Barbara smith Home 083724713
CRANDLEY (Johnny) Relationship  gther B Work ¢
FAIRBROTHER {lonathzn, Pau) Email | parbara@computerize co.nz Mfabdel) 0272222082
HARGREAVES (Gregory, Jessica)
HARPER (Amelis, Robe Bootings e T i I T I T Other Cartacs
HARPER (Annabelle) Total Enraiments. @7

otal Enrolments
HUGHSON (Stephanie, Hayden) L BlockiYear
T ——— Q O 1011e Thu  330PM Jacob (Jake) Smith Penguin Jan 2018
S R QO 10118 Thu 1100 AW Nicholss Smith Tuttles Jan 2018
JONES (Jason) Q 100118 Wed  4:00 PM Jacob (Jake) Smith Penguin Jan 2018
KIIBLE (Janet) Q O 8otne Mo 430PM Lucas Smitn Penguin Jan 2018
KING (David, Graig) @ O 727 Thu 1100 AW Nicholas Smith Tuttles Dec 2017
LARSEN (Nicholas) QO s1217  Wed 400PM Jacob (Jake) Smith Penguin Dec 2017
e o Q © 41217 Mon  330PM Jacab (Jake) Smith Penguin Dec 2017
MGARTHUR/(Jack MefEnie) Q © 41217 Mo 430PM Lucas Smith Penguin Dec 2017
UCDOUICAL G lamish: Cameronsiohn) Qq R BMNT Mon  3:30PM Jacob (Jake) Smith Penguin Nov 2017
MORRISON (Corey} r

Qq ®’ eninT Mon 430PM Lucas Smith Penguin Nov 2017
NIGHTINGALE (Sarah, Brendon, Benjamin) %
s Q ® EMIMT bon  400PM Jacob (Jake) Smitn Penguin Nov 2017
e Q ® 2HAT Thu  1T00AM Nicholas Smith Tuttles Nov 2017
PATTERSON (Sandra, Ann, Gaylens, debra) Q S0MT  Thu  11:00 AW Nicholas Smith Turties ot 2017
PEARSON (stuar) Q O 21017 Mon  330PM Jacob (Jake) Smitn Penguin ot 2017
PULL (Jonathan) Q O 21017 Mon  430PM Lucas Smith Penguin o¢ 2017
ROBINSON (Barry, Bridgatte) QO 70917 Thu 1100 AN Nicholas Smith Tutties sep 2017
SCHWASS (Paula, Tania) Q O 40917 Mon  330PM Jacob (Jake) Smith Penguin sep 2017
SIHCENR St eSoica) QO 40917 Mon  430PM Lucas Smith Penguin sep 2017 -
SMITH

AIEL = Exit Re Poor S
; First Swim 5617 Lastswim | 1911118 xit Reason | Poor Senvice

SMITH (Jacob, Sam, Nicholas, Lucas) EE 1332014
SMITH (Jason, Phillip, Jennifer, john) &

3.
be

The POS Sales Entry screen will be displayed. The selected family details will
entered with all outstanding bookings displayed on the right of the screen.

27 Splash POS
POS  Tools

Common  Bathers | Accessorie Canteen

Passes | Goggles Drinks.

User Member

Barbara Smith

Barbara Smith

- o X
FamiyID 2
SMITH (Barbara Smith)
Wih Balance ] Zero Balance
Jacob (Jake) Smith 5135
Penguin - 3:30 PM Mon (Block Jun 2017)
@® Percent Disc 10
Nicholas Smith $50.40
Turties - 11:00 AM Thu (Term Jurr 2017)
® Percent Dise 1
Jacob (Jake) Smith $92.25
Penguin - 3:30 PM Mon (Block Jul 2017)
® Percent Disc 10
Lucas Smith $90.00
Penguin - 4:30 PM Mon (Term Jul 2017)
@® Percent Disc 10
Nicholas Smith $50.40
Turties - 11:00 AM Thu (Term Jul 2017)
® Percent Disc 1
Jacob (Jake) Smitn 57380
Penguin - 3:30 PM Non (Block Aug 2017)
@® Percent Disc 10
Lucas Smith 57200
Penguin - 4:30 PM Mon (Term Aug 2017)
® Percent Dise 10
Nicholas Smith 57425
Turties - 11:00 Al Thu (Term Aug 2017)
® Percent Disc 1
Jacob (Jake) Smith 57380
Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Dise 10
Lucas Smith $72.00
Penguin - 430 PM Mon (Term Sep 2017)
® Percent Disc 10
Nicholas Smith $50.40
Tl - 4400 AL Thit (Tarm San 9017)

4. Select the booking/s you would like to pay for by clicking once on each
booking on the right of the screen.
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¥ Splash POS -
pl o x
POS Tools
Family D 2
SMITH (Barbara Smith)
[ n ] Wih Balance I Zero Balance
1 //Nicholas Smith - Turtles - 11:00 AM Thu (Term Jul 2017) $59.40e3.
$59.40
1 [ 3acob (ake) Smith - Panguin - 3:30 M Mon (Block Jun 2017) $1.35 ] Jacab Uske) amith 7200
Penguin - 3:30 PM Mon (Block Aug 2017)
1| Nicholas Smith - Turtlas - 11:00 AM Thu (Tarm Jun 2017) $59.40
® Percent Disc 10
1\ Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block Jul 2017) $92.25
\ / Lucas Smith 572.00
1 \cas Smith - Penguin - 4:30 BM Man (Term Jul 2017) / $30.00 Penguin - 430 P Mon (Term Aug 2017)
@ Percent Disc 10
Nicholas Smith $74.25
\ Turtles - 11:00 AM Thu (Term Aug 2017)
® Percent Disc 1
Jacab (Jake) Smith §73.80
Penguin - 3.30 PM Mon (Block Sep 2017)
® Percent Disc 10
Lucas Smith $72.00
Penguin - 4:30 PM Mon (Term Sep 2017)
[ carcnvmiier ||[ cardrumber | ®Percent Disc 10
Dethers Nicholas Smith 559 40
Turtles - 11:00 AM Th (Term Sep 2017)
® Percent Disc 1
Jacob (Jake) Smith 573.80
Penguin - 3:30 PM Mon (Block Oct 2017)
® Percent Disc 10
Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10
$302.40 Hicholas Smith 59 40
Turtles - 11:00 AM Thu (Term Oct 2017)

® Percent Disc 1
Jacob (Jake) Smith $64.50
6 Banrivin - 330 DU Linn (Riarke Mair 20471

When all the bookings you wish to process are displayed in the centre of the
screen, click the END button (if paying by Cash or Eftpos) or click NEXT to
specify alternative payment methods.

If NEXT is clicked the End Sale screen will be displayed.

% splash POS
POS Tools

DEL CreditCard 2842
DEL acot ) Smith - Penguin - 3:30 PM Mon (Block Jun 2017)

Total

3acob (1ake) Smith - Penguin - 3:30 PM Mon (Block Jul 2017}

$302.40

Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 2017)
Change

Nichelsz Smith - Turtes - 11:00 AM Thu (Term Jul 2017)
$0.00

CREDIT

ERTROS, CARD

CHEQUE

MANAGE-
MENT

SESSION
PASS

. Choose the required method of payment — edit the value of the payment and

select and select additional payment types for the same sale if required.

8. Click the END button to complete the sale.

If your receipt preferences are set to Ask the produce receipt dialog will be

' displayed.
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Produce Receipt

Would you like to produce a receipt for the completed
transaction?

| Cancel || OK

10.Click the DIARY button to exit the Sale Entry screen.

NB: To amend the content of the sale, click the BACK button to return to the
Sale Entry screen.

Viewing a History of Payments

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

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

27 Splash

S Families

Splash

Filter By Family Name:
Everyone [ Active
Display Family and Child >
ANDERSON (Jamie, Amelia, Sally)
APLIN (Pauletie, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUCHAMP (Anthony)
BRADLEY (Jared)

BROWN (Mary)

BUCHANAN (Frederick, Gareth)
CRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregory, Jessica)

HARPER (Annabelle)

HUGHSON (Stephanie, Hayden)
JESSOP (William, simon, peter)
JONES (Billy, Joanne, william, sam)
JONES (Jason)

KIMBLE (Janet)

KING (David, Craig)

LARSEN (Nicholas)

WCARTHUR (Jack, Melanie)
WCDOUGAL (Hamish, Cameron, john)
MORRISON (Corey)

NIGHTINGALE (Sarah, Brendon, Benjamin)

PATTERSON (Sandra, Ann, Gaylene, debra)
PEARSON (stuart)

PULL (Jonathan)

ROBINSON (Bary, Bridgette)

SCHWASS (Paula, Tania)

SINCLAIR (Stuart Jessica)

SMITH (Jason, Phillip, Jennifer, john)

File Edit View Inset Families Format Scripts Print Tools

= +

FamilyID 2

Family Name = Smith

T

Today's Date: 17/1/2018

x g6

Status  Active

Address BAErlestoke Crescent

Churton Park

OKto Email Mo

Wellington 4001 OKtoSMs Yes |-
Primary Contact Telephone
Name | Barbara Smith Home | 063724713
Relationship  Mother * Work
Email | barbara@computerize.co.nz Mobile = 0272222082 © 6@
Bookings. Catchups Payments Correspondence
Date invID Amt

Q17118 147319 Jacob (Jake) Smith - Penguin - 3:30 PM hlon (Block Jun 2017) §135
Q170118 147319 Nicholas Smith - Turtles - 11:00 AM Thu (Term Jun 2017) $59.40
Q 170118 147319 Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Black Jul 2017) 59225
Q17118 147319 Lucas Smilh - Penguin - 4:30 P Mon (Term Jul 2017) 590.00
Q170118 147319 Nicholas Smith - Turtles - 11:00 AM Thu (Term Jul 2017) $59.40
Q9MT 147275 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017} 51.00
Q9T 147276 Lucas Smilh - Penguin - 4:30 P Mon (Black Nov 2017) §1.00
Q91117 147277 Nicholas Smith - Turtles - 11:00 AM Thu (Block Nov 2017) $1.00
Q 9MT 147278 Jake Smith - Penguin - 4:00 PM Mon (Block Nov 2017} 51.00
Q9T 147285 Jake Smith - Penguin - 3:30 P Mon (Block Nov 2017 §1.00
Q91T 147286 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017} 52.00
Q9MT 147288 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017} 5200
Q9T 147298 Jake Smith - Penguin - 3:30 P Mon (Block Nov 2017 5330
Qq w1AT 147299 Lucas Smith - Penguin - 4:30 PM Mon (Block Nov 2017) $3.30
Q9T 147301 Nicholas Smith - Turtles - 11:00 AW Thu (Block Nov 2017) 5330
Q9T 147202 Jake Smith - Penguin - 4:00 PM Mon (Block Nov 2017} 5330
Q121017 147243 Jake Smith - Penguin - 3:30 PM Mon (Term Jun 2017) 50.00

RRe LA

Famiy Hembers

Jacob (Jake) Smith
Lucas Smith
8am Smith

Micholas Smith

Comments

Discount Rate

- [m) x

b L4

)

Addtional Information |

5_5m
5_7m

6_3m

Penguin
Penguin

Turtles

Other Contacts.

5% Type

Percent |~

Payment Authority Held  Yes >

Withdraw funds using Bank Debit

Account Number s st

Account Number ###-### ##

Viewing or Reprinting a Receipt

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

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

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

(7i01/18
pio1118
101118

447319 Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block Jun 2017)
447319 Nicholas Smith - Turties - 11:00 AM Thu (Term Jun 2017)
147319 Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block Jul 2017)

5135
559.40
39225

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

Invoice 147319

YOUR SWIM SCHOOL NAME HERE
. Welington
Telephone:

ABN:
Invoice # : 147319 (POS 1)
17 Jan 2018 11:35:35 AM
Barbara Smith
&4 Erlestoke Crascent,
Churton Park,
Wellingten 4001

Thank you for your payment for the following items:

Description Qty Units Total
48128 - Jacob (Jake) Smith - Penguin - 1 $1.35 $1.36
3:30 PM Mon (Blodk Jun 2017)
Nicholas Smith - Turtles - 11:00 AM Thu 1 $59.40 $59.40
(Term Jun 2017}
Jacob (Jeke) Smith - Penguin - 3:30 PM 1 §92.25 §92.25
en (Blogk Jul 2017)
Lucas Smith - Penguin - 4:30 PM Mon 1 $30.00 $30.00
(Term Jul 2017)
Nicholas Smith - Turtles - 11:00 AM Thu 1 $59.40 $59.40
[Term Jul 2017)
Total Inc G5’ 5302 40
GST Amt $0.00
Payment Method
CreditCard $202.40
#® Close Print

5. Click the Print button to reprint the receipt or click Close to return to the
family screen without printing the receipt.

Generating Family Documents

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

Document records can be created as letters, emails, SMS messages, or file notes.

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

update.

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

screen.

2 Splash
Flle Edit View Inset Families Format Scripts Print Tools

jﬁ‘w Families

Splash

Filter By Family Name: [ = 4 g

L

Everyone Active

Display Family and Child E2nI) 2 S Acve

Family Name Smith
ANDERSON (Jamie, Amelia, Sally)

APLIN (Paulette, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUCHANP (Anthony)
BRADLEY (Jared)

Address 6 Erlestoke Crescent

Churton Park
Wellington 4001

BROVN (Hary) Primary Contact
BUCHANAN (Frederick, Garth)
CRANDLEY {Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregory, Jessica)

Name | Barbara Smith
Relationship  Wlother

Email | barbara@computerize.co.nz

Bookings. Catchups.
HARPER (Annabelle)
HUGHSON (Stephanie, Hayden)
JESSOP (William, simon, peter) Q150118 Email Jacob Smith
JONES (Billy, Joanne, william, sam) X 110118 Letter Jacob Smith
JONES (Jason) Q110118 Booking Barbara Smith
KIMBLE (Janet)

Q271017 Email Barbara Smith
KING (David, Craig)

Q181017 Letter Barbara Smith

LARSEN (Nicholas)

MCARTHUR (Jack, Melanie)

MCDOUGAL (Hamish, Cameron, john)
MORRISON (Corey}

NIGHTINGALE (Sarah, Brendon, Benjamin)

PATTERSON (Sandra, Ann, Gaylene, debra)
PEARSON (stuart)

PULL (Jonathan)

ROBINSON (Barry, Bridgette)

SCHWASS (Paula, Tania)

SINCLAIR (Stuart, Jessica)

SMITH (Jason, Phillip, Jennifer, john)

Payments.

Happy Birthday
Happy Birthday

Swim School Multiple Booking Confirmation
We are updating our Details

We are updating our Details

Today's Date: 17/1/2018 ¥ é

N
Addiional Information

Famiy Members |

Q@ Jacob (Jake) Smith 5.5m  Penguin
Q  Lucas Smith 5.7m  Penguin
OKioEmail Ne |- Q SamSmith _am
ORieu [ Yes |~ @ Nicholas Smith 6.3m  Tuties
Telephone
Home 063724713
Work
Mobile 0272222082 O 9
Correspondence Comments Other Contacts

Greate Correspondence s

9 A

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

Document dialog box.

Create Correspondence :.G:

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

/ Create New Document
L

Please select the type of document you would like to create

| Email

Cancel

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.

Y Create Document

=Blank Template=

/ Create New Document
L

Please selectthe template you would like to use

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

9 Spla - O
File Edi View Insert Documents Format Scripts Print  Tools
344 Documents Today's Date: 17/1/2018 2
Fo

Splash

Displaying Documents For i E 7 m % és =) <o
Barbara Smith Document - Email Document Type  Email v
17118 Subject Date 17 Jan 2018
151118 Happy Birthday ~ Family Details Q

11418 Swim School Multiple Booking ??::2:2”1,5%,7{

11118 Happy Birthday C”"IURD!:;PEWU N

27/10/17  We are updating our Details Weilington 4001

18/10/17  We are updating our Details

Email
barbara@computerize.co.nz
Attachment
7. Edit the document as necessary.
8. Click the Print or Email button.

7 Splash - a X
File Edit View Insert Documents Format Scripts Print Tools

%% ' Documents Today's Date: 17/1/2018 P

o

Splash

Displaying Documents For = v e X g DY

Adding an Attachment to an Email

When an email is created you have the option of including an attachment with your message.

Although the attachment icon is displayed as a pdf symbol any document type can be
included.
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2 Splash

File Edit View Inset Documents Format Scripts Print Tools

%% - Documents

Splash

Today's Date: 17/1/2018

Displaying Documents For

Barbara Smith
1TAME  Swim School Newsletter
18118 Happy Birthday

11118 Swim School Multiple Booking

11118 Happy Birthday
27HONM7  We are updating our Details
18MOM7  We are updating our Details

' 4
- -
& = W X & ~ = TSy
Document - Email Document Type  Email &
Subject Swim School Newsletter Date 17 Jan 2018

S Family Details
Barbara Smith <
64 Erlestoke Crescent
Churton Park
Wellington 4001

Please find attached the swim school newsletter for January 2018,

Email .
barbara@computerize.co.nz

Attachment

He

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

6.
7.

9.
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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.

27 Insert File X
Look in: | = USB DISK (@) v @ F = m-
* Name . Date modif... Type Size
§ Feb sessions.fmp12 /012012 .. FileMaker ... 324KB
Quickaccess g |opny Birthday.jpg 15/01/2018...  JPG File 13K8
Val <l Intro Jacobpef 10/04/2017...  Fosit Read... 50 KB
] Jacab Smith.doce 21/11/200... Microsoft ... 131 KB
Desktop i Jacob Smithjpg 21/11/200... PG File 1,221 kB
. [ Jacob, Mar2017.pdf 10/D4/2017...  Fosit Read... 1,373 KB
m ¥ Medical Infofmp12 17712/2014...  FileMaker ... 120 KB
Libraries | Mewsletter pdf 15/01/2018...  Foxit Read... 138
[ Mick and Jake Lesson017jpg  19/05/2013.. JPG File 183 KB
| ] Session Dataxss 90172018 .. Microsoft .. 9KkB
This PC ] Student Datasdss 16/01/2018...  Microsoft ... 11KB
Network
Flle name: [Newsietterpof v [open
Flles of type: Al Files (%) v Cancel

Store only a reference to the file

The inserted document will appear in the Attachment field on the selected
record.
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2

File Edit View Inset Documents Format Scripts Print Tools

4“-’ Documents Today's Date: 17/1/2018 é
Splash

Displaying Documents For | = m X &% =

Barbara Smith Document - Email

Document Type  Email i
17A18  Swim School Newsletter
16(118  Happy Birthday

11118 Swim Schoal Multiple Booking
11118 Happy Birthday

2710117  We are updating our Details

Subject ~ Swim School Newsletter Date 17 Jan 2018

Please find attached the swim school newsletter for January 2018. &

1810117  We are updating our Details

Email
barbara@eomputerize co.nz

Attachment

Newrsletter

filewin/G:/Nefsletter. pof

10.Click the Print or Email button.

27 Splash - o X
File Edit View Insert Documents Format Scripts Print Tools
s Documents Today's Date: 17/1/2018 é
Splash
Displaying Documents For | = W X &6

NB: If you want to print the attachment double click the document icon to open it
then choose print from the application it is displayed in.

Creating a Family Statement

A family statement contains a list of bookings for the selected family. The list can be filtered
to show a selection of bookings or can include all bookings ever recorded for the family. The
subsequent report can be printed or automatically emailed to the selected family.

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

2. When the correct family screen is displayed simply click the Print Statement
of Activity button below the list of bookings.
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9 splas

File Edit View Insert Families Format Scripts Print Tools

Jab&¥ - Families

Splash

Today's Date: 17/1/2018

Filter By Family Name:
Everyane
Display Family and Child %

ANDERSON (Jamie, Amelia, Sally)
APLIN (Paulette, Peter, Susan)
APOLLO (nthony, Peter)
BEAUCHAMP (Anthony)
BRADLEY (Jared)

BROWN (Mary)
BUCHANAN (Frederick, Gareth)
GRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregory, Jessica)

HARPER (Annabelle)

HUGHSON (Stephanie, Hayden)
JESSOP (William, simon, peter)
JONES (Billy, Joanne, william, sam)
JONES (Jason)

KIMBLE (Janet)

KING (David, Craig)

LARSEN (Nicholas)

MCARTHUR (Jack, Melanie)
MCDOUGAL (Hamish, Cameron, john)
MORRISON (Corey)

NIGHTINGALE (Sarah, Brendon, Benjamin)

PATTERSON (Sandra, Ann, Gaylene, debra)

PEARSON (stuart)
PULL (Jonathan)
ROEBINSON (Barry, Bridgette)
SCHWASS (Paula, Tania)
SINCLAIR (Stuart, Jessica)

SITH (Jason, Phillip, Jennifer, jonn)

3.
4.

5.
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4
BE O W X b O
[ Active Famiy Members
FamilyiD 2 Status - Active e -
FamilyName | Smith
Address 6 Erlestoke Crescent @ Jacab (Jake) Smith Penguin
Q  Lucas Smith Penguin
Churton Park OKtoEmail No |+ @ sam Smith
e 001 o @ Nicholas Smith Turtles
Primary Contact Telephone
Name | Barpara Smith Home | 063724713
Relationship Nother v Work
Email parbara@compuiterize.co.nz Mobile | 0272222082 ® @
Bookings Catchups Payments Correspondence | Comments Offer Conlacis.
Total Enrolments (27) Blockryear
Q) 110118 Thu  330PM Jacab (Jake) Smith Penguin Jan 2018 2
QO 10148 Thu 1100 AN Nicholas Smith Turtles Jan 2018
Q 10i01118 Wed  4:00PM Jacob (Jake) Smith Penguin Jan 2018
Q) o8 Mon  430PM Lucas Smith Penguin Jan 2018
Q) THZHT  Thu 4100 AM Nicholas Smith Turlles Dec 2017
Q 61217 Wed  4:00PM Jacob (Jake) Smith Penguin Dec 2017
QO 41217 Mon 330PM Jaced (Jake) Smith Penguin Dec 2017
QO 41217 Mon  430PM Lucas Smith Penguin Dec 2017
Q R’ oenn7 Mon  3:30PM Jacob (Jake) Smith Penguin Nov 2017
Q& eninz Mon 430PM Lucas Smith Penguin MNov 2017
Q ® 6M1M7  Mon  400PM Jacab (Jake) Smith Penguin Nov 2017
QR AT Thu 100 AM Nicholas Smith Turtles Nov 2017
Q 51017 Thu 11:00 AM Nicholas Smith Turtles Oct 2017
QO 210M7  Mon  330PM Jaced (Jake) Smith Penguin ot 2017
Q) 210M7  Mon  430PM Lucas Smith Penguin ot 2017
Q 710917 Thu 11:00 AM Nicholas Smith Turtles Sep 2017
QO w0917 Mon  330PM Jace (Jake) Smith Penguin sep 2017
Q) 40917 Mon  430PM Lucas Smith Penguin Sep 2017 ~
First Swim 5617 LastSwim | 194113 ExitReason  Poor Service v
Lioriceoun St | ExitDate  19/3/2014

The Specify Records for Reporting dialog will be displayed on your screen.
Select one of the following;
Balance — to include bookings with an outstanding balance

Some — to include bookings within a specified date range
All —to include all bookings ever made for related family members

Specify Records for Reporting

‘Would you like to include ALL booking records or SOME
bookingsrecords or only bookings with a BALANCE in the
activity report

| Balance || Some | | All

The report will be previewed on your screen.
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Bookings - Current Balance of Booking
Balance as at 17/1/2018 Cost
{Less Discount/Credits) Paid Balance
Smith (Barbara Smith) 0272222082 $1,384.20 2220 $1,362.00
SMITH Jacob [Jake) Penguin Mon  BS Block: Aug 2017 §73.80 30.00 §73.80
SMITH Jacob [Jake) Penguin Mon  BS Block: Sep 2017 §73.80 30.00 §73.80
SMITH Jacob [Jake) Penguin Mon  BS Block: Oct 2017 §73.80 30.00 §73.80
SMITH Jacob |Jake) Penguin Mon  BS Black: Nov 2017 $73.80 38.30 384.50
SMITH Jacob |Jake) Penguin Mon  BS Black: Nov 2017 $73.80 $4.30 389.50
SMITH Jacob |Jake) Penguin Mon  BS Black: Dec 2017 $55.35 30.00 355.25
SMITH Jacob (Jake) Penguin We LW Block: Dec 2017 $55.35 $0.00 §65.35
SMITH Jacob |Jake) Penguin We LW Block: Jan 2018 F73.80 30.00 7380
SMITH Jacob |Jake) Penguin Thu BS Block: Jan 2018 $55.35 $0.00 $55.35
SMITH Lucas Penguin Mon BS Block: Aug 2017 572.00 $0.00 §72.00
SMITH Lucas Penguin Mon BS Block: Sep 2017 572.00 30.00 37200
SMITH Lucas Penguin Mon  BS Block: Oct 2017 37200 30,00 F72.00
SMITH Lucas Penguin Man  BS Block: Nov 2017 F73.80 4.30 $89.50
SMITH Lucas Penguin Mon  BS Block: Dac 2017 55635 %0.00 35535
SMITH Lucas Penguin Mon  BS Block: Jan 2018 573.80 $0.00 §73.80
SMITH Hicholas Turtles Thu DS Block: Aug 2017 57425 $0.00 374.25
SMITH Hichalas Turiles Thu DS Block: Sep 2017 550.40 30.00 350,40
SMITH Micholas Turtles Thu DS Block: Oct 2017 $50.40 $0.00 358.40
SMITH Hichalas Turtles Thu DS Block: Nov 2017 574.25 $4.30 $60.95
SMITH Hichalas Turtles Thu DS Block: Dec 2017 F44.55 30.00 34455
SMITH Hichalas Turtles Thu DS Block: Jan 2018 F44.55 30.00 34455
172018 1 02:01:30 PM Page 1

6. Press Enter or click the continue button to progress to the print or email
options.

7. Select whether you wish to Email or Print the selected report (or choose
Cancel to return to the family file without printing or emailing).

Message

Do you want to PRINT or EMAIL the Summary of Family Activity?

| Cancel || Email || Print |

NB: If Email is selected the email will be displayed with the document attached.
Edit the email and click the Send button.

B Hd 0 1 L = Activity Report for Family o] X
Message Insert Options o

B 10 -| 53 J 0 -] ! v

Clippoard B 7 U ahe X. x° & A Plain Insert Contacts Delivery Editing
- -k text - - - -

Font Paragraph Plain text
o | Te..  |babara@computerize.conz| | From |barbara@cemputerize.co.nz +
» Ce..
Send | °
Bec..
Subject  Activity Report for Family Hide Cc & Bec
] |5 Family Activity Repert.pdf (63.4 KE)

Please find attached the latest record of activity for the Smith family.

Deleting a Family Record

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

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

2. When the correct family record is displayed on your screen.
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2} Splash

File Edit View Inset Format Records Scripts Tools Window Help

ol Families Today's Date: 17/1/2018 P &
Splash

Filter By Family Name: | = W @ o)

Click once on the Delete Family button.

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

Delete Family

Are you sure you want to remove the Harper family from the
family list?

| OK || Cancel |

5. Click OK to delete the record or Cancel to return to the family screen without
making a change.

Sending a Broadcast SMS Message

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

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

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

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

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

2 Splash - o X
File Edit View Insert Families Format Scripts Print Tools
oL '~
A% Families Today's Date: 17/1/2018 .
Splash
SortBy LastBooking Date |~ (] + W X &6 >
ID  FamiyName Contact Name Address Children Discount Telephone Last Booking Select for Merge
X 2 Smith Barbara Smith 8A Erlsstoks Crescent, Churton Park Wellington 4001 Jacob, Sam, Nicholas 5% 0272222082 101112018 v
23 smin Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 1112018 v
X 10 Brown Sam Brown 345 Nowhere St Brookiyn, Wellington 4003 Bobby, Celia, Amanda, 0272222082 141112018
X 1 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 15112018 vl
Q14 zimmerman Andy Zimmerman 785 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 81112018
¥ Splash — o pe
File Edit View Insert Families Format Scripts Print Tools
‘S Families i ] — - Today's Date: 17/1/2018
: y
Splash Perform Mail Merge
SONBY! LastBocking Date |~ e S W X &% >
Ex) Family D:
D FamiyName  ContactNaml__XPortFemiyData Children Discount  Telephone Last Booking Selectfor Mlerge

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.

Send 5MS Messages

You are about to send SMS messages to all Families in the
found set. Families with no mobile phone number or no
approval to send will be removed from the list. Do you wish
to continue?

| OK || Cancel |

5. The Enter New SMS dialog will be displayed on your screen.
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Y Create SMS x
Edit Tools

[/ Enter New SMS

Message

Justa quick reminder the swim school will be closed on
Australia day (January 26th)

Message Length : 84 Chars

#® cancel | Done % |

6. Enter the message you wish to send.

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

NB: Each SMS message is sent via your default email application.
Sending a Broadcast Email

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

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

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

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

3. Select Send Broadcast Email from the Scripts Menu.

27 Splash - o X
Flle Edit View Insert Families Format | Scripts | Print Tools
el Send SMS | A
w " Families Send Broadcast Email Today's Date: 17/1/2018
Splash Perfon ‘
Import Family Data
Export Famill Data

SortBy LastBooking Date |~

ID Family Name Contact Nam( Children Discount Telephone Last Booking Selectfor Merge

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

Broadcast Email

You are about to send a broadeast email to all families in the
FOUMND SET the details of the email will not be recorded on
the client file. Families with no email address or no approval
will be removed from the list. Do you wish to continue?

| OK || Cancel |

5. The Enter Broadcast Email dialog will be displayed on your screen.
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? Create Broadcast Email x
Edit Tools

A

Enter New Email

e

Email Details
Subject  swim School Newsletter

Body = Please find attached our swim school newsletter for January 2018

Attachment

@ ® cancel ‘ Done %
Newslett ) i

6. Enter the message you wish to send and attach a document if required.
7. Click the Done button.

NB: To ensure the privacy of all clients the email address will automatically be
placed in the BCC box. Look in the Sent Items folder of your email application to
review the documents which have been sent.

Generating a Family Mail Merge

The mail merge function within Splash operates using a marked record system. All marked
records will be included in the mail merge. Marked families appear in the Family listing with a

cross in the box on the far right of the screen.
L ]
File Edit ¥ Inset  Families Format Scripts Print  Tools
By -
i Families Today's Date] 17/1/2018 p
Splash
SorBy LastBookingDate |~ ] + W X &b >
ID  Family Name ContactName Address Children Discount Telephone Last Booking Selectfor Merge
q 2 Smith Barbara Smith BA Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, 5% T T TOr20T ; v
Q o Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 111172018 v
X 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 0272222082 14/1/2018 v
Q " Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 151172018 v
q 14 zZimmerman Andy Zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 8112018 v
15 Thomson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, John, 0272222082 124112018 v
Q 16 King Nathan King 46 Brooklyn Rd, Brooklyn, Wellington 4008 David, Craig 0272222082 12/1/2018 v
X 17 White Julie White 76 Moorefield Road, Johnsonville, Wellington 4001 Jane 0272222082 912018 v
Q 18 Fairbrother Mark Fairbrother 56 Watt St, Tatahi Bay, Wellington 4012 Jonathan, Paul 0272222082 161172018 v

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

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

2. Select the Families List icon

I
[ ~ e
) Families \
1

3. The Families List View screen will be displayed.

Click once on the Find Marked button displayed at the bottom right of the
screen. This command will display a list of all families that are currently
marked.
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5. Click once on the Unmarked Found Set button. This will clear all previously
marked records.

Q 2112 Williamson John Williamson 987 Essex St, Masterton 5886 Peter 0272222082 15112018 v

Displaying found set (42 out of 47, Find Marked Unmark Found Set Mark Found Set

6. Use the Finding a Family 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. When the list is correct click once on the Mark Found Set button. A tick
should appear for each family in the Mark column on the right of the screen.

9. Repeat steps 4 to 6 above until all required families 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.

Continue to Merge

42 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.

Y Create Merge Document X
Edit Tools

'J{: Select Merge Document

Please select the type of document you would like to create

Email [~]

Cancel Continue %7

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.

Y Create Merge Document X
Edit Tools

4 Select Merge Document

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

[ we Are Updating Our Details | |

#® cancel Continue %

16.The selected template will be displayed on your screen. Edit the content of
the template as required.
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% Create Merge Document X
Edit Tools

@ Create Merge Document

Subject | We are updating our Details

Body | Hi==FA:Contact Name First==,

We are currently updating contact details for all of our studentfamilies.
Please check the information listed below. If any of the information is
incorrect please contact our office on =<3C::Telephone==

Atthe moment we have your details recorded as follows:

Primary Contact: ==FA:Contact Full Name==

Address: <=FAzAddress 1==, <<FA:Address 2==, <<FA Address 4== <<FA;
Post Code==

Email: <<FAzEmail==

Itis vital that we have correct contact details in case of emergencies etc.
Thank you for your assistance in this matter

Regards

Learn To Swim Coordinator
=<=3C:8chool Name==

Attachment

5

17.Click the Done button to complete the merge or Cancel to exit the script
without completing the merge.

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.

Importing Family Data

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

data into an existing FileMaker Pro file, you can:
+ add new records from the source file
e 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 Families List icon

Ay ~ £y
) Families

3. The Families List View screen will be displayed.
4. Select Import Family Data from the Scripts menu.

% Splash

File Edit View Insert Families Format | Scripts | Print Tools

“‘i‘ Families

Splash

>

Today's Date: 17/1/2018

Import Family Data

SonBy LastBooking Date |
Export Family Data

D FamilyName Contact Nam(. Children Discount  Telephone Last Booking

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

1<)

Selectfor Merge

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

button.
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2} Open File X

Lookin: | = USE DISK @) -] @@ Er

#* Name . Date modif... Type Size
& Family Data.xlsx 17/01/2018...  Microsoft ... 7Ke
Quickaccess | pop ceccions.fmpl2 9/01/2013 .. FileMaker ... 824 KB
[l Happy Birthday,pg 15/01/2018...  JPG File 13KB
74 2] Intro Jacob.pelf 10/D4/2017...  Foodt Read... 50 KB
Desktop ] Jacob Smith.doex 21/11/2004... Microsoft ... 131 KB
[ Jcob Smithjpg 21/11/2014... PG File 1,221 kB
m Jacob_Mar2017 pef 10/04/2017...  Fooit Read... 1,373 KB
Libraries § Medical Info.fmp12 17/12/2014...  FileMaker ... 120K8
) Newsletter.pdf 15/01/2018...  Foxit Read... 13K8
@ [ Mick and Jake Lesson017jpg ~ 19/05/2013... JPG File 128 KB
This PC ] ession Data.xlss 9/01/2018 .. Microsoft ... 9KB
5 ] student Data.xiss 16/01/2018...  Microsoft ... 11K8

Network

Flle name: Famlly Data xisx «]  [open
Files of type: Al Files (") v Cancel

Remote...

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

Import Field Mapping ? X

Source: Family Data.xlsx Target: Current Table ("FA_Families’) ~

Source Fields Target Fields

Family ID = ¢ Family ID
Family Mame =p ¢ Family Name

Address 1 = # Address 1

Address 2 = 3 Address2

Address3 = 4 Address3

Address4 = ¢ Address4

Post Code = ¢ Post Code

Email =b ¢ Email
<[>/ Record 1043 Arrange bY: | custom import order v
Import Action Field Mapping
(®) Add new records = Import this field

Don't impart this field
Match records based on this field
Target cannot receive data

Add remaining data as new records Manage Database...
D Don't import first recard (contains field names)

8. Inthe Import Action area, choose the type of import to perform.

() Update existing records in found set.

xomo|

(_) Update matching records in found set

To add new records to the end of the target file — select Add New Records

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

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

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

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

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

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

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

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

Exporting Records to Excel

1.

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

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

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

Page 158

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

file.
" Brport Records to File >
Savein: |  USB DISK (&) v @& e m-
* Name - A B e v o
] Session Dataudsx 9/01/2018 .. Micrasoft .. aKB
Quckaccess (&) sty dent Datauxdsc 16/01/2018..  Microsoft .. 11KB
=
esktop
braries
oy
This PC
uw
Network
Flle name: [Famiy Data v [sae
Save astype: | | Excel Workbooks ("xisx) v Cancel
After saving: [ Automatically open file
[create email with fle as attachment
6. Choose a file type fron| the Save as Type (Type) field and click the Save
button. v

. The Excel Options dialog box will be displayed on your screen. If you wish to

name the worksheet the data is bging exported to enter it in the Worksheet
field. Click Continue. f

Excel Options I x

Use field names as column names in first row

Waorksheet: |

Title:
Subject:

Author:

| Continue... H Cancel |

. The Specify Field Order for Export dialog will be displayed on your screen.

Use this dialog to indicate the order of the fields in which Splash will export
the data.

9. Allfields displayed in the Field Export Order list will be exported.
10.To move a field to the Field Export Order simply double-click the field name

on the left of the screen.
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Specify Field Order for Export

fields before moving the other fields.

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

Current Layout ["FA_List") A Group by
Children (Unsorted)
Concat Address
Contact Full Name
Discount Rate
Family ID Field export arder
Family Name Mave 4 Family ID
glist View Text ¢ Family Name
gSort By + Address 1
:::b\rlm Date # Address 2
Telephone default # Address 3
# Address 4
¢ Pnst Code -
Options
Output file character set: Unicode [UTF-16)
|:| Apply current layout's data formatting to exported data | Export | | Cancel |

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.

Current Layout ("FA_List")
Current Table ("FA_Families’)

Related Tables
FA_BO_Bookings

FA_CC_Credit Card
FA_CU_Custom Fields
FA_DO_Dacuments

FA_FA_Families Marked
FA_FA_Families ReferralFamily

FA_BO_Bookings on ID Status

FA_DT_Document Templates on Subject

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.

Family Dataxisx - Microsoft Excel non-commercial use

©a :
Home Insert Page Layout Formulas Data Review  View @@ =
& cut Calibri |10 B SiwmepTet General - *H iﬁﬁ Normal Bad 5'_ §< Ej ZRAutostme: W [ﬁ
" 3 copy - 23l t J - : - 4
P romatranter |[B) £ U 7| B[ - A Bweesconte- | 8 - % 2 | 523) Cosions T | hovie) S| PP Q- et seea
Clipboard Font o Alignment 3 Number Styles celis Editing
AL - £ | Family 1D v
1 Family ID Family Name Address 1 Address 2 Address 3 Address 4 Post Code Email Telephone default conta
2 2 Smith A Erlestoke Crescent Churton Park Wellington 4001 barbara@computerize.co.n0272222082 Barbara
3 9 Smith 89 Roberta Road Tawa 4008 computerize@xtra.conz 0272222082 Daniel
a 10 Brown 345 Nowhere St Brooklyn Wellington 4009 computerize@xtra.conz 0272222082 sam
5 11 Anderson 876 Somewhere Rd Tawa Wellington 4010 computerize@xtra.conz 0272222082 David
6 14 zimmerman 786 another road Forirua Wellington 4008 computerize@xtra.conz 0272222082 Andy.
7 15 Thomson 25 Churton Drive Churton Park Wellington 4001 computerize@xtra.conz 0272222082 Anthony.
) 16 King. 46 Brooklyn Rd Brooklyn Wellington 4008 computerize@xtra.conz 0272222082 Nathan
B) 17 White 76 Moorefield Road Johnsonville 4001 computerize @xtraconz 0272222082 Julie
10 18 Fairbrother 56 Watt st Tatahi Bay 4012 computerize@xtra.conz 0272222082 Mark
11 18 Hughson 98 Barrett 5t Ngaio 4007 computerize@xtra.conz 0272222082 Neaire
12 20 McDougal 118 South St Newlands 4006 computerize@xtra.conz 0272222082 Mary
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Printing Family Reports

You must be in the Families module of Splash to generate the following reports. All reports
are accessed from the Print menu.

Printing a List of Families

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

1. Use the Finding a Family 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 Families from the pop-out
menu displayed.

9 Splash = o i
File Edit View Insert Families Format Scripts Print  Tools
i
A4 Families Summary of ’ Today's Date: 17/1/2018 .
Splash Chart Shawing >
SortBy LastBookingDate |~ R Eepoit PT———

D FamilyName Contact Name Statement of Account Children Discount  Telephone Last Booking Selectfor Merge:

Statement of Outstanding Account [Found Set]

Q24 Jessop Tony Jessop William, simon, peter 044783215 141112018 v

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).

lu X
1] [=] £l

SaveasExcel SaveasPDF | Print  Print Setup

EitPrever scrpt poused [ EEEREN]

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

Print Report

‘Would you like to print the List of Families?

| concel || eoF | [ ok |

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

List of Families £
Family Name and Contact E
AMDERSOM David 878 Somewhere Rd, Tawsa, Wellngton 4010 0272222082 a
APLIN Sylvia 78 High 5t Tawa. Wellington 4010 0272222082 3
APOLLD Martha 78 Youngs Road, Tauranga 7802 QZ7zaz2082 2
BEAUCHAMP Russell Q27222082 1
BRADLEY Patricia 943 Beach Farade. Tauranga 7802 QZ7zaz2082 1
BROWM Peter 234 any street, Wellington 0272222082 1
BROWN Sam 345 Mowhere St. Brooklyn, Wellington 4009 02rz222082 4
BUCHAMNAN Debbie 29 Victoria St, Khandallah, Wellington 4007 Q27222082 2
CRAMDLEY Joanne 123 Any St, Wellington Q272222082 1
FAIREROTHER Mark 56 Watt 5t. Tatahi Bay, Wellington 4012 Q27222082 2
HARGREAVES Susan 24 lane St, Wallaceville, Upper Hutt 5014 QZ7zaz2082 2
HARPER Anna 45 Whangaehu Walley Rd, Masterton 5888 02T2222082 1
HARPER Edith 78 Colombo Road, Tawa, Welington 4010 02rz222082 z
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Printing a Summary of Exits by Date

This report counts the number of families and the number of students who have exited the
swim school.

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

2. Select the Families List icon

- ~ Lra
) Families

3. The Families List View screen will be displayed.

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

27 Splash - o X
File Edit View Insert Families Format Scripts Print  Tools
i, List of > | =
S Families Today's Date: 17/1/2018 é
Splash Chart Showing »|  Families by Referral Source
P Families by Exit Reason
ustom Repo T3T

SortBy LastBookingDate |
D FamilyName  ContactName Statement of Account
Statement of Outstanding Account [Found Set]

Families by Postcode
dren Discount  Telephone Last Booking Selectfor erge

Custom Report
K 1 Anderson David Anderson amie, Amelia, Sally 0272222082 15/112018 %

5. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and End Date for the families to be included in your report.

Specify Dates for Reporting

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

Start Date
11217

End Date
311217 |

| Cancel || OK |

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

lm x
& a ]

SaveasExcel SaveasPDF | Print  Print Setup

Exit Preview Seript paused

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

Print Report

‘Would you like to print the Summary of Exits?

| cancat |[ eoF | [ ok ]

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

Summary of Families

Summary of Exits Number Number

of Families of Students

Financial 1 3
Goals Met 2 2
Other Commitments 1 4
Poor Service 1 4
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Printing a Summary of Referral Source

This report counts the number of families and the number of students for each source of
referral.

—_

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

2. Select the Families List icon

- ~ Cra
) Families

3. The Families List View screen will be displayed.
4. Select Summary of ... from the Print menu and select Families by Referral
Source from the pop-out menu displayed.

2 Splash - o x
“tf rO— e Today's Date: 17/1/2018 p. A
Splash GG

= Custom Report. Ty

SortBy LastBooking Date

Families by Postcode
D Family Name Contact Name Statement of Account ldren Discount  Telephone Last Booking Selectfor Merge

@ 1 Anderson David Anderson Statement of Outstanding Account [Found Set]

Custom Report
lamie, Amelia, Sally 0272222082 151112018 v

5. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and End Date for the families to be included in your report.

Specify Dates for Reporting

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

Start Date
11217

End Date
311217 |

| Cancel || OK |

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

- o x
& (= 2l

SeveasExcel SaveasPDF | Print  Print Setup

Exit Preview Seript paused

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

Print Report

Would you like to print the Summary of Referrals?

| concel || eoF | [ ok |

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

Summary of Families

Summary of Referrals Number Number
of Families of Students

34 80
Existing Client 2 5
School 1 4
Total Reported a7 89
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Printing a Summary of Exit Reasons

This report counts the number of families and the number of students who have exited the
swim school.

1. Use the Finding a Family function to locate the group of exited families you
wish to include in your report.

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

3. Select Summary of ... from the Print menu and select Families by Exit
Reason from the pop-out menu displayed.

2 Splash - o X
Flle Edit View Insert Families Format Scripts Print Tools
;. List of

%S Families s 0 by Dote Today's Date: 17/1/2018 .
5plash *| Families by Referral Source
Familis by Exit Reason
SortBy LastBookingDate |~ Families by Postcode >
D FamilyName  ContactName n Idren Discount  Telephone Last Booking Selectfor Merge
Custom Report
QA n Anderson David Anderson anding Account [Found Set] [ amie, Amelia, Sally 0272222082 150112018 v

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).

- Dlx
8 [=) £l

SaveasExcel SaveasPDF | Print  Print Setup

e As Bitprevie —

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

00 6 Print Report

Would you like to print the Summary of Exits?

Cancel | [ poF | [ ok ]

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

Summary of Families

Number Number

Summary of Exits of Families  of Students
Financial 1 3
Goals Met 2 2
Other Commitments 1 4
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Printing a Summary of Postcodes
This report counts the number of families and the number of students for each postcode.

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

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

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

" Splash - 5 ~
File Edit iew Insert Families Format Scripts Print Tools
; List of » =
S04 Families Today's Date: 17/1/2018 3
Splash Chart Showing 3
SortBy LastBookingDate |~ Custom Report T

ID  FamilyName Contact Name Statement of Account Idren Discount  Telephone Last Booking Selectfor Merge

KX 1 Andersen David Anderson Statement of Outstanding Account [Found Set] lamie, Amelia, Sally 0272222082 151112018 v

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).
1]

- |o x
a £l
SaveasEscel SaveasPDF | Print  Print Setup

o A Extrreven scrpt paused

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

Print Report

Would you like to print the Summary by Postcode?

| cance || poF | [ ok |

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

Summary of Families
Summary by Postcode Mumber Number
of Families  of Students
PC = :4000 2 2
PC = :4001 4 10
PC = :4002 1 3
PC = :4005 2 g
PC = :4006 1 3
PC = :4007 4 [
PC = :4008 [ 16
PC = :4009 1 4
PC = :4010 7 18
PC = :4012 1 2
PC = :5886 1 1
PC = :6007 1
Total Reported k1| 74
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Printing a Custom Report

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

Displaying the Custom Report Dialog

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

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

3. Select Custom Report ... from the Print menu.

2 Splash - o X

File Edit View Insert Famiies Format Scripts Print  Tools
b List of s -
Ak Families ST > Today's Date: 17/1/2018 3
Splash Chart Showing 5

SortBy LastBookingDate | v T—

D Family Name Contact Name Statement of Account Children Discount  Telephone Last Booking Select for Merge

K 11 Andersan David Anderson Statement of Outstanding Account [Found Set] Jamie, Amelia, Sally 0272222082 15112018 v

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

¥ Produce Summary Report m]
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary by Referral Source -4

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Referred From

Group 2 ‘ Summarize by Post Code ‘ I

Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  Summary by Referral Source

Step 4: produce Report

R 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: ChooselUpdate Report Summary Groups
Group 1 Summarize by Referred From 2

Group2 Summarize by Post Code =
Group 3 =

Show Detail < T

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 Families

Summary by Referral Source Mumber Number
of Families  of Students

Existing Client 3 5
School 1 4
Signage 1 1
Television 1

Total Reported 6 10

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 Families
Summary by Referral Source Number Number
of Families of Students

Existing Client 3 5

Srnith 0272222082

Srnith 20 Roberta Road, Tawa 4008 Q272222082

Williamsan 987 Essex St Masterton 5588 Q272222082
School q 4

Srnith 84 Erlestoke Crescent, Churtan Park, Wellington Q272222082
Signage 1 1

Harper 48 Whangaehu Valley Rd, Masterton 5388 Q272222082
Television q

Srnith 1242 Any Street, Wellington Q272222082
Total Reported [ 10
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Printing a Chart
Printing a Chart Showing Families by Referral Source

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

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

3. Select Chart Showing ... from the Print menu and select Referral Source
from the pop-out menu displayed.

2 Splash
Flle Edit View Insert Families Format Scripts Print Tools
Listof 4

Summary of

-

Families Today's Date: 17/1/2018 ‘«f
)

P Custom Report TT3ST

SortBy LastBooking Date |~
D Family Name Contact Name Statement of Account Children Discount Telephone Last Booking Select for Merge

X 11 Anderson David Anderson Statement of Outstanding Account [Found Set] T Jamie, Amelia, Sally 0272222082 15M12018 ¥

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).

Layout:[FA_CHT Display Family... -] View As: Exit Preview Script paused [{Continue |
5. The Print Report dialog will be displayed on your screen.

Print Report

Would you like to print the Referral Summary?

| concel | [ ok |

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

Summary of Families
Referral Summary
35 35
30 30
25 25
w
= 2.0 2.0
2 !
fu]
(T
T 15 15
(=]
'_
1.0 1.0
05 05
0.0 0.0
Summarize by Referred From
174172018 - 03:23:26 A Page 1
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Printing a Chart Showing Families by Exit Reason

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

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

3. Select Chart Showing ... from the Print menu and select Exit Reason from
the pop-out menu displayed.

- a X
Insert  Families Format Scripts | Print | Tools
List of » . -
Families Today's Date: 17/1/2018 '\\
]
LastBooking Date ‘V_ C<O)

 ContactName [ Chilaren Discount  Telephone LastBooking  Selectfor Merge

Family Name e
Custom Chart
Anderson David Anderson ‘Statement of Outstand ound Set] T Jamie, Amelia, Sally 0272222082 150112018 v

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).

—lu X
& a

Save asExcel SaveasPDF | Print  Print Setup

s
Loyout:[FA_CHT Dipley Famiy =] Vew s ExitPreven P

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

Print Report

‘Would you like to print the Exit Summary?

| cancet | [ ok |

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

Summary of Families
Exit Summary
2.4 24
22 22
20 20
18 18
o 18 16
[
=14 14
E
B 12 12
®
E 10 10
08 08
086 086
0.4 04
02 02
0.0 0.0
& &« &2 i
Q@Q 00"}% & “-906
06‘6\ QOO\
o
cf‘\é
Summarize by Exit Reason
17172018 03:24:57 PAT Page 1
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Printing a Chart Showing Families by Postcode

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

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

3. Select Chart Showing ... from the Print menu and select Postcode from the
pop-out menu displayed.

2 Splash - b x
File nsert Families Format Scripts  Print  Tools
Families Today's Date: 17/1/2018 5
Splash -y
T

SortBy LastBookingDate |~
D FamilyName Contact Name

Children Discount  Telephone Last Booking Select for Merge

(X 11 Anderson David Andersen Jamie, Amelia, Sally 0272222082 151112018 [T}

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).

B & =] &
Saveas Excel SaveasPDF | Print  Print Setup
Layout: [FA_CHT Display Famiy... »|  View As: Exit Previen Script paused [ Gontinue. |

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

Print Report

‘Would you like to print the Postcode Summary?

| concel | [ ok |

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

Summary of Families

Postcode Summary

a a
7 Fi
=1 =]
5 5

Total Families
Py

3 3

2 2

| HEEE EEEER

’ & g & ¢ ¢ Q& & v & g °
3 S 0 B B B A A © o &

& £ 2 T o T T & g
Summarize by Post Code

172018 03:28:05 PM Page 1
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Defining Booking Details

This module contains a record of each permanent or catchup booking. Attached to each
booking record is a progress report containing the goals each student is aiming to achieve.
Use this module to print a selection of booking related documents and reports e.g.
confirmation letters, instructor lists, attendance summaries, assessment lists and student
certificates. An automated rollover function enables you to carry all current bookings forward
to the subsequent term.

The Booking Record

In the centre of the screen you will see generic student information along with a photograph of
the child. Along with student information there are three central tab cards that contain
information about the Session, Booking Info, and Primary Contact information.

Each booking record contains also contains the following three tab cards on the right of the
screen:

Attendance and Payments — displays attendance for all dates within the block along with
information about how the booking cost was defined. The cost of booking includes the initial
cost, less any discount, credits, or free lessons. In addition to these values which reduce the
value of a booking; you can also add a late payment fee. All payments made towards the
booking will be displayed at the base of the screen.

2 splash - o X
File Edit View Inset Format Bookings Scripts Print Tools

ki’ Bookings

Today's Date: 19/1/2018

&
Splash
Filter By Student Name: = m X &% DD List >
Everyone
Session Contact Person Booking Info
3 2 Stude
Jan 28 dent) 13 Class D | PEN Cpsession D 3498

Name Jacob (Jake) Smith

Display  FirstName = - Class Name | Penguin
Gender Male Age 5.5m
Class Level 3 StudentLevel 3
Amanda Brown FPEN  Su Medical Programme  Preschool
Anthony Apallo TUR Th
Contact Barbara Smith : b
o & o = Instructor | Barbara Smith
Benjamin Nightingale PEN W Telephone | 0272222082 = Location | Main Pool No. of Lessons | 3
Benjamin Willams TR Th Start Date | 111172018 m EnaDate 25112018
Comments
Billy Jones TR Mo StartTime | 330PM Weskday Thursday
Bobby; Thomson S Block | Jan Year 2018 Shift Afiemoon
brenda thomas PEN su
Bridgetie Robinson SEA Fil
Bruce Taylor SHR Th
Caroline Thomson SHR Th
Corey Morrison JEL Mo
Craig King SEA Th
David King PEN  Fri
debra Patterson JEL Th
Frederick Buchanan PEN Su
Garsth Buchanan JEL Tu
Georgia Tayl PEN Th
eoraia Terior | Student Exited
Geargia Taylor TR W v
Gregory Hargreaves STA Tu
Harmish NcDougal SEA Th Payments Atiendance Achiovements Comments
Harry Wil PEN Th
S Student Attendance Coclbooki
Hayden Hughson TR W otpars . -
i Jethoo | CostPer Session |~ cg 5205 : 5615
Jack McArthur SEA Th 11112018 Cost Method CostUnit 21 Initial Cost 6
Jacob (Jake) Smith PEN Th 187112018 DiscountRale | 10 Type Percent |- DiscountApplied 5615
Jacob (Jake) Smith PEN W 257112018 CreditApplied <
Ja nith PEN Fii Value of Free Lessons 50.00
Ja PEN Fi Exit Value Written Off
ol bR & Payment Required By 11118 Late Payment Fee 50.00
James Wilsan JEL Mo
Payments Received 50.00 @
Jamie Anderson JEL Mo
Jamie watkns JEL Mo . -
Payment Authority Held s v Balance Due $55.35
Jane White STA  Tu
J; t Kimbl STA T
netiimole 4 Gatchup Eamnt 0 Take Payment by Bank Debit @) $  NextPaymentDue
Jason Smith TUR Mo

NB: If the session details are updated after the booking has been made, use the Update
Session Details command within the Scripts menu.
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Achievements — displays the goals and progress towards completion of all goals associated
with the current booking. Assessment information is transferred from one booking to another
when a student is rebooked at the same level for another term. The Student Level defines
the goals that are displayed. By default the Student Level is set at the same value as the
class level. You have the ability to override the default and choose another level for this

booking.

27 Splash

364 Bookings
Splash

Filter By Student Name:
Everyone

Jan » 2018

Display FirstName o

File Edit View Insert Format Bookings Seripts Print Tools

Amanda Brown PEN Su |~
Antnony Apollo TUR Th
Barry Robinsen PEN W
Benjamin Nightingale PEN W
Benjamin Williams TUR Th
Billy Jones TUR Mo
Bobby Thomson STA  Fri
brenda thomas PEN  Su
Bridgette Robinson SEA  Fri
Bruce Taylor SHR Th
Caraline Thomson SHR Th
Corey Morrison JEL Mo
Craig King SEA Th
David King PEN  Fri
debra Pattersan JEL Th
Frederick Buchanan PEN  Su
Gareth Buchanan L Tu
Geargia Taylor PEN Th
Geargia Taylor TR W
Gregory Hargreaves STA  Tu
Hamish WecDougal SEA  Th
Harry Williams PEN Th
Hayden Hughson TUR W
Jack McArthur SEA  Th
Jacob (Jake) Smith PEN Th
Jacob (Jake) Smith PEN W
PEN  Fri
PEN Fri
PEN W
James Wilson JEL Mo
Jamie Anderson JEL Mo
Jamie watkins JEL Mo
Jane White STA Tu
Janet Kimble STA  Tu
Jason Smith TUR Mo [~

- 0o X
Today's Date: 19/1/2018 .
wmoE L W X g DD List DY
Sessin ContactPerson | Bookinginfo
StudentiD 13 ClassiD  PEN QgsessioniD | 3498
Name Jacob (Jake) Smith Q
Class Name Penguin
Gender Male Age 5.5m
ClassLevel 3 Student Level | 3
Hedical Programme | Preschool
Contadt Barbara Smith Q Instructor  Barbara Smith
Telephone | 0272222082 =) Location  Main Pool No. of Lessons 3
Start Date  11/1/2018 [ EndDate 25/1/2018
Comments
StartTime 330 PHl Weekday  Thursday
Block | Jan Year 2018 Shift| Afternoon
Student Exited
Wakeup  No
Payments Aftendance Achievements Comments
Student Level | 3 Last Goal Achieved:
1 Blowing Bubbles Eyes Under = Date Achieved %
2 Freestiye kick with board 2 Date Achieved ®
3 Atorpedo |- Date Achieved b3
4 4circle arms |- Date Achieved ®
3 Assessed Rollover This Booking  Yes [~ Next Block Move 1o Class ~
. Certiicate Issued m Rebooked NextBlock  No |~

Comments— displays two types of comments; Booking Comments and Transfer Notes.
Transfer notes can be edited manually, however are updated by Splash whenever a student
booking is changed from one session to another. Transfer notes will show the details of the

previous booking held.

¥ Splash

File Edit View Inset Format Records Seripts

P Bookings
Splash
Filter By Student Name: Remove Filter
Jjacod
Jan v 2018
Display First Name al
Jacob (Jake) Smith PEN Fi ~
@) Smith PEN  Fri
@) Smith PEN  Fri

- o X
Tools Window Help
Today's Date: 23/1/2018 é
wm = + m X ¢ DD List Ny
Session ContactPerson | Booking info
Student D
s 1 . ClassID | PEN Qsession D 3484
Name  Jacob (Jake) Smith 3
Class Name  Penguin
Gender Male Age 5.6m
Class Level 3 StudentLevel 3
Medical Programme  Preschaol
Contact  Barbara Smith Q Instructor  To Be Advised
Telephone 0272222082 =1 Location ~ Main Pool No. of Lessons 4
StartDate 12112018 O EndDate 26112018
Comments
StartTime | 10:30 M Weekday Friday
Block Jan Year 2018 Shift Morning
Student Exted
Makeup  No
Payments Attendance Achievements Comments
Transfer Notes
Previously booked in Penguin on Wednesday at 4:00 P with Lisa Wilson, moved to Penguin on Friday at 10:30 AM with To Be Advised on 23/1i2018 -
<
<
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Listing Booking Records

Each record in your database can be displayed in either form view 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.

¥ Splash -
9 sp o x
File Edit View Inset Format Bookings Scripts Print Tools

i > . il

&+ - Bookings Today's Date: 19/1/2018 é

Splash P
-
(SortBy | Firsthame 2 m - - W X g6 T
ID  StudentMName Age Class Name ‘Weekday Start Time Instructor Block  Year Location Started This Level

Q 160 Paula Schwass ° 5_1m Turtles Monday 811418 3:30PM Brian Roberts. Jan 2018 Learners Pool 5iBr2017

7 Georgia Taylor ° 5_9m Penguin Thursday 11118 3:30PM  Barbara Smith Jan 2018 Main Pool 51612017

Q 55 Harry Williams 4_9m Penguin Thursday 11118 3:30PM Barbara Smith Jan 2018 Main Pool 5i62017

g 13 Jacob (Jake) Smith 5_5m Penguin ‘Wednesday 10118 4:30PM  Lisa Wilson Jan 2018 Main Pool 51612017

Q 138 CraigKing 9_6m Seals Thursday 11118 3:45PM To Be Advised Jan 2018 Main Pool 5iBr2017

49 Hamish McDougal 8_11m Seals Thursday 11118 345PM  ToBe Advised Jan 2018 Main Pool 51612017

Q 61 Jack McArthur ° 8_7m Seals Thursday 11118 3:45PM To Be Advised Jan 2018 Main Pool 5i62017

2022 Paul Fairbrother ° 8_8m Seals Thursday 11118 345PM  To Be Advised Jan 2018 Main Pool 51612017

Q 164 Billy Jones ° 5_8m Turtles Monday 811118 4:00PM Brian Roberts. Jan 2018 Learners Pool 5iBr2017

Q73 Bruce Taylor 3_1m Shrimps Thursday 118 9:30AM  Brian Roberts Jan 2018 Learners Pool 8162017
Displaying found set (69 out of 383). 2

NB: Click the magnifier to the left of the Family ID to display the data entry

screen.
Displaying a List of Bookings

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

2 Splash - o X

File Edit View Insert Format Bookings Scripts Print Tools

e THE Bookings Today's Date: 19/1/2018 &
Splash

Filter By Student Name: | W X & DD List D)

Displaying a List of Bookings (from outside the Booking Screen)

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

) i Bookings

3. The Booking List View screen will be displayed
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Creating a New Booking

A new booking record must be created whenever a student registers to attend a session. The
student will not appear in the class unless a booking has been generated.

Bookings can only be created from either the Diary or the Session screen. If you attempt to
create a booking within the Bookings module the following dialog will be displayed.

MNew Booking

Please return to the Diary or the Session to create a new
booking.

Creating a New Booking in the Diary

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

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

2. Within the left pane, click once on the session you wish to book the student in

to.
¥ Splash
File Edit View Diary Scripts Print Tools
@4 ' swim School Diary
Splash
|
Specify  Friday ~ jan 018
Class Al .
2 EZE
Time Class Instructor @ @ = =
Rz30aM  Penguin TBA 1=
R gasan  Jellyfish L 1
Rg00aM  Turtles TBA 0
Rgisan  Starfish Lw 103
R g30AM  Turtles TBA
R 10:004M  Turtles TBA
Q -
R 10:304M  Penguin TBA 0 5
R 10.4541  Starfish Lw 0 4
R 11:004M  Penguin Tea M3 4
R 11:204M  Penguin TBA 0 &

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

== Add Booking

4. Click once on the Add Booking button to display the Select a Student
dialog.
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' splash - o X
File Edit View Diary Scripts Print Tools

** swim School Diary Today's Date: 19/1/2018

WY Create New Booking

ith To Be Advised

| Watting List Achievements.

or TBA | ToBeAsvised
Telephone: 027 2222084

Select a Student

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

R g5
R 5004
R grt5au
R 53040
R 100080
R 100040

R 103080
Q104580
R 1100
Q11308

5. Enter either the student first name or last name (or part thereof) in the Filter
box to display a list of all students matching the name entered.

-~
v Select a Student

Enter all or part of the student name to display fewer records =
Selectthe family name from the list below. Forier —_

oDonnell Tracey 3_4m 0272222082 87 Alffedton Rd, Kelburn, Wellington 4002 Penguin
123 Any St Wellington 6440

Schwass Tania 6.0m

Taylor Benjamin 2082 0

Taylor Bruce 3 1m 0272222082 79 Main St Tawa, Wellington 4010 Shrimps
taylor denise 1_10m 0272222082 79 Main St Tawa, V ngton 4010

Taylor Georgia 5.9m 0272222082 79 Main St Tawa, Wellington 4010 Penguin
thomas brenda 2.7m 0272222082 123 any st Penguin
thomas jonathan 3.1m 0272222082  123anyst

thomas simon 8_0m 0272222082 123 anyst Jellyfish
Thomson Bobby 5_10m 0272222082 25 Churton Drive, Churton Park, Wellington Starfish
Thomson Caroline 2_9m 0272222082 25 Churton Drive, Churton Park, Wellington Shrimps
Thomson John 2_8m 0272222082 25 Churton Drive, Churton Park, Wellington

Thomson Robert 6_3m 0272222082 25 Churton Drive, Churton Park, Wellington Starfish
Zelish Tony 5_2m Penguin

6. Click on the name, age or address of the student you wish to add to the class.

7. The Enter New Booking dialog will be displayed on your screen. The student
and session details will be completed for you.
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Y Create New Booking

“l—| Enter New Booking Details

"ﬂ"

Georgia Taylor
0272222082
79 Main St, Tawa, Wellington 4010

5_9m Female

Session Details

# Bookings This Block 3

3483 SEA Jan
Seals 2018
Lisa Wilson
Main Paol |~
10:00 AM Mo. of Lessons 2
19118 Friday 26118 |
Cost of Lessons Direct Debit C
CostPer Session | v @ $20.00 Initial Cost §40.00
Discount Rate 10 Discount Type Percent |v Discount Applied $4.00
Credit Applied
Payment Due By 19/1/2018 | Value of Free Lessons $0.00
Payment by Direct Debit |~

Balance Due §36.00

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

Customise any pricing if necessary and click the Done button to save the
booking and return to the diary screen.
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Working in the Booking Screen
The Booking screen displays all information relevant to the selected booking. It will contain:
e The name of the student
e The name of the Class
e Details of the session
e The booking payment information
e Attendance information...
and much more

Use this screen to either review information about the current booking or use it to navigate to
other areas of Splash.

3 Splash — [m) X

File Edit View Insert Format Bookings Scripts Print Tools

: Bookings Today's Date: 19/1/2018

Splash -
Filter By Student Name: ™ T m X 8% DD List )
Everyone
Session ConlactPerson | Bookinglno
- 2018 Student D
Jan udentD 13 Class D | PEN “Qsession D 2498
Name Jacob (Jake) Smith X
Display FirstName A Class Name = Penguin
Gender Male Age 5.5m
Class Level 3 Student Level 3
:"::”“a:m;'” :E: i: = - Programme | Preschool
nthony Apollo 3
e e Cotad) Barbara smitn X Instructor  Barbara Smith
Benjamin Nightingale PEN W Telepnone | 0272222082 S Location | Main Pool No. of Lessons| 3
Benjamin Wiliams TR T a StartDate | 111172018 O EndDate 2512018
Comments.
Billy Jones TUR Mo StartTime | 330PM Weekday Thursday
Bobby Thomson SWy KM Block | Jan Year 2018 Shift Aftemoon
brenda thomas PEN  Su
Bridgette Robinson SEA Fi
Bruce Taylor SHR Th
Caroline Thomson SHR Th
Corey Morrison JEL Mo
Craig King SEA Th
David King PEN  Fri
debra Paterson JEL Th
Frederick Buchanan PEN  Su
Gareth Buchanan JEL Tu =
Georgia Taylor PEN Th e
Georgia Taylor TR W e
Gregory Hargreaves STA Tu
Hamish NcDougal SEA Th Payments Aftendance Achievements Comments
Harry Wil PEN Th
e Student Attendance CotolHobkEy
Hayden Hughson TR W ostpers oy o
G v ostPer Session |~
Jack McArhur SEA Th IHED IS Costhiethod Costunit 5 Initial Cost 51
Jacob (Jake) Smith PEN Th 18112018 v Discount Rate 10 Type Percent |- DiscountApplied $6.15
Jacob (Jake) Smitn PEN W 251112018 o Credit Applied
Jacob (Jake) Smith PEN i Value of Free Lessons: 50.00
Jacob (Jake) Smitn PEN Fi Exit Value Written OFF
lames ol PEN W, Payment Required By 118 Late Payment Fee 50.00
James Wilson JEL Mo o
Payments Received 5000
Jamie Anderson JEL Mo
Jamie watking JEL Mo
PaymentAuthority Held  Yes |~ Balance Due 55535
Jane White STA  Tu
J; t Kimbl STA T
netiimole 4 Gatchup Eamnt 0 Take Payment by Bank Debit @) $  NextPayment Due
Jason Smith TUR Mo |v

Navigating to the Student Details
Click the magnifier to the right of the student’s name

StudentID 13

Name Jacob (Jake) Smith R
Gender Male Age 5.5m

WMedical

Contact Barbara Smith 3

Telephone 0272222082
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Transferring a Booking to Another Student

Hold down the Shift Key while you click the magnifier to the right of the student’s name

Student ID

Mame

13
Jacob (Jake) Smith

Gender
Medical
Contact

Telephone

Male Age 5_5m

Barbara Smith

0272222082

Navigating to the Family Details

Click the magnifier to the right of the contact’'s name

Student ID

MName
Gender
WMedical
Contact

Telephone

Navigating to the Session Details

Click the magnifier to the left of the Session ID

13

Jacob (Jake) Smith X

Male Age | 5_5m

Barbara Smith X <
0272222082

iz

iz

Session | Contact Perzson | Bookipg Info
Class D PEM 'Q‘Ssgsmn 1D 34F7
Class Name Penguin
Class Level 3 Student Level 3
Programme  Preschool
Instructor  Lisa Wilson
Location Main Pool Mo. of Lessons 3
Start Date  1001/2018 [@ EndDate 311/2018
Start Time 430 PM Weekday Wednesday
Block 4Jan Year 2018 Shift Afternoon
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Transfer the Child to Another Session
Hold down the SHIFT key while you click the magnifier to the left of the Session ID

Session | Contact Person | Booking Info

Class D PEN ' Session ID 3467
a

. il
Class Mame Penguin

Class Level 3 Student Level 3
Programme  Preschool

Instructor  Lisa Wilson

Location  Main Pool No. of Lessons 3

Start Date  10/1/2018 [@ EndDate 31/1/2018

Start Time 430 PM Weekday Wednesday
Block 4Jan Year 2018 Shift Afternoon

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

2. Select the Booking Find icon

o 5
J Booking

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

-“Search for a Booking

e )

jan 2018
Booking Info Session Info | Cost of Lessons | Attendance Payment Info Exit Info
Student Level <
Blocks @ This Level Q Started This Level < BookedBy @
Goals Altached @ Last Goal Achieved | & Confirmation Sent &

Assessed & |-
Payment Authority Held %
Payment Authority Type 2

Ceriificate Issued

Next Term Move to Class <

Rollover This “  Previous BookingID Balance ©
Rebooke © 2 NextBookingID | & —
{3% Cancel ] [-"JNEW Raquast} [-Dmﬂﬂacnrds I Constrain Set I Extend Set I‘\Fmdwnw l

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

5. Click the Find Now button.

6. You will be asked whether you want to include Makeup and Exits in the found
set of records. Click OK or Cancel to continue.

Catchups and Exits

Would you like to exclude Makeup and Exits?

| 0K || Cancel |

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

NB: See Advanced Find Techniques within this guide for assistance with
Constraining or Extending the found set.
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file Edit View Inset Format Bookings Scripts Print Tools
" Bookings Today's Date: 19/1/2018 '
Splash N
— ~
SortBy  FirsiName = m - - W X g% YD
ID StudentName Age Class Name Weekday Start Time Instuctor Block Year Location Started This Level
Q 160 Paula Schwass ° 5_1m Turtles Monday 8nns 3:30PM  Brian Roberts Jan 2018 Learners Pool 5i6i2017
X7 Georgia Taylor @O s59m  Pengun Thursday /118 330PM  Barbara Smith Jan 2018 WainPool 50612017
Q55 Hary Williams 4.9m  Penguin Thursday M8 330PM  Barbara Smith Jan 2018 WainPool 50612017
Q13 Jacon (Jake) Smith 5.5m  Penguin Wednesday 10118 430PM  LisaWilson Jan 2018 MainPool 5162017




Transfer the Booking To Another Student

This command enables you to transfer the selected booking to an alternative student. Given
a booking with payment attached cannot be deleted; you may need this function if you have
accidentally booked and processed a payment for an incorrect child.

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

2. When the correct booking screen is displayed simply hold down the Shift key
while you click the Student icon displayed to the left of the student’s name.

2 splash - o X
File Edit View Inset Format Bookings Scripts Print Tools
“Ja4& - Bookings Today's Date: 19/1/2018 é
Splash
Filter By Student Name: m = v W X &8 DO List « <>
Everyone
Sesson | ContactPerson | Booking Info
. 2018 StudentID
Jan el Class D | PEN Qgsession D 3467
Name Jacob (Jake) Smith
Display  FirstName = Class Name | Penguin
Gender Male Age 5.5
Class Level 3 Student Level 3
Amanda Brown FEN  Su - Medical Programme  Preschool
Anthony Apollo TUR Th N
e = Contact  Barbara Smith Q L= = Instructor | Lisa Wilson
Benjamin Nightingale PEN W Telephone | 0272222082 =] Location | Main Pool No. of Lessons | 3
Benjamin Willams TUR Th . Start Date | 10112018 @ EndDate 31112018
Comments
Billy Jones TUR Mo Start Time | 430 PH Weekday Wednesday
Bobby; Thomson S Block | Jan Year 2018 Shift Afternoon
brenda thomas PEN  Su
Bridgette Robinson SEA Fii
Bruce Taylor SHR Th
Caroline Thomson SHR Th
Corey Morrison JEL WMo
Craig King SEA  Th
David King PEN  Fri
debra Patterson JEL Th
Frederick Buchanan PEN  Su
Gareth Buchanan JEL Tu
Georgia Taylor PEN :rn it
Georgia Taylor TUR W T N0
Georgia Taylor SEA Fii
Gregory Hargreaves STA  Tu Payments Attendance Achievements Comments.
Hamish McDougal SEA Th Student Attendance Cost of Booking
Harry Williams PEN Th actpers 2020 -
i u ostPer Session |~ 5
Hayden Hughson TR W thlelvtn Cost Method CostUnit 3 Initial Cost 5
Jack MeArthur 18112018 v Discount Rate 10 Type Percent |- DiscountApplied $6.15
Jacob (Jake) Smith 241112018 = Credit Applied
Jacob (Jake) Smith i Value of Free Lessons 5000
Jak h Exit Value Written Off
B Payment Required By 10118 Late Payment Fee 50.00
ames gill
L -, Payments Received 30.00 ‘@
James Wilson
Jamie Anderson
Payment Authority Held Yes |¢ Balance Due $55.35
Jamie watking.
J Whits
ane wnite Gatchup Eamnt 0 Take Payment by Bank Debit @) $  NextPayment Due
JanetKimble

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

P

Select a Student

Enter all or part of the student name to display fewer records.
Selectthe family name from the list below “ Filter __Smlml

Smith Jacob 5 5m 0272222082 6A Erlestoke Crescent, Churton Park, Penguin
Smith Jason 6_4m 0272222082 89 Roberta Road, Tawa 4008 Turtles

Smith Jennifer 2_9m 0272222082 89 Roberta Road, Tawa 4008 Jellyfish
Smith Lucas 5 7m 0272222082 6A Erlestoke Crescent, Churton Park, Penguin
Smith Micholas 6_3m 0272222082  6AErlestoke Crescent, Churton Park, Turtles

Smith Phillip B_1m 0272222082 89 Roberta Road, Tawa 4008 Penguin
Smith william 7_11m 0272222082 123 Any St, Wellington Jellyfish

"d Cancsl |
4. Your cursor will be placed in the filter field; begin typing the student first name

or last name. As you type list of all students matching the name entered will
be displayed on your screen.
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5. To select a student for your booking, simply click once on the student’s name,

age, or address.

¥ Splash = o x
File Edit View Inset Format Bookings Scripts Print Tools
rov o Bookings Today's Date: 23/1/2018 &
Splash 53
Filter By Student Name:  Remove Filter (] B T % “ DD List « <>
sam
Session ContactPerson | Booking Info
o 2018 Student ID
Jan | udentiD 15 ClassID  PEN QgSession D 3467
Name  Sam Smith <
Display FirstName e Class Name = Penguin
Gender Male Age 6.3m
Class Level | 3 Student Level 3
sam jones DoL Su |~ M
2 JS . T Wedical Asthma 1 [
am Smil i
Gontact | Barbara Smith K Instructor | LisaWilson
Telephone | 0272222082 —1 Location | Main Pool No. of Lessons 3
Start Date | 10/1/2018 @ EndDate 311/2018
Comments S
StatTime 430 P Weekday Wednesday
Block | Jan Year 2018 Shit Afernoon
Student Exited [
Makeup Mo
Payments Attendance Achievements Comments.
Student Attendance Eas ot Bookiig
11112018 v CostMethod CostPerSession | CostUnit 52050 Initial Cost $61.50
181112018 v Discount Rate 10 Type Percent |- | Discount Applied $6.15
241112018 - Credit Applied
0.00
= Value of Free Lessons 5
Exit Value Written OFf
Payment Required By 101118 Late Payment Fee 50.00
Payments Received 50.00
Payment Authority Held ~ Yes |~ Balance Due 55535
Catchup Eamt 0 Take Payment by Bank Debit @ W NextPayment Due

6. The selected student information will be displayed in the booking.

NB: If the replacement student has a permanent discount on file the price of the

current booking may change.
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Updating Student Booking Details

When you first create a booking, information is copied from the student file into the booking.
Class name, session dates, maximum size, cost, level, programme and classification are also
all copied to the session you are creating. The steps below enable you to update student
information; it should be used if you have created a booking and later changed any
information in the student file.

Student details can be updated for a single student or for all students in the found set.

Updating Student Details for the Current Record

—_

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

2. Select the Booking icon

2 Splash
©Eookings & = i“ty“": i " Bookings o
Splash
3. The Booking data entry screen will be displayed, enter the criteria | ™
for the record you wish to update in the filter fields at the top of -
the portal list on the left of your screen. P bicper stname
4. Using the portal on the left of the screen, click once on booking e
you wish to update. PR
5. The portal row will be highlighted to indicate the active record. Nhlm
The details of the selected booking will be displayed on the right Pup s
of your screen. i S

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

Y Splash — o x
Fie Edit View Inset Format Bookings | Scripts Print Tools
#&% - Bookings o Today's Date: 23/1/2018 y
e
Splash Loc ings with Payment Overdue
Filter By StudentName:  Remove Filts achievements DD List 4 <>
smith -
Nicn Family Recore hound 1 Session Contact Person Booking info

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

Update Student Details

Would you like to update the CURRENT record or all records in
the FOUND SET. ***Warning*** this will update discount rates
so may affect current pricing.

| Cancel || Found || Current |<'

NB: Hold down the CONTROL key while you click the student icon to update a single record.
Updating Student Details for the Found Set
1. Use the Finding a Booking function to locate the required records.

2. When the correct bookings are displayed on your screen select Update
Student Details from the Scripts menu.

2} Splash — o x
File Edit View Inset Format Bookings Seripts Print Tools
W‘ Bookings Today's Date: 23/1/2018 g
Splash g Credits ¥ BalanceDue y &
piasi Locate Bookings with Payment Overdue = =
Session Details
T e — ) T — T
smith N .
View Family Records [Found Set] Set Current Swimmers to Active P P —— R

3. The Update Student Details dialog will be displayed on your
screen. Click once on the Found button. S

Update Student Details

Would you like to update the CURRENT record or all records in
the FOUND SET. ***Warning*** this will update discount rates
so may affect current pricing.

Cancel || Found 4.' - I
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Updating Session Details

When you first create a booking, information is copied from the session file into the booking.
Class name, session dates, maximum size, cost, level, programme and classification are all
copied to the session you are creating. This command will rewrite all session information; it
should be used if you have created a new booking/s and at a later date changed instructor,

level or location information.

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

Updating Session Details for the Current Record

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon
27 Splash
Bookings “ E File E'dlt‘:‘ll.:ew Inset Format Bookings  Seript
sjﬁl‘ﬂ Bookings
ash
3. The Booking data entry screen will be displayed, enter the criteria mpw —
for the record you wish to update in the filter fields at the top of i
the portal list on the left of your screen. | S
4. Using the portal on the left of the screen, click once on booking (,
you wish to update. ” ‘ e
5. The portal row will be highlighted to indicate the active record. Jmem JEL Th
The details of the selected booking will be displayed on the right e e
of your screen. Samémit =

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

27 Splash — o x
File Edit View Insert Format Bookings Scripts Print Tools
Sds - Bookings (Em i o Today's Date: 25/1/2018 P
Splash Locate Bookings with Payment Overdue.
Filter By Student Name: Remove Filte  Achievements » Student Details DD List <X
smith View Family Recards [Found Set] Set Current Swimmers to Active e T R TR
7. The Update Session Details dialog will be displayed on your
screen. Click once on the Found button. ~ ———
Update Session Details
Are you sure you want to update the session information for
current bookings in the 384 of records?
| Cancel || Found | k Current }
Updating Session Details for the Found Set
1. Use the Finding a Booking function to locate the required records.
2. When the correct bookings are displayed on your screen select Update
Session Details from the Scripts menu.
27 Splash - a x
Insert  Format Bookings | Scripts  Print Tools
s et Attendance for a Date
4 - Bookings et R re— Today's Date: 25/1/2018 P
Splash Locate Bookings with Payment Overdue
Filter By Student Name: RemoveFiltel  Achievements > DD List 4 <>
smith View Family Recards [Found Set] Set Current Swimmers to Active

Session Contact Person Booking info

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

Update Session Details

Are you sure you want to update the session information for
current bookings in the 384 of records?

Cancel || Found || Current |<—
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Updating Student Achievements

Achievements (or goals) will automatically be attached to each booking when a booking is
made. The goals that are imported are those attached to a matching Class Level within your
Preferences.

Y Splash — o x
File Edit View Inset Formet Bookings Scripts Print Tools
#Ads - Bookings Today's Date: 25/1/2018 2
Splash
Filter By Student Name:  Remove Filter HE O+ s X & DD List CO)
smith
== e B
- 2018 StudentID
Jan 13 ClassID  PEN QSession D 3484
Name JaceD (Jake) Smith 3
Display FirstName " Class Name | Penguin
Gender Male Age 5.6m
ClassLevel 3 StudentLevel 3
Jacob (Jake) Smith PEN Fii |- Medical | —
Jacob PEN  Fri
Contact Barbara Smith Q z
- o Instructor | To Be Advised
Ja i TUR Mo Telephone | 0272222082 = Location | Main Pool No. of Lessons | 4
Jennifer Smith L Th StartDate 12112018 D EndDate 261112018
Comments 2
Lucas Smith PEN Mo StartTime  10:30 Al Weskday Friday
Blich ofas Sy o dh Block Jan Year 2018 Shit Morning
Phillip Smith PEN  Ho
8am Smith PEN W
william Smith JEL Th
Student Exited
Makeup | No
Payments Attendance Achievements Comments
StudentLevel 3 Last Goal Achieved:
1 _Blowing Bubbies Eyes Under i Date Achieved % -
[ tveeds toworkon .|
2 Freestye kick with board i Date Achieved R®
3 Atorpedo > Date Achieved ®
4 4circle arms b Date Achieved #®
db Assessed Rollover This Booking ~ Yes |~ Next Block Move to Class >
o Certificate Issued |m Rebooked NextBlock  No |~

Adding or Amending Achievements for a Single Booking

Although goals will automatically be assigned to a booking, this will not occur if the student is
working towards goals at a level which is different to default class level. This command
allows you to attach an alternative set of goals to an existing booking.

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

2. Click once on the Goals tab card displayed on the right of your
screen.

3. Ensure the correct Student Level is displayed, if it is not - select

an alternative level from the drop-down menu providegd.
| —
Payments [ Attendance [ Achisvements Comments.
StudentLevel 3 < Last Goal Achieved:
1 _Blowing Bubbles Eyes Under x Date Achieved ”® -
[eeds toworkon .|
2 Freestlye kick with board i Date Achieved ®
3 Atorpedo " Date Achieved ®
4 4ciclearms v Date Achieved ®
g o Rollover This Booking | Yes B Next Black Move to Class 9
o Certiffate lssued m Rebooked NextBlock | No |~

4. Click once on the Add Achievements button displayed in the
Goals tab card.

5. The selected level goals will be displayed on your screen.
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Importing Achievements for the Found Set of Bookings

This command should be used when a group of bookings have been created without a
corresponding set of goals (or if you have amended the student level within a number of
bookings).

1. Use the Finding a Booking function to locate the records you wish to update.

2. Locate bookings without goals attached by placing a 0 in the Goals Attached
field on the Booking Info tab card within the Find screen. Define additional
criteria if required (ie. Term and Year).

- ggSearch for a Booking

]: # cancel ’ ‘“ Find Now l

jan 2018
Booking Info Session Info Cost of Lessons Attendance Payment info Exit Info
Student Level <
Blocks @ This Level Started This Level BookedBy <
Goals Attached [ o] <
Assessed < ¥
Ceriificate Issued & Payment Authority Held <
Next Term Move to Class @ v Eayment Ao ipe)
Rollover This | Previous BookinglD | 2 Balance <
Rebooke & v MNextBookingID @ _—
# cancel | * New Request | |=0mt Records I Constrain Sat { Extend Set H“Fman ‘

3. When the correct bookings are displayed on your screen select Add Goals
[Found Set] from the Scripts menu.

27 Splash — o x
File Edit View |Insert Format Bookings Scripts Print Tools
o S Update »
&+ -~ Bookings p— R Today's Date: 25/1/2018 P
sPlESh Locate Bookings with Payment Overdue
" : is
Filter By Student Name:  Remove Fite| chievements Add Achievements [Found Set] DD List T
smith 9 -
View Family Records [Found Set] Send Record of Achievement e P —— I Bt
. . T o + Send Record of Achievement [Found Set] o e .

4. Splash will loop through each booking in the found set and add goals to any
booking where goals are not currently defined.

NB: Goals will be carried forward from one booking to the next when a student
is rebooked in a class of the same level.

Updating Progress Towards Achievements

Progression towards goals can be updated in the Diary, the Bookings file or an iPad. These
instructions provide guidance for updating goals via the bookings file.

1. Use the Finding a Booking function to locate the records you wish to update

2. Click once on the Achievements tab card displayed at the base of
your screen.
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2 Splash — o X
File Edit View Inset Formet Bookings Seripts Print Tools
. " BookKings Today's Date: 25/1/2018 é
Splash 53
Filter By Student Name:  Remove Filter (] T % 8% DD List <
smith
Session ContsctPerson | Booknginfo
- 2018 Student ID
£ | SRR 139 ClassID PEN TYsession D 3434
Name Jacob (Jake) Smith {23
Display FirstName A Class Name Penguin
Gender Male Age 5_6m
ClassLevel 3 StudentLevel 3
Jacob (Jake) Smith PEN Fri |~ u
f““h(f:'s”"fm i F” jEaes = Programme  Praschool
acob (Jake) Smi N Fi - &
Contact Barbara Smith X —
Jacob (Jake) Smith PEN  Fri psmudg ToBe Adased
Jasen Smith TUR Mo Telephone | 0272222082 = Location Main Pool No. of Lessons 4
Jennifer Smith JEL Th StartDate  12/172018 O EndDate 26112018
Comments
Lucas Smith PEN  Ho StartTime | 10:30 AW Weekday Friday
Riicholas WX R I Block Jan Year 2018 shit Moming
Phillip Smith PEN  Ho
Sam Smith PEN W
william Smith JEL Th
Student Exited [
Makeup | No
Payments Attendance. ‘Achievements Comments
StudentLevel 3 Last Goal Achieved:
1 _Blowing Bubbles Eyes Under |- Date Achieved ® -
[veeds toworkon ...
2 Freestiye kick with board |~ Date Achieved ®
3 Atompedo |- Date Achieved ®
4 4circiearms |- Date Achisved ®
+ = Assessed Rollover This Booking ~ Yes |~ Next Block Move to Class v
- o Cerificate Issued |m Rebooked Nex Block  No |~
| [
Payments [ Attendance Achievements 1 Comments.

StudentLevel 3

1 _Blowing Bubbles Eyes Under

Last Goal Achieved:

[veeds toworkon .|

2 Freestye kick with board
3 Atorpedo

4 4circle arms

* = Assessed

~ Certificate Issued

|

v Date Achieved %

|~ Date Achieved %®

‘ i Date Achieved ®

\ i Date Achieved ®
Rollover This Booking | Yes [ Next Block Move to Class :

Rebooked NextBlock | No |~

4. Select the current progress towards a goal from the drop-down
menu (customise the content of the menu in your Preferences)

5. Add a Comment and if the goal has been achieved, click once
on the Date Achieved field to enter today’s date.

NB: Hold down the Ctrl Key while you click the date field to edit the

within the date field.
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Updating Booking Status Fields

Displayed on the goals tab card in the booking file are several additional fields which relate to
the on-going status of a swimmer’s progress.

Payments Aftendance Achievements Comments

StudentLevel 3 Last Goal Achieved:

1 _Blowing Bubbles Eyes Under X Date Achieved ®

Needs to work on __|

2 Freestlye kick with board > Date Achieved

®
3 Atorpedo \ Date Achieved ®
4 4circlearms v Date Achieved ®

Assessed Rollover This Booking  Yes & NextBlock Move to Class

da
- o Certificate Issued @ Rebooked Next Block  No

These fields determine whether the child has been assessed, whether the booking should be
rolled over, whether the child should be promoted to the next level and lastly whether the
booking has been rolled over to the next term. Updating these fields gives you the ability to
accurately monitor who needs to be assessed, whether a booking will rollover, and whether a
child is progressing to another level. Likewise you have the ability to locate students who are
not rebooking.

Updating the Assessed Date

This field is used to reflect the last date a swimmer was assessed. You should manually
enter the date of any assessment. Using this field correctly will enable you to locate any
student that was absent during an assessment day.

Updating Next Block Class

This field should only be used if a child has completed all achievements and is ready to
progress to the next level. After assessing a student use this field to define which class the
student should be booked into for the next term. If the child is not progressing to a higher
level, leave this field blank.

Updating the Rollover Status

The rollover status is used to define which students will be automatically rebooked into a
session in the next block. When set to Yes the booking will be included in the rollover. If after
assessment the swimmer needs to move to a higher level class remember to move the child
after the rollover. If a child exits the program mid-term, the Rollover Status will automatically
be set to No.

Updating the Rebooked Status

The default setting on this field is No, however if the booking is included in the rollover this will
automatically be updated to Yes after the rollover has been performed. Set this field to NB if
you know the student will not be rebooking for the next block Using this field correctly may
make it easier to monitor student retention.
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Printing a Record of Achievement

1. Use the Finding a Booking function to locate the required booking record.

2. Click once on the Goals tab card displayed on the right of your

screen.

Y Splash — o X
File Edit View Inset Formet Bookings Seripts Print Tools
#A4¥ - Bookings Today's Date: 25/1/2018 9
Splash :
Filter By Student Name:  Remove Filter = + ' X 8 DD List >
smith
Session ComtactPerson | Bookngnfo
2018 StugentID
Jan 13 ClassID PEN Qsession D 3484
Name Jacob (Jake) Smith X
Display FirstName v Class Name Penguin
Gender Male Age 5.6m
Class Level 3 StudentLevel 3
Jacob (Jake) Smith PEN Fi [~ Medical o —
Jacob (Jake) Smith PEN  Fri
Contact Barbara Smith 3
- e Instructor  To Be Advised
e =R W Telephone 0272222082 =) Location  Main Pool No. of Lessons 4
Jennifer Smith JEL Th StartDate  12M/2018 O EndDate 26/112018
Comments o
Lucas Smith PEN Ho StartTime | 10:30 AWt Weskday Friday
Blich afas Sty o i Block Jan Year 2018 Shift Morning
Phillip Smith PEN  Ho
8am Smith PEN W
william Smith JEL Th
Student Exited
Makeup | No
Payments Attendance Achievements. Comments
StudentLevel 3 Last Goal Achieved
1 _Blowing Bubbies Eyes Under | Date Achieved %"
[eeds toworkon .|
2 Freestiye kick with board g Date Achieved ®
3 Atorpedo I Date Achieved ®
4 dcirclearms > Date Achieved ®
Yes - . =
&+ = P Assessed Rollover This Booking | Next Block Move to Class
= w Certificate Issued @ Rebooked Nex Block | NG =
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at the base of the screen.

. Click once on the Print Record of Achievement button displayed

. The report will be previewed on your screen. When you have finished viewing

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

2 Record of Achievement

1 =
E— a | &
Print

Pages

Layout: |[AC_PRT Achievements ... v | View As:

Save as Excel Saveas PDF

Exit Preview

Print Setup

l

Seript paused [ Gontinue |
5. The Print Report dialog will be displayed on your screen.

Message

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

| Cancel || Email ||

print |

6. Click Print to print the report, Email to save the report as a PDF and email to
the client, or Cancel to return to your original screen without printing.
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YOUR SWIM SCHOOL NAME HERE

. Wellington
Telephane:

Record of Achievement for Jake Smith S’

Level 3 - Penguin -

1  Elowing Bubbles Eyes Under

MNeeds to work on ...

D Fraestlye kisk with board

4 4circle arms

5 Back Kick

Transferring a Student to Another Session
1. Use the Finding a Booking function to locate the record you wish to update

2 Splash - [m] X
File Edit View Inset Format Bookings Scripts Print Tools
? * Bookings Today's Date: 25/1/2018 &
Splash %
Filter By Student Name:  Remove Filter REF T X e DD List <>
smith
Session ContactPerson | Booking Info
Jan |~ 2018 StudentID 13 ClassID  PEN ! <o
Name  Jacob (Jake) Smith 3
Display  FirstName - Class Name | Penguin
Gender Male Age 5.6m
Class Level 3 StudentLevel 3
Jacob (Jake) Smith PEN Fri - Medical Programme = Preschool
Jacab (Jake) Smith PEN Fri
Contact | Barbara Smith 3
Jacob (Jake) Smith PEN Fri RSBt Tobe Addsed
Jason Smith TUR Mo Telephone | 0272222082 Location | Main Pool No. ofLessons 4
Jennifer Smith JEL Th = Start Date | 121172018 D EndDate 261112013
Comments
Lucas Smith PEN Mo StartTime | 10:30 Al Weekday Friday
LEcHblaS Sl IR 1 Block | Jan Year 2018 Shift HMorning
Phillip Smith PEN Mo
Sam Smith PEN W
william Smith JEL Th
Student Bxited []
Makeup Mo
Payments Attendance Achievements Comments
Student Attendance {Cos s Baokau
10112018 - CostMethog CostPerSession |~ costunit 52050 Initial Cost 552.00
17112018 = Discount Rate 2 Type Amount |- Discount Applied 58.00
26112018 PH |~ CIeE dpnied
Value of Free Lessons 50.00
Exit Value Written OFf
Payment Required By 1211118 Late Payment Fee 50.00
Payments Received 50.00 'R
Payment Authority Held  Yes |~ Balance Due $74.00
Caichup Eamt 0 Take Payment by Bank Debit ) $  NextPaymentDue

2. Hold down the SHIFT key on your keyboard and click once on the Session
Icon.

3. You will be asked to confirm whether you wish to transfer the child to another
session.
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Transfer Student to Another Session

Are you sure you want to transfer Jacob (Jake) Smith into
another session?

| Cancel || OK |

4. The Select a Session dialog will be displayed on your screen.

5. Choose a class name, term and year from the drop down menus provided
and select the preferred weekdays.

Transfer Booking
= Select a Session Specify search criteria for sessions to be displayed.
Penguin < All = Jan o Year 2018
Class Name Instructor Block Spaces

Loy PEN Wed 3:30PM Lisa Wilson 5 -
[Tuesday PEN Wed 400PM Lisa Wilson 6
Xl wednesday PEN Wed 4:30PM Lisa Wilson 4
[ Thursday PEN Wed 5:00PM Lisa Wilson 5
] Friday PEN Wed 5:30PM Lisa Wilson 4
[ saturday PEN Fri 8:30AM To Be Advised 5
[1Sunday PEN Fri 10:30AM To Be Advised 5
PEN Fri 11:00AM To Be Advised 4
PEN Fri 11:30AM To Be Advised ]

v

6. A list of all sessions matching the criteria you have entered will be displayed
on your screen.

7. Click once on the line, which contains the session you wish to move the
student into.

NB: Place your cursor over the desired line (without clicking) to view a list of
students currently booked into the session.

8. After clicking on the required Session you will be returned to the Booking
Details screen.

9. The transfer notes will be updated to show the session the student’s previous

2 Splash - o *
File Edit View Inset Formst Bookings Scripts Print Tools
w " Bookings Today's Date: 25/1/2018 &
Splash :
Filter By Student Name:  Remove Filter moE e m X g8 DD List LR
smith
Session ContactPerson | Booking info
2 2018 Student ID
i e 1 ClassID | PEN Qgsession (D 3466
Name Jacod (Jake) Smith Q
Display FirstName v Class Name Penguin
Gender Male Age 5.6m
Class Level 3 StudentLevel 3
Jacob (Jake) Smith PEN W |~ Medical Programme  Preschaol
Jacob (Jake) Smith PEN  Fri
Contact Barbara Smith Q W
Jacob (Jake) Smith PEN  Fii MBS Lisa Wison
R e R W Telephone | 0272222082 =) Location  Main Pool No. of Lessons 4
Jennifer Smith JEL Th StartDate | 10/12018 M@ EndDate 311201
Comments 2
Lucas Smith PEN  Ho StartTime | 4:00PM Weekday Wednesday
Bl oS S R i Block  Jan Year 2018 Shit ARemoon
Phillip Smith PEN  Ho
sam smith FEN W
william Smith JEL Th
Student Exited
Makeup  No
Payments Attendance ‘Achievements Comments

Transfer Notes
Previously booked in Penguin on Wednesday at 4:00 PM with Lisa Wilson, moved to Penguin on Friday at 10:30 AW with To Be Advised on 23/1/2018.

Previously booked in Penguin on Friday at 10:30 AM with To Be Agvised, moved to Penguin on Wednesday at 4:00 PM with Lisa Wilsen on 25/1/20718.
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Reconcile the Balance Due on Bookings

If you are unsure about the accuracy of the financial reporting this script can be run.
Reconcile Balance Due forces Splash to relook for any payments made towards the found set
of bookings. During the script Splash will reconcile all payments to ensure the funds have
been allocated to each booking correctly.

1. Use the Finding a Booking function to locate the records you wish to
reconcile.

2. Select Update...Balance Due from the Scripts menu.

27 Splash — o x
File Edit View Insert Format Bookings Seripts | Print Tools
iy oo » Today's Date: 25/112018 ¢
plas Locate Bookings with Payment Overdue
Session Details
Fiiter By Student Name: RemoveFilte  Achievements r Student Detail DD List >
smith View Family Records [Found Set] SetCurrentSwimmersto Active | [ e | [ oo T

3. Splash will step through all of the records in the found set. It will calculate
payments received and update the balance due on all bookings in the found

set.
Updating Attendance for Multiple Bookings

This command can be used to update attendance fields for all bookings on a specified date.
It is commonly used to define a selected date as a Public Holiday however can be used on a
daily basis to update the attendance for all students. Many schools enter non-attendance
throughout the day and then use this function at the end of the day to mark all other students

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

2. Select the Booking icon

@Eookings “

3. Select Update... Attendance for a Date from the Scripts menu.

27 Splash - o x
File Edit View Insert Format Bookings Seripts Print Tools

w ~ Bookings n Today's Date: 25/1/2018 y

Splash Credits Balance Due L 4

P! Locate Bookings with Payment Overdue
Session Details
Filter By Student Name: RemoveFiltd  Achievements »|  Student Details DD List >
smith
View Family Records [Found Set] Set Current Swimmers to Active - p—— P

4. The Locate Bookings to Update dialog will be displayed on your screen.
You will be requested to confirm the Weekday, Term, and Year for the
bookings to be updated.

Locate Bookings to Update

Please specify the details below to locate bookings to update,

Weekday
‘Wednesday

Term

Jan

Year
2m8

| Cancel || OK |

5. Enter the required day, term and year and click OK. Splash uses this
information to locate the bookings to be updated. If no bookings are located
the script will stop here.
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6. If bookings are located the Update Attendance dialog box will be displayed
on your screen. Enter the date you wish to update and define the attendance
code you wish to enter for the selected date.

Update Attendance

Globally update attendance for a specified date, Please
specify the date and attendance type to continue.

Attendance Date
10/1/18

Attendance Value (& C NA P PH)

A |

| Cancel || OK |

7. Click OK to update the selected records.

Y Splash — o x
Fie Edit View Inset Fommat Bookings Scripts Print Tools
#Ads - Bookings Today's Date: 25/1/2018 2
Splash
Filter By Student Name:  Remove Filter moE 4+ W X 88 DD List C)
smilh
= e
“ 2018 Student ID
28 T ClassID PEN CgSessionID 2466
Name Jacob (Jake) Smith (&3
Display First Name Class Name Penguin
Gender Male Age 5_6m
Class Level | 3 StudentLevel 3
J‘am are'imf:‘" z: ‘:f 2 Medical Programme  Praschaol
cob (Jake) Smith i
Contact Barbara Smith Q Wi
—— e Instructor  Lisa Wilson
T =T Telephone | 0272222082 = Location ~ Main Pool No.of Lessons 4
Jennifer Smith EL Th faDate 101201 ml Enapate 3112018
Comments
Lucas Smith PEN Mo StartTime | 400 PM Weekday Wednesday
Biicholas Shw WK I Block Jan Year 2018 Shift Afemoon
Phillip Smith PEN Mo
Sam Smith PEN W
william Smith EL Th
Student Exited
Makeup  No
re \ = T T
eV Catehup Eamt 0

1012018 P
1712018
24112018 PH |~
31172018

8. Splash will now step through all records in the found set. If it finds a booking
with the specified date displayed in the attendance screen, it will determine
whether or not the attendance field needs to be updated. The field will only
be updated in the record if the corresponding attendance field is currently
empty.
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Exiting a Student from the Session

Exiting a student booking will release the space so another student can be booked into the

class. If a child ceases swimming mid-term you have two options available for removing the
child from the session. You can either delete the booking or exit the student from the class.
You can however, only delete a booking if no payment has been made towards the booking.
We recommend exiting a child if they have entered the water at any time during the selected

term.

An exit should be used when you wish to keep a record of the selected booking on the
student file but remove the child from the class.

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

2. Click on the Student Exited field to display the exit dialog for the required

2} Splash - o X
File Edit View Inset Format Bookings Scripts Print Tools
#0044 * Bookings Today's Date: 25/1/2018 é
Splash
Filter By Student Name: Remove Filter m = L W X & DD List « <>
smith
Sesson | ContactPerson | Booking Infa
2018 StudentID
L oS 19 Class ID | PEN Qsession D 3466
Name | Jacob (Jake) Smith Q
Display First Name v Class Name | Penguin
Gender | Male Age 5.6m
Class Level 3 StudentLevel 3
PEN W - Medical Programme | Preschool
PEN  Fi
Contact  Barbara Smith Q Wi
e & Instructor | Lisa Wilson
TR WS Telephone | 0272222082 =) Location | Main Fool No. of Lessons 4
Jennifer Smith JEL Th StartDate | 10/12018 @ EndDate 311112018
Comments
Lucas Smith PEN  Ho StatTime 400 PM Weekday Wednesday
Nchiolas Sinéi R Th Block | Jan Year 2018 Shift ARernoon
Phillip Smith PEN  Ho
sam smitn FEN W
william Smith JEL Th
Extt Booking
-~ = .
J® Enter Exit Reason
Name | Jacob (Jake) Smith
Student Exited e
. Makeup | No
P ExitDate = Achievements | Comments
Student Attendant {Cos s Baokau
10120 m {Method CostPerSession |~ costunit 520.50 Initial Cost 582.00
A7HI20 Discount Rate 2 Type Amount |- Discount Applied 58.00
o L Credit Applied
S Value of Fres Lessons $0.00
Exit Value Written Off
Payment Required By 101118 Late Payment Fee 50.00
Payments Received 50.00
Payment AutnorityHela  Yes |~ Balance Due $74.00
Caichup Eamt 0 Take Payment by Bank Debit @) $  NextPaymentDue

3. Update the Reason for Exit and confirm the Exit Date fields then click the
Continue button. A booking is not considered exited unless a reason has
been entered.

Exit Booking

ﬂj@ Enter Exit Reason

MName  Jacob (Jake) Smith

Reason for Exit
Family Relocating
Exit Date Financial

Health Reasons

'ﬂ Cance Injury
Loss of Interest
Other
Other Aquatic Activities

Other Commitments
Progression to Squad
Reducing Lessons
Senice

Starting School
Taking a Break
Weather
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If the exit date has passed a cross will appear in the Exit box. If the exit date
is the current or a future date the cross will not appear until after the date has
passed.

Student Exited v/ ExitDate  25M/2018

Reason  Goals Met

NB: An additional dialog box will be displayed during the exit process if money
is still due on the selected booking.

NB: An exited booking is not included in the rollover; the rollover booking field
will be set to No.

NB: Exited bookings will remain on the student’s file, however, they will appear
dimmed on the screen. They will not print on an instructor report or appear on
the iPad view.

NB: Update the list of exit options in the Preferences module of Splash.

Reactivating an Exited Booking

Page 194

1.

Use the Finding a Booking function to locate the booking you wish to
reactivate.

The Booking Info tab card will show a cross in the Student Exited from Class
field.

Student Exited v/ ExitDate  25M/2018

Reason  Goals Met

3. Click on the cross in the Student Exited From Class field.

4. You will be asked whether you want to reactivate the current booking.

Change Exit Information

Jacob {Jake] Smith has already been exited from this class.
‘Would you like to reactivate or amend the booking?

| Cancel || Amend || Activate |

NB: Any funds written off during the exit process will be reapplied to the
booking. The rollover booking field will be reset to match the student default.
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Deleting a Booking Record

Booking records can be deleted from the Booking details screen, the Booking list view or the
diary.

Deleting a Booking from List View

1. Ensure the appropriate Booking record is displayed within the list on your
screen.

27 splash — [m) x

File Edit View Insert Format Bookings Scripts Print Tools

i I"' e Bookings Today's Date: 25/1/2018 &

Splash
SortBy  FirstName s [ ] @ « <>

2. Click once on the row containing the booking you wish to delete.
3. Click once on the Delete Booking button.

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

Delete Booking

Are you sure you want to remove the booking for Jacob [Jake)
Smith from Penguin on Wednesday?

| OK || Cancel |

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

Message

Sorry... you cannot delete a booking with payment
transactions.

Deleting a Group of Bookings

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

2. Alist of bookings will be displayed on your screen.
3. Select Delete All Found Bookings from the Bookings menu.

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

Delete Booking

Are you sure you want to remaove all 2 bookings from the list?
EBookings with payments attached will not be removed.

| OK || Cancel |

NB: You cannot delete the found set of bookings if the current selection contains
ANY bookings with payments attached.

Message

Sorry... bookings in the list have payment transactions. You
cannot delete a booking with payment transactions.
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Defining Current Term Swimmers as Active

All student and family files can be defined as either active or inactive. During normal
operation Splash will attempt to maintain the status of each record and will automatically set
the status to Active whenever a booking is made. Splash however has difficulty changing the
status of a record to inactive in some situations.

Use this command to update the status of all student and family files for anyone booked in a
specified term/block.

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

2. Select the Booking icon

OBookings “

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

menu.
Y Splash — [m) x
File Edit View Inset Format Bookings Scripts Print Tools
s“l;t;“ Bookings . " Today's Date: 25/1/2018 &
P Locate Bookings with Payment Overdue
4 <>

SortBy  FirstName & Achievenents &

D Student Name start Time  Instructor Block  Year Location Started This Level

View Family Records [Found Set]

4. The Locate Current Students dialog will be displayed on your screen.

5. Enter the current Term and Year and click OK. Students with a booking in the
selected term and year will be set to active.

Locate Current Students

Please specify the current term and year.

Term

Jan

Year
2013 |

| Cancel || OK |

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

Message

Do you want to make the remaining students INACTIVE?

| Cancel || 0K |

7. Splash will now attempt to do the same with the family record for each active
student. A dialog will be displayed asking if you wish to set the remaining
families to Inactive. If you select OK, Splash will locate all the families for the
active students set them to active and then set the remaining families to
inactive.

Message

Do you want to make the remaining families INACTIVE?

Cancel | | 0K
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Sending a Broadcast Email

A broadcast email is a single email sent to multiple addresses. An email sent in this way will

not be recorded on the family file.

This feature works in conjunction with the email application installed on your computer or

messages can be sent directly to a nominated smtp server.

1. Use the Finding a Booking function to locate the families you wish to send a
message to. Locate only families with an email address by placing an asterisk
(*) in the email field along with any other find criteria.

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

incorrect repeat step 1)

3. Select Send Broadcast Email from the Scripts Menu.

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

without sending a message.

Broadcast Email

You are about to send a broadcast email to all students in the
FOUMND SET the details of the email will not be recorded on
the client file, Families with no email address or no approval
will be removed from the list. Do you wish to continue?

[ o

|| Cancel |

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

] Create Broadcast Email
Edit Tools

A Enter New Email

Email Details

Subject  statutory Holiday Closure

Body | Justa quickreminder thatthe swim school will be closed on

Attachment

IE # cancal |

Done % |

*

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

7. Click the Done button.

8. The message will be sent as soon as you click Done.

NB: You can view the messages that have been sent by looking in the Sent

Items folder of your email application.
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Locate Bookings in Credit

Use this command to find any bookings that have been over paid. Credits can then be
applied to another booking if they are located.

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

@Bookings “

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

2 Splash - o X

File Edit View Inset Format Bookings Scripts Print Tools

PRI Update 4 ‘ @
'S8 Bookings - Today's Date: 25/1/2018 =
splash é

p Locate Booki with Payment Overdue ransfer Credit to Rolled Over Booking
SortBy  FirstName e — > [‘. >

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

Locate Bockings in Credit

Please enter the term for the bookings you wish to locate,

Term [leave empty for all terms)

Jan

Year (leave empty for all terms)
2018

| Cancel || QK |

5. Enter the required term and year (or leave blank for all credits) and click OK.

6. A list of bookings in credit will be displayed on your screen. Each booking will
be displayed with a negative symbol in the payment status column.

2 Splash - o X
File Edit ew Insert Format Bookings Scripts Print Tools
“Jadi ' Bookings Today's Date: 25/1/2018 é
Splash
SotBy  FirstName > [ =] + T X &6 LS 3
ID  StudentName Age Class Name ‘Weekday Start Time Instructor Block  Year Locdtion Started This Level
Qq 162 Lucas Smith == 5_7Tm Penguin Monday 8118 4:30PM  Barbara Smith Jan 2018 Main Pdol 5/6/2017
dl
Qq 137 Robert Thomson = 6_4m Starfish Tuesday e 5:00PM  Harry Sims Jan 2018 Main Pool 6/6/2017
T 133 Jenny Williams = 5_2m Turtles Thursday 11118 10:30AM  David Smith Jan 2018 Learners Pool 81612017
Q17 Nicholas Smith = ° 6_3m Turtles Thursday 11118 11.00AM  David Smith Jan 2018 Learners Pool 8/6201T

Transfer Credits to Rolled Over Bookings

Use this command to find any bookings that have been over paid. Credits can then be
applied to another booking if they are located.

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

@Bookings “

3. Select Credits... Transfer Credit to Rolled Over Booking from the Scripts

27 Splash — o X
File Edit View Inset Format Bookings | Seripts Print Tools
g, Update ] @
M " BookKings Today's Date: 25/1/2018 ~
splash Credits. &
P Locate Bookings with Payment Overdue
SortBy  FirstName - AEifeES » | §8 4<

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

Please specify block and year for transfer of credits.

Elock
Jan

ear
2ma

| Cancel || oK |

5. Enter the required term and year and click OK.

6. Splash will locate all bookings in credit and move the funds to the swimmers
next booking.

Credits Applied

Credits have been applied to future bookings for the current
selection of Records.,
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Locate Bookings with Payment Overdue
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon

©Eookings “

3. Select Locate Bookings with Payment Overdue from the Scripts menu.

2 Splash - a 4

File Edit View Insert Format Bookings Scripts Print Tools

oo Update 4
sjﬁl‘: Bookings . " Today's Date: 26/1/2018 é
plas
SotBy  FirstName 2 T » | 88 4<

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

Locate Overdue Bookings

Please enter the term for the bookings you wish to locate.

Term [leave empty for all terms)
Dec

Year (leave empty for all terms)

2017 |

| Cancel || OK |

5. Enter the required term and year (or leave blank for all outstanding accounts)
and click OK.

6. A list of all unpaid bookings will be displayed on your screen. The payment
status icon will signify part-paid or unpaid bookings. Part-paid bookings are
displayed with a cross; bookings with no payment processed will be displayed
with a circle.

Y Splash — [m) x

File Edit View Insert Format Bookings Scripts Print Tools

. hbi Bookings Today's Date: 26/1/2018

Splash '

SortBy  FirstName & [ T T X g T

D Student Name Age Class Name Weekday start Time  Instructor Block Year Locati Started This Level
Q 160 Paula Schwass O 50m  Tues Monday 4M2H7  330PM  Brian Roberts Dec 2017  Leamers fool 51612017
7™ Georgia Taylor <&—— SararaSmT o T 51612017
Q 55 Harry Williams 4.8m  Penguin Monday 4M2M7  330PM  Barbara Smith Dec 2017  MainPool 51612017
Q 13 Jacob (Uake) Smith 5.4m  Penguin Monday 4M2M7  330PM  Barbara Smith Dec 2017  MainPool 51612017
x 138 Craig King 9.5m  Seals Monday 4217 345PM ToBe Advised Dec 2017  MainPool 51612017
Q 4 Hamish HieDougal 8_10m  Seals Monday 4217 345PM ToBe Advised Dec 2017  MainPool 51612017
Q 61 Jack McArhur O sem  seas Monday 4217 345PM o Be Advised Dec 2017  MainPool 51612017

NB: You can now use this list to send reminder notices via email or sms.
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Sending SMS Messages from Bookings

SMS messages can be sent to individual families or all families in the found set. This
command will only be successful if you have configured your system defaults to send SMS
messages and you have created an account with SMSGilobal.

All of the Send SMS commands described below are available on either the Print or the
Scripts menu.

1. Use the Finding a Booking function to locate the booking record you wish to
send a message for.

Sending a Single Booking SMS

Use the command to send a brief booking confirmation to the family. The content of this
message will be customised to display details of the selected booking. Customise the content
of the message using the Document Template module within Preferences.

2. Follow step 1 described above to locate the booking you wish to send a
message for.

3. Select Send SMS from the Scripts menu. Choose Single Booking from the
pop-out menu displayed.

2 Splash — o x
File Edit View Insert Format Bookings | Seripts Print Tools
Update p| )
w " BookKings Credits 5 Today's Date: 26/1/2018 é
Splash Locate Bookings with Payment Overdue
SortBy  FirstName & e v | @8 >
1D StudentName lass Name Weekday Start Time  Instrucior Block Year Location Started This Level
View Family Records [Found Set]
iew Family Records [Foun
Q 160 Paula Schwass urles Wonday 4M2M7 | 330PM  Brian Roberts Dec 2017  Leamers Pool 51612017
Direct Debit 4
Q 71 Georgia Taylor enquin Wonday 4M2M7 | 330PM  Barbara Smith Dec 2017 Main Pool 51612017
Q 55 Harry Williams 4M2M7 | 330PM  Barbara Smith Dec 2017 Main Pool 51612017
Send Broadcast Email Transfer Details
Q 13 Jacob (Jake) Smith R Fees Notice 41217 | 330PM  Barbara Smith Dec 2017  MainPool 51612017
oll Over Bookings to oc
Q 138 CraigKing T SMS to Family 412117 | 34SPM ToBe Advised Dec 2017  MainPool 51612017
port Booking Data
40 Hamish McDougal Export Booking Balance EESimiTEnTEEs 4217 3:45PM  ToBe Advised Dec 2017  MainPool 51612017
I 61 Jack McArthur O som Single Booking [Found Set] 4M2MT | 345PM  ToBe Advised Dec 2017  Main Pool 51612017
Fees Notice [Found Set]
Q 2022 Paul Fairbrother O s&m 4HZMT | 345PM ToBe Advised Dec 2017 Wain Pool 51612017
SMS to Family [Found Set]
¥ ara il lnnas A s A1M9M7 | AANDM  Brian Dohare Mar 9047 1aomare Bral immneT

4. The Booking SMS will be generated and sent, a copy will be placed on the
clients file.

Sending a Transfer Notice SMS

Use the command to send a brief transfer confirmation to the family. The content of this
message will be customised to display details of the selected booking. Customise the content
of the message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send a
message about.

2. Select Send SMS from the Scripts menu. Choose Transfer Details from the
pop-out menu displayed.

2} Splash - a x
File Edit View Inset Format Bookings | Seripts | Print Tools
LR Update 2
"$&& - Bookings oot N Today's Date: 26/1/2018 é
redits
Splash Locate Bookings with Payment Overdue
Filter By Student Name: RemoveFiltd  Achievements r |68 DD List 4 <>
iake
Vs Eamily Recaick Found Sen Sesson | ContactPerson | Booking Info
Jan 5 2018 Direct Debit »
ol Status  Booking Made
Send Broadcast Email Transfer Details —— =
00ked By pard
Jacab (Jake) Smith PEN W Fees Notice ¥ | barbara smith
Roll Over Bookings to Next Block
Ja mith PEN Fri Confirmation Letter Sent

SMS to Family

Export Booking Dat
PN . SMS to Instructor

Export Booking Balance

Booking Type  Re-enroiment

— Previous Booking ID | 48467

3. The Transfer SMS will be generated and sent, a copy will be placed on the
clients file.

Sending a Fees Notice SMS

Use the command to send a brief reminder of fees due. The content of this message will be
customised to display the detail of the selected booking. Customise the content of the
message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send the
reminder for.
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2. Select Send SMS from the Scripts menu. Choose Fees Notice from the pop-
out menu displayed.

2 Splash - o x
File Edit View Inset Format Bookings Scripts Print Tools
o Update »
w " BooKings Today's Date: 26/1/2018
splash g Credits 3 y o
plas Locate Bookings with Payment Overdue
Filter By StudentName:  RemOVEFIE  Achievements .S DD List CCIr
jake
[ e Fary R e 5o Session | Contact Person [ Booking info
Jan d 2012 Direct Debit g
o Status  Booking Made
Display FirstName i St Boe kg Date Booked  19/12/2017 BookingID 48534
Send Broadcast Email ‘Transfer Details — =
ooke
Rell Over Bookings to Next Block
Jatob (Jake) Smith PEN  Fri Confirmation Letter Sent
SMS to Family
PEN  Fril  Export Booking Data SIS to Instructor Booking Type  Re-enroiment
Export Booking Balance = A=

3. The Fee Notice SMS will be generated and sent, a copy will be placed on the
clients file.

Sending a SMS to the Family (from Menu)
Use this command to send a personal SMS message to the family of the selected booking.
1. Follow step 1 described above to locate a booking for the required family.

2. Select Send SMS from the Scripts menu. Choose SMS to Family from the
pop-out menu displayed.

2 Splash - o x
File Edit View Inset Format Bookings Scripts Print Tools
g Update 3
w  BookKings Today's Date: 26/1/2018
splash kel Credits 3 y Fo
plasi Locate Bookings with Payment Overdue
g y
Filter By StudentName:  RemMOVEFIE  Achievements .S DD List « <>
jake
L Y Eamily e score [bound Set] Session Contact Person Booking Info
Jan ¢ 2058 Direct Debit ’
23 Status  Booking Made
Display FirstName v Single Booking Date Booked 19/12/2017 BookingID 48534
Send Broadcast Email Transfer Details. e—— =
ooke
JaceD (Jake) Smith PEN W Fees Notice ¥ | parbara smith
Rell Over Bookings to Next Block
Jatob (Jake) Smith PEN  Fri = Confirmation Letter Sent
= SMS to Family
) Smith PEN  Fri  ExpertBeoking Data et Booking Type  Re-enrolment
Export Booking Balance —= _ _ _

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

™} Create SMS *
Edit Toecls

’/i?_' Enter New SMS

Message

We look forward to welcoming Jacob to his new class on
Wednesday|

Message Length - 65 Chars

4. Enter the message you wish to send.

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

Sending a SMS to the Family (from Icon)

An alternative to sending a SMS to the family as described above is to initiate the message
from a desktop icon rather than a menu. Simply locate a booking for the required family and
click once on the Contact person tab card. Then simply click once on the SMS button
displayed to the left of the Primary Contact cellular number.
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¥ splash

jake

Jan |- 2018

Display FirstName [z
Jacob (Jake) Smith PEN W |~
Jacob (Jake) Smith PEN  Fri
Jacob (Jake) Smith PEN Fr

File Edit View Insert Format Bookings Scripts Print Tools

StudentID

Name
Gender
Medical
Contact

Telephone

Comments

13
Jacob (Jake) Smith

Wale Age 5_6m

Barbara Smith

0272222082

Today's Date: 26/1/2018

Email

Telephone

E— @ Cellular

sesson | ContactPerson | ‘Booking info
Name | Barbara Smith Q
Relationship | other
Address  ga Erlestoke Crescent,
Churton Park,

Wellington 4001

barbara@computerize co.nz
0272222082

0272222082
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Sending a SMS to the Instructor (from Menu)

Use this command to send a single SMS message to the instructor assigned to the selected
booking.

1. Follow step 1 described above to locate a booking for the selected instructor.

2. Select Send SMS from the Scripts menu. Choose SMS to Instructor from
the pop-out menu displayed.

2 Splash - o *

File Edit View Insert Format Bookings | Scripts Print Tools

o o Update >
w * Bookings

Today's Date: 26/1/2018

Credits > &
Splash Locate Bookings with Payment Overdue
Filter By StudentName:  RemoveFiltel  Achievements v |68 DD List 4 <>
jake . =
e e ] Sesson | ContactPerson | Booking Info
Jan ? 2018 Direct Debit »
- Name  Barbara Smith K
Send Broadeast Email Transfer Details Relationship 1 otner
JaceD (Jake) Smith FEL U —— Seen Fees Notice
T P, PEN ol Over Bookings to Next Bloc} Address g Erlestoke Crescent,
SMS to Family Churton Park,

Smith PEN  Frif  ExportBooking Data
Export Booking Balance

Jaco Wellington 4001

Comments Email  parbara@computerize co.nz

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

" Create SMS X
Edit Tools

/4, Enter New SMS

Message

HiBarbara, Jacob Smith is a new student joining your
Wednesday Penguins

Message Length : 72 Chars

4. Enter the message you wish to send.

5. Click the Done button to send your message and return to the booking
screen.

Sending SMS Messages for the Found Set of Records

As mentioned above, SMS messages can be sent to individual families or alternatively to all
families in the found set of records. This command outlines the process for sending SMS
messages to every record in the found set.

2 Splash - a x

File Edit View Insert Format Bookings Scripts Print Tools

“#% * Bookings Today's Date: 26/1/2018 é
Splash
SortBy  FirstName w2 [} = L] X 86 3
ID  Student Name Age Class Name Weekday Start Time Instructor Block Year Location Started This Level
Q 119 stuart pearson 2_9m Penguin Friday 12118 11:00AM To Be Advised Jan 2018 Main Pool 91612017
q 35 David King 3_1im Penguin Friday 12118 11:00AM  To Be Advised Jan 2018 Main Pool 62017
Q 45 Stephanie Hughson 3_10m Jelifish Friday 12118 8:45AM  Lisa Wilson Jan 2018 Main Pool 12112018
X 81 Tracey O'Donnell 3_4m Penguin Friday 12118 8:30AM  To Be Advised Jan 2018 Main Pool 12112018
Q 89 Bridgette Robinson 5_9m Seals Friday 12118 10:00AM  LisaWilson Jan 2018 Main Pool 12112018

Displaying found set (7 out of 45|

The size of the found set is displayed on the lower left corner of the list view screen.

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

1. Use the Finding a Booking function to locate the booking records you wish
to send messages for.
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Sending a Booking SMS to the Found Set of Bookings

Use this command to send a brief booking confirmation for all bookings in the found set. The
content of this message will be customised to display details of each booking. Customise the
content of the message using the Document Template module within Preferences.

2. Follow step 1 described above to locate the bookings you wish to send a
message about.

3. Select Send SMS from the Scripts menu. Choose Single Booking [Found
Set] from the pop-out menu displayed.

2} Splash - o *
File Edit View Inset Fomat Bookings | Scripts Print Tools
b Update Bl
"%+ © Bookings - R Today's Date: 26/1/2018 v,
redits
Splash Locate Bookings with Payment Overdue
SotBy  FirstName e Achievements » | &% >
ID StudentName S Class Name Weekday start Time Instruclor Block Year Location Started This Level
few Familly Records [Foun,
Q119 stuart pearsan Penguin Friday 120118 1100AM  ToBe Adised Jan 2018 MamPool ar8r2017
Direct Debit 3 ‘
Q 35 Davig King Penauin Friday 12118 11:00AM  ToBe AdMsed Jan 2018 MamPool arr2017
q 45 Stephanie Hughson e e I— 12118 B8:45AM Lisa Wilson Jan 2018 Main Pool 12112018
end Broadcast Emai ransfer Details
Q st Tracey O'Donnall e Fees Notice 12148 S30AM  ToBe Advsed Jan 2013 MainFool 121112018
oll Over Bookings to Next Bloc|
Q 6o Bridgstle Robinson SMS to Famiy 121148 10:00AM  LisaWilson Jan 2018 MainPool 121112018
Export Booking Data
Q 135 Bobby Thomson Euart Bonkerg Balance SiSmhEnTER 12418 915AM  LisaWilson Jan 2018 Main Pool 121112018
Q 7 Georgia Taylor O 59m Simefe Hooking [kolindet] 19118 10:00AM  LisaWilson Jan 2018 Main Pool 19112018

Fees Notice [Found Set]

SMS to Family [Found Set]

4. Each Booking SMS messages will be generated and sent, a copy will be
placed on the clients file.

Sending a Fees Notice SMS to the Found Set of Bookings

Use this command to send a brief reminder of fees due for all bookings in the found set. The
content of this message will be customised to display the detail of each booking. Customise
the content of the message using the Document Template module within Preferences.

1. Follow step 1 described above to locate the booking you wish to send a
message about.

2. Select Send SMS from the Scripts menu. Choose Fees Notice [Found Set]
from the pop-out menu displayed.

2 Splash - o X
o
File Edit View Inset Format Bookings | Scripts Print Tools
i Update o
"oy - Bookings - R Today's Date: 26/1/2018 9
redits
Splash Locate Bookings with Payment Overdue
Sortgy  FirstName i Achievements ) >
D Student Name Vi Fary Recorcs [Found St Class Name Weekday Start Time  Instructor Block Year Location Started This Level
iew Family Records [Foun
Q119 stuart pearson Penguin Friday 12118 1100AM  ToBe Advised Jan 2018 MainPool 9612017
Direct Debit v ‘
Q 35 DavidKing Penauin Friday 12118 1100AM  ToBe Advised Jan 2018 MainPool 962017
Q 45 Stephanie Hughson 12118 | 845AM  LisaWilson Jan 2018 MainPool 12/112018
Send Broadcast Email Transfer Details
Q 81 Tracey O'Donnell T Fees Notice 12118 830AM  ToBeAdvised Jan 2018 MainPool 121112018
oll Qver Bookings to oc
Q 89 Briggete Robinson T SMS to Family 12118 1000AM  LisaWilson Jan 2018 MainFool 12112018
port Booking Data
Q 135 Bobby Thomson Export Booking Balance EEimiIEnEEs 1211118 9:15AM  Lisa Wilson Jan 2018 Main Pool 121112018
7 Georgia Taylor O som Single Booking [Found Set] 10118 10:00AM  LisaWilson Jan 2018 MainPool 191112018

Fees Notice [Found Set]

SIS to Family [Found Set]

3. The Fee Notice SMS will be generated and sent, a copy will be placed on the
clients file.

Sending a SMS to the Family (from Menu)

Use this command to send a single SMS message to each families within the found set of
bookings.

1. Follow step 1 described above to locate bookings for the required families.

2. Select Send SMS from the Scripts menu. Choose SMS to Family [Found
Set] from the pop-out menu displayed.
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2 Splash - o x
Fie Edit View Inset Format Bookings | Scripts Print Tools
e Update »
‘Sds - Bookings . N Today's Date: 26/1/2018 é
Splash Locate Bookings with Payment Overdue
SortBy  FirstName & et » | @8 )
D StudentName Ve Fomily Recorcs (Found St Class Name Weekday stat Time Instructor Block Year Location Started This Level
iew Family Records [Fount
Q 119 stuart pearson e Penguin Friday 12118 11:00AM To Be Advised Jan 2018 Main Pool 9162017
Direct Debit >
auid King enguin riday M ToBe Adise an Main Poo
Q 35 David i Penai Frid 121148 11:00AM  ToBe Advsed Jan 2018 MainPool 91512017
iephanis Hughson | M | LisaWison an Main Poo
Q 45 Stephanie Hugh; 121148 BASAM  Lisa Wil Jan 2018 MainPool 121112018
Send Broadesst Email Transfer Details
Q 81 Tracey ODonnell e Fees Notice 121148 830AM  ToBe Adsed Jan 2018 MainPool 121112018
oll Over Bookings to Next Bloc]
Q 69 Bridgete Robinson SMS to Family 12118 10:00AM  LisaWilson Jan 2018 MainPool 121172018
Export Booking Data
Q 135 Babby Thomsen Export Booking Balance g 1218 91SAM  LisaWilson Jan 2018 Main Pool 12112018
X 7 Georgia Taylor & som S L RIS 1918 10:00AM  LisaWilson Jan 2018 Main Pool 19112018
Fees Notice [Found Set]
SMS to Farmily [Found Se]

3. The Send SMS Message dialog will be displayed on your screen. You will be
asked to confirm all families in the found set of bookings should receive a
message. Click OK to continue or Cancel to exit without sending any

messages.

Send 5MS Messages

You are about to send 5MS messages to all Families in the
found set. Families with no mobile phone number or no
approval to send will be removed from the list. Do you wish
to continue?

| 0K || Cancel |

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

" Create SMS

Edit Tools

/Er E Enter New SMS

Message

Just a reminder there will be no swimming lesson on
Friday 26 January (Australia Day)

Message Length : 85 Chars

*

5. Enter the message you wish to send.

6. Click the Done button to send your messages and return to the booking

screen.
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Copying Bookings to the Next Block (Rollover)

Performing a rollover of bookings will create new bookings duplicating the bookings of a
selected term. Splash will identify all the bookings in the selected term and make a copy of
them in a future term.

This command enables you to quickly rebook all or some of your existing students into the
same session for the coming block. This function will only be successful if you have rolled
over the corresponding sessions (see Rollover Sessions — Sessions Module).

27 Splash — o X
File Edit View Inset Format Bookings Scripts Print Tools
M " Bookings Today's Date: 26/1/2018 é
Splash
Filter By StudentName:  Remove Fier | — ®X 86 DD List <>
jake .
Session Contact Person Booking Info
Jan i 28 StaenEl 13 ClassID | PEN CgSessionID 3465
Mame | Jacob (Jake) Smith 23
= Class Name | Penguin
Gender Male Age 5_6m
Class Level | 3 Student Level 3
giﬁ \F/v Wedical Programme | Preschool
i
Contact Barbara Smith Q Wilsc
e Instructor | LisaWilson
Telephone | 0272222082 = Location | Main Pool No. of Lessons 4
Start Date | 10/1/2018 @ EndDate 311/2018
Comments

StatTime 400 PM Weekday  We
Block | Jan Year 2018 Shit Afernoon

Makeup No

Bookings will only
be transferred if
Rollover Booking in

Achievements Comments

Last Goal Achieved:

. Under Date Achieved ®
the booking record
1 L Date Achieved
is set to Yes =
Date Achieved ®
4 4circlearms Date Achieved ®
;} = Assessed Rollover This Booking ~ Yes e Mext Block Move to Class S
T Certifcate Issued [l Rebooked NextBlock  Yes -

NB: Confirm how many bookings are going to rollover by performing a find which contains
the original term/block name and year, also enter Yes in the Rollover Booking field.

NB: Check which bookings will not be included in the rollover by performing a find which
contains the original term/block name and year, along with No in the Rollover Booking field.

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

2. Select the Booking icon

ookings “

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

2} Splash - o X
File Edit View Inset Format Bockings Scripts Print Tools
i Update o|
"Jabdy - Bookings - R Today's Date: 26/1/2018 9
Splash Locate Bookings with Payment Overdue
SortBy  FirstName = Achievements v | 8% >
1D Student Name Class Name Weekday Start Time Instructor Block Year Location Started This Level
View Family Records [Found Set]
Q 119 stuart pearson Penguin Friday 121118 11:00AM  To Be Advised Jan 2018 Main Paol 9/6/2017
Direct Debit »:
Q 35 David King Penguin Friday 121118 11:00AM  To Be Advised Jan 2018 Main Paol 9/6/2017
Send SMS ¥
Q 45 Stephanie Hughson Jeliyfish Friday 121118 8:45AM  Lisa Wilson Jan 2018 Main Paol 121112018
Send Broadcast Email
Q 81 Tracey O'Donnell Penguin Friday 12118 8:30AM  To Be Advised Jan 2018 Main Pool 121112018
Roll Over Bookings to Next Block
Q 69 Bridgette Robinson Seals Friday 12118 10:00AM  Lisa Wilson Jan 2018 Main Pool 12112018
Export Booking Data
Q@ 135 Bobby Thomson Export Booking Balance Starfish Friday 121118 9:15AM  LisaWilson Jan 2018 MainPool 12112018
q Al Georgia Taylor ° 5_9m Seals Friday 19118 10:00AM  Lisa Wilson Jan 2018 Main Pool 19112018

4. A message dialog will be displayed on your screen. You will be asked to
confirm that the sessions have been rolled over — remember this process will
fail if you have not rolled over the corresponding sessions.
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Message

Are you sure you want to roll over bookings to another block?
Have the sessions already been rolled over?

| Cancel || OK |

. Click OK if the sessions have been created, or Cancel to exit the rollover

process.

If you clicked OK (above) the Rollover Bookings dialog box will be displayed
on your screen.

. You are now required to define the term/block and year of the bookings you

want to be copied. Click once in the Term field to display a list of available
terms/blocks. Enter the year number and click Done.

= —J Roll Over Bookings

| would like to copy the bookings from:

Block  Jan Year 2018

Perform the Rollover Now

# cancel | Done &7 ‘

. Splash will display a dialog that contains the number of records it has located

for the rollover. Click Yes if this number matches the number of bookings you
expect to rollover.

Bookings Located for Rollover

66 records have been located for the roll over. Is this number
correct?

If you clicked Yes (above) the new bookings will be displayed on your screen.

Roll Over of Bookings Complete

Bookings for Block : Jan at have been rolled over into Block :
Feb.

NB: After completing the rollover use the transfer a booking button to move any students who
need to change class time or level. When all amendments have been made simply email a
confirmation letter to each family.
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Exporting Booking Data

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

Exporting Records to Excel

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

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

3. Select Export Booking Data from the Scripts menu.

27 Splash - a x
File Edit View Insert Format Bookings Seripts Print Tools
" Update > &
&+ - Bookings - R Today's Date: 26/1/2018 é
Splash Locate Bookings with Payment Overdue
SortBy  FirstName = Achievements ) >
ID  StudentName lass Name Weekday Start Time Instructor Block Year Location Started This Level
View Family Records [Found Set]
Q 160 Paula Schwass urtles Monday 8nne 3:20PM Brian Roberts Jan 2018 Leamers Pool 5I6/2017
Direct Debit. r
Q 7 Georgia Taylor 'enguin Thursday 11ne 3:30PM Barbara Smith Jan 2018 Main Pool 51612017
Send SMS. >
q 55 Harry Williams 'enguin Thursday 11118 3:30PM Barbara Smith Jan 2018 Main Pool 50612017
Send Broadcast Email
q 15 Sam Smith 'enguin Wednesday 10118 4:30PM Lisa Wilson Jan 2018 Main Pool 10112018
Roll Over Bookings to Next Block
q 138 Craig King eals Thursday 11118 3:45PM  ToBe Advised Jan 2018 Main Pool 50612017
Export Booking Data
Q 40 Hamish McDougal Export Booking Balance eals Thursday 11MM8  345PM  ToBe Advised Jan 2018 Main Pool 51612017

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.
¥ Export Records tp File *
Savein: | L USBDISK (@) < o r—5
% Mame - Date medif... Type Size
_ EH Family Data.xlsx 17/01/2018...  Microsoft ... TKB
Quick access  @5eccion Dataxds 9/01/2018..  Microsoft ... 9KB
. &) Student Data.xdsx 16/01/2018...  Microsoft ... 11 KB
Desktop
m
Libraries
This PC
Metwork
v
File name: | Bookings Jan 2018 ~ | | Save |
Save as type: Excel Workbooks (" xlsx) w Cancel
After saving: [ automatically open|file
[ create email with fie as attachment

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

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

Author:

Excel Options

Use field names as column names in first row

Worksheet: ||

| Continue... ||

Cancel |

8. The Specify Field Order for Export dialog will be displayed on your screen.

A default set of export fields will be displayed on the right of the dialog. Use

this dialog to indicate any additional fields and their order.

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

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

Specify Field Crder 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 ["BO_List")

W

Age Display
EBooking 5tatus Flag
ClassMame
Comment Flag
glistview Text

qgsort By

Instructor

Location

Medical Condition Flag
StartDate

Started This Level
StartTime

Stirdant 1N

Move

Move All
Clear All

Options
Cutput file character set:

|:| Apply current layout's data formatting to exported data

Unicode [UTF-16)

Group by

(Unsorted)

Field expart order

booking_no
Student ID
Student FirstMame

Age Display

+

+

+

# Student LastMame
+

+ ClassMName

+

StartNate

| Export

Cancel |

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

»

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

Current Layout ("BO_List")
Current Table (BO_Bookings’]

Related Tables

BO_AC_Achieved
BO_BO_Bookings Mext Black

BO_BO_Bookings on Family Current Term
BO_BO_Baokings on Family Outstanding Balance
BO_BO_Baokings on Student Current Term

BO_BO_Bookings on Student Level
BO_BO_Bookings Search
BO_Bookings on Self

the Export button.

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

@a . Bookings Jan 2018atex - - o x
Home | Insert  Pagelaout  Formulas  Dat W View c@o@
= | % cu = ) D B Y | T Autosum~
Calori 0 - AN 57 [roma Bad Good Neutral o= B AY @&
2 — ol . g A=/
B s u DA | Fomat  [Calculation 5 Input | insert Delete Format Sort & Find&
Fomat Panter A onaij ot | I ] p | ) e puasimomat i p o sot 8 Poaay
Cipboard Font 3 Siytes cets ating
A - £ | booking_no v
o 0 : g s " T ; % =
1 booking o] Student ID Age Display ClassName Startbate StartTime Term Year
2 48508 5_1m 08/01/2018 15:30:00 Jan
3 48509 5_9m 11/01/2018 15:30:00 Jan
4 48510 4_om 11/01/2018 15:30:00 Jan
5 48511 6_3m 10/01/2018 16:30:00 Jan
6 48512 9_6m 11/01/2018 15:45:00 Jan
7 48513 8_11m 11/01/2018 15:45:00 Jan
8 48514 8_7m 11/01/2018 15:45:00 Jan
9 48515 8_8m 11/01/2018 15:45:00 J: 2018 To Be Advised
10 48516 5_8m 08/01/2018 16:00:00 J: 2018 Brian Roberts
1 28517 711m elyfish 11/01/2018 16:0000 Jan 2018 David Smith
12 48518 8_0m Jellyfish 11/01/2018 16:00:00 J: 2018 David Smith



Export Bookings with the Account Balance

1.

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

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

3. Select Export Booking Data from the Scripts menu.

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.
¥ EBxport Records to File X
Savein: | o USB DISK () 4%-4
~
ﬁ Mame Date modif... Type Size
: ) Bookings Jan 2018.dsx 26/01/2018... Microsoft ... 11KB
Quick access @12 ity Datals 17/01/2018..  Microsoft .. 7KB
‘ 2] Session Dataudsx 9/01/2018... Microsoft ... KB
ZH) student Dataxlsx 16/01/2018... Microsoft ... 11KB
Desktop
=3
Libraries
This PC
Metwork
\ 4
File name: |Current Balances Jan 2018 v | | Save |
Save astype: Excel Workbooks (* xlsx) ~ Cancel
After saving: Automatically operi[Tile
[ create email with fie as attachment

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

9.

button.

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

Excel Options *

Use field names as column names in first row

Worksheet: ||

Title:
Subject:

Author

| Continue... || Cancel |

. The Specify Field Order for Export dialog will be displayed on your screen.

A default set of export fields will be displayed on the right of the dialog. Use
this dialog to indicate any additional fields and their order.

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

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

on the left of the screen.
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Specify Field Crder for Export

Current Layout ["BO_List")

v

Age Display
Booking Status Flag
ClassMame
Comment Flag
glistview Text

gSort By

Instructor

Location

Medical Condition Flag
StartDate

Started This Level
StartTime

Student 10

Move

Mowve All
Clear All

Optians
Cutput file character sek:

Unicode (UTF-16)

|:| Apply current layout’'s data formatting to exported data

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

Group by

[ Family ID

Field export order

+ Family ID

4+ Family Mame

4+ BO_FA_Families on ID:Con...
# Student FirstMame

# Student LastMame

*

ClassName

+ Weekdav

| Export

Cancel |

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.

Current Layout (‘BO_List)
Current Table 'BO_Bookings’]

Related Tables

BO_AC_Achieved
BO_BO_Bookings Mext Block

BO_BO_Bookings on Family Current Term
BO_BO_Bookings on Family Outstanding

BO_BO_Bookings on Student Current Term

BO_BO_Bookings on Student Level
BO_BO_Bookings Search
BO_Bookings on Self

Balance

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.

G i Jan 20185 - use - o x
Home | Insert  Pagelayout  Fomulas  Data  Review  View c@o@
%o a0 & B Fume e e I ond Newta &= & @ 2 iy
_— Bacopy - = I - Z @] Fin - s
P Fromatranter | [B) 2 U~ | [ & A~ BiMeeaceie| - % 1 | @43 ontor o [Goleaton | CIRTXSTN expianarory . [BSE o P Qe Firt e
Ciipboard Font Alignment Number styles cets Editing
AL - £| Family D v
A c o e < " l 3 3 =
1 Family D 1 fomiyName FamiliesoniD:Contact Full Student FirstName Student LastName ClassName Weekday StartTime B0_FA F A
2 watkins Jamie watkins sellyfish Monday 16:3000 Booking Made
s 2 smith Barbara smith Sam Smith Penguin Wednesday 16:3000 Booking 13
4 2 smith Barbara Smith Lucas Smith Penguin Monday 16:30:00 Paid in Full barbara@computerize co.n063724713
5 2 smith Barbara Smith Jacob Smith Penguin Wednesday 16:00:00 Booking Made barbara@computerize co.n063724713
3 2 smith Barbara Smith Nicholas smith Turtles Thursday 11:0000 Paid in Full barbara@computerize co.n063724713
7 5 smith Daniel smith Phillip Smith Penguin Monday 16:0000 Booking Made computerize@xira.co.nz 04987 6501
s 5 smith Daniel Smith Jennifer Smith Jellyfish Thursday 11:0000 Booking Made computerize@xtraconz 04987 6501
s 10 Brown Sam Brown Amanda Brown Penguin Sunday 15:30.00 Booking Made computerize@xtraconz 045643212
10 11 Anderson David Anderson sally Anderson Shrimps Thursday 10:00:00 Booking Made computerize@xtraconz 09897 9845
1 11 Anderson David Anderson Jamie Anderson selyfish Monday 17:0000 Booking Made computerize@xtraconz 09897 9845
2 14 zimmerman Andy zimmerman zac zimmerman Seals Monday 17:15:00 Booking Made computerize@xtraconz 09765 1445
5 15 Thomson Anthony Thomson Robert Thomson Starfish Tuesday 17:0000 Paid in Full computerize@xtracon: 04567 8576
1 15 Thomson Anthony Thomsan Caroline Thomson Shrimps Thursday 08:30:00 Booking Made computerize@xtraconz 04567 8576 =
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Generating Booking Letters

The following set of letters are generated within the Bookings module using your predefined
document template. Each document will be personalised to contain the specific details of
each booking.

Printing a Confirmation Letter
1. Locate the booking you wish to print a confirmation letter for.
2. Select Booking Confirmation...Single Booking from the Print menu.

3. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your
screen).

YOUR SWIM SCHOOL NAME HERE

. Wellington
Telephane:

BOOKING CONFIRMATION

28 January 2018
Barkara Smith

84 Erlestoke Crescent
Churten Park
WELLINGTOM 4001

Thank you for beoking Jacob Smith into Learn To Swirn at Your Swim School Mame Here.
Jaceh is bocked info the following class;

Class: Penguin

Start Time: 400 PM

Start Date: 10012018

Instructor: Lisa Wilson

If this booking is incormect please contact us on so we can amend our records.
The balance of fees due for Jacab (Jake) Smith is: 574.00. Cash, cheque and eftpas payments are

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

Kind regards

Learn Te Swim Coordinator
our Swim Schoal Mame Here

NB: Select Single Booking [Found Set] to print confirmation letters for all
records currently showing in list view.

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

Message

Would you like to print or email the booking confirmation?

Cancel || Print || Email
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Printing a Confirmation Letter for a Student with Multiple Bookings
1. Locate the student you wish to print a confirmation letter for.

2. Select Booking Confirmation... Student With Multiple Bookings from the
Print menu.

3. If the student has more than one booking for the selected term the following
dialog box will be displayed

Message

The selected student has more than one booking for the
selected term. Do you want to print a single confirmation
letter for all bookings?

| Mo | | fes |

4. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your
screen).

YOUR SWIM SCHOOL NAME HERE

. Wellingbon
Telephone:

BOOKING CONFIRMATION

28 January 2018
Martha Taylor

79 Main 5t
Tawa
WELLIMGTOM 4010

Thank you for booking Georgia Taylor into Learn Ta Swim at Your Swim Schocl Mame Here.

Geargia's bookings are as follows;

Class: Turtles with Brian Roberts starting on Wednesday 10 January 2018 at 5:00 AM

Class: Penguin with Barbara Smith starting on Thursday 11 January 2018 at 3:30 PM

Class: Seals with Lisa Wilson starting on Friday 18 January 2018 at 10:00 &AM

The balance of fees due for Georgia are:  3144.00. Cash, cheque and eftpos payments are accepted and
full payment is dus by the second week of the term.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinator
Your Swim 5chool Name Here

NB: Select Students With Multi Bookings [Found Set] to print confirmation
letters for all records currently displayed in list view.

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

Message

‘Would you like to print or email the booking confirmation?

Cancel || Print || Email
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Printing a Confirmation Letter for a Family with Multiple Bookings

1. Locate a booking (in the required term) for the family you wish to print a
confirmation letter for.

2. Select Booking Confirmation...Family With Multiple Bookings from the
Print menu.

3. A confirmation letter will be generated for the active record only. It will be
sent directly to the printer or email application (it will not be previewed on your
screen).

YOUR SWIM SCHOOL NAME HERE

. Wellington
Telephone:

BOOKING CONFIRMATION

28 January 2018
Barbara Smith

84 Erlestoke Crescent

Churton Park

WELLINGTON 4001

Thank you for your bogking with Y our Swim Schocl Name Here.

Your family members have been scheduled to aftend the following lessans:

Lucas is bocked in Penguin with Barbara Smith starting on Monday 8 January 2018 at 4:30 PM
Sam is bocked in Penguin with Lisa Wilscn starting on Wednesday 10 Janwary 2018 st 4:30 PM

Jaceh is bocked in Penguin with Lisa Wilson starting on Wednesday 10 January 2018 st 4:00 PM

Michalas is bogked in Turtles with David Smith starting on Thursday 11 January 2018 at 11:00 AM

If these lessons are imcorrect or you need to change your lesson time please call .

The balance owing on your family account is 3128.35 (incl G5T). Please ensure payment is made by week
2 of the term.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordinstor
Your Swim School Mame Here

NB: Select Families With Multi Bookings (Found Set) to print confirmation
letters for all bookings currently in list view.

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

Message

Would you like to print or email the booking confirmation?

Cancel || Print || Email
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Printing a Reminder Notice
1. Locate the booking you wish to print a Reminder Notice for.
2. Select Payment Reminder... Gentle Reminder from the Print menu.

3. A Reminder Notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.

YOUR SWIM SCHOOL NAME HERE

. Wellington
Telephone:

REMINDER NOTICE

28 January 2018
Barkxara Smith
84 Erlestoke Crescent
Churton Park
WELLIMGTOM 4001

It seems you have overlooked the payment for Jacob's lessons which were due for payment on $M1272017.
There is currently an outstanding amount of $55.35.

Thank you for swimming with us.

Kind regards

Learn Te Swim Coordinator
“Wour Swim School Mame Here

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

Message

‘Would you like to print or email the reminder notice?

| Cancel || Print || Email |

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

Invalid Request

There are no fees outstanding on the selected booking. A
reminder has not been created.

Printing an Overdue Reminder Notice
1. Locate the booking you wish to print a Reminder Notice for.
2. Select Payment Reminder... Followup Reminder from the Print menu.

3. A Reminder Notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.
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YOUR SWIM SCHOOL NAME HERE

. Wellingben
Telephone:

REMINDER NOTICE

28 January 2018
Barbara Smith

84 Erlestoke Crescent
Churton Park
WELLINGTOM 4001

Cwr records show that Jacob's booking is overdue for payment. There is currently an outstanding amount of
55535 which was due for payment on 4122017

If you wish to continue swimming please forward payment or contact our office on to discuss payment
aptions.

Thank you for swimming with us.

Kind regards

Learn To Swim Coordingtor
Your Swim Schoal Mame Here

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

Message

Would you like to print or email the reminder notice?

| Cancel || Print || Email |

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

NB: If the selected booking does not have fees owing the Invalid Request dialog
will be displayed.

Invalid Request

There are no fees outstanding on the selected booking., A
reminder has not been created.
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Printing a Transfer Notice
1. Locate the booking you wish to print a Transfer Notice for.
2. Select Booking Confirmation... Transfer Details from the Print menu.

3. A Transfer notice will be generated for the active record only. Your system
preferences will determine whether the document will be sent directly to the
printer or email application.

YOUR SWIM SCHOOL NAME HERE

. Wellingten
Telephone:

CONFIRMATION OF TRANSFER

28 January 2018
Barbara Smith

84 Erlestoke Crescent
Churton Park
WELLIMGTOM 4001

Thank you for booking Jacob Smith inta Learn Ta Swim at Your Swim Schocol Name Here.
Jaceoh has been transferred inta the following class;

Class: Penguin

Start Time: 400 PM

Weekday: Wednesday

Imstructor: Lisa Wilson

If this booking is incorrect please contact us on 50 we can amend our records.

The balance of fees due for Jacob (Jake) Smith is: 574.00. Cash, chegue and eftpos payments are
accepted and full payment is due by the second week of the term.

Thank you for swimming with us.

Kind regards

Learn To Swimn Coordinator
Yaour Swim School Mame Here

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

Message

‘Would you like to print or email the booking confirmation?

Cancel || Print | | Email
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Printing Certificates and Records of Achievement

Printing Cetrtificates

Certificates have been designed to print on A4 paper. Contact the developer to customise the
position of the student name.

1. Locate the booking/s you wish to print certificates for.
2. Select Student Certificate from the Print menu.

3. A sample certificate for the current record will be displayed on your screen.
You will be asked whether you wish to print a certificate for the Current record
or the Found set of records.

Print Certificate/s

Would you like to print a certificate for the current student?
OR For all students in the found set?

| Cancel || Found || Current |

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

Print *
Print: | Current record ~

Printer

Mame: Brother HL-4570CDW series w Properties...

Status: Ready

Type: Brother HL-4570C0W series
Where: BRMNOO1BA9SFSEDS
Comment: HL-4570CDW LAN I:‘ Print to file
Print range Copies
() all Mumber of copies: 1 =
_l’g,ﬂ _l’g,ﬂ Collate
MNumber pages from:
Cancel

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

Print: |Cu-rer1t record =
Printer
Name:  Brother HL-4570CDW series v | Propertes...
Status: Ready
Type: Brother HL-4570C0W series
Where: BRMNOO1BA9SFSEDS

Comment: HL-4570CDW LAN

Print range

@Al

(JPages from: to:
MNumber pages from:

Copies

Mumber of copies: 1 EI

12

I print to file

1 2 <| Collate

o ]

Jacob (Jake) Smith

The certificate will be date stamped on the bottom left corner.
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Printing a Record of Achievement

Use this command to produce a progress report displaying a student’s current set of goals
and progress towards completion. In many schools this list is printed on the reverse side of
the certificate. A record of achievement can however be sent in isolation.

1. Use the Finding a Booking function to locate the record you wish to produce
a Record of Achievement for.

N

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

. Select Record of Achievement from the Print menu.

A W

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

’ . 8 | & g l

[1 Total
Pages Save as Excel Save as PDF Print  Print Setup

Layout: | AC_PRT Achievements ... = View As: Exit Preview Script paused

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

Message

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

| Cancel || Email || Print |

6. Click Print to print the report, Email to save the report as a PDF and email to
the client, or Cancel to return to your original screen without printing.

YOUR SWIM SCHOOL NAME HERE
. Wellingbon
Telephaone:
x
Record of Achievement for Jake Smith \‘( \’
Level 3 - Penguin -
| Blowing Bubbies Eyes Under
MNeeds to work on ...
2 Freestlye kick with board
3 Atorpedo
4 4circle arms
5 BackKick
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Printing a Record of Achievement for the Found Set of Records

Use this command to produce progress reports displaying each student’s current set of goals
and progress towards completion. This command will produce a progress report for all
students in the found set of records.

1. Use the Finding a Booking function to locate the group of records you wish
to produce Record of Achievements for.

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

3. Select Record of Achievement [Found Set] from the Print menu.

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

Email Record of Achievement

You are about to create Record of Achievement reports for 450
swimmers. Please specify whether you wish to EMAIL or PRINT
the reports?

| Cancel || Print || Email |

5. Click Print to print the report, Email to save the report as a PDF and email to
each client, or Cancel to return to your original screen without printing or
emailing.
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Printing Booking Reports
Printing a Student List for the Instructor
This report provides instructors with a list of students expected for each session.

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

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

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

4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages.
& a 2l l

ages
Layouts [BO_PRT Instructor List__~ | View As: Exit Preview Script paused [[Continue |

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

Message

Do you want to print the Instructor/Teacher lists

| Mo | | Yes |

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

printing.
Attendance List
Instructor Listing for Lisa Wilson
Wednesday
| 3:30 PM - Penguin (Main Pool)  Lisa Wilson (1 Students) |
s =3 3 g
Melanie McArhur ~ 2_Bm Andrew Mcarhuy P - = m = m = = == ]
I 4:00 PM - Penguin (Main Pool)  Lisa Wilson (1 Students) |
S EF Z £
b Jacob (Jake} Smith  5_8m Barbara Smith - =40 0 0 0 = = = = = = 11
| 4:30 PM - Penguin (Main Pool)  Lisa Wilson (2 Students) |
533 g
Benjamin 2_3m Barbara Mighti P - ==
$LQ sam Smith 8_3m Barbara Smith F e
| 500 PM - Penguin (Main Poal)  Lisa Wilsan (1 Students) |
5% 3 2
Peter Aplin 3_0m Sylvia Aplin P - - == == == 2
| 5:30 PM - Penguin (Main Poal)  Lisa Wilson (2 Students) |
S =% E g
Barry Robinsen 4 Om Mizola Robinso F =ommoommomm o e e e 2
james gill 2_5m F - s s s - z
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Printing a List of Students for the Pool Deck Supervisor

This report provides a summary of attendance for each student booked in the selected
sessions. This report can be used by the pool supervisor to record attendance for all
sessions operating at a selected time.

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

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

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

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

27 splash - o x
Plle  Records Tools
[ 8 a [l

Pages Seve asExcel SaveasPDF | Print  Print Setup

Layout: [BO_PRT Supervisor List_~| View As: Exit Preview Script paused [ Gontinue |

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

Message

Do you want to print the Supervisor list?

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

Attendance List

Supervisor Listing for Wednesday
9:00 AM - Turtles {Learners Pool)  Brian Roberts (2 Students) |
Brian Roberts E E E E g
& Georgia Taylar 5_oim Martha Taylor P - - - - - - - - _ @
Hayden Hughson _0m Mgaire Hughson P e -

| 3:30 PM - Penguin (Main Pool) Lisa Wilson (1 Students) |

=
Lisa Wilson EEF = g
- = ™ ™ =

Melanie McArthur 2_Bm Andrew Mcarfthu P - = = = = = = - - Z

| 4:00 PM - Penguin (Main Pool) Lisa Wilson (1 Students) |

Lisa Wilson 5 = % = ﬁ
- — N (5] ™
E Jacok (Jake) Smith 5_8m Barbara Smith - = 0 0 0 0 = = = = = = 11

| 4:30 PM - Penguin (Main Pool])  Lisa Wilson (2 Studenis) |

Lisa Wilson = =% = 3

= = ™ -

Benjamin 2_3m Barbara Mighti F - = = = = = = = - 2

$ @ sam smith 6_3m Barbara Smith P .- . e e e = = = =2

5:00 PM - Penguin iMain Poal)  Lisa Wilson (1 Students)

Lisa Wilson SE§ = B
Peter Aplin 3_0m Sylvia Aplin F = = = = = = = = = 2
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Printing a List of Bookings

Information displayed in this report is defined by the found set of records (what is displayed in
your List View). Prior to generating this report you must perform a find to locate the group of
records you wish to report on.

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

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

3. Select List of... Bookings from the Print menu.

4. The report will be previewed on your screen. The status panel (at the top of

the screen) lets you view other pages.
27 splash
Plle  Records Tools

&

Save as Excel Save as PDF

- ]o x
[=] 2l
Print  Print Setup

Loyout:[BOPRTBookg st ¥] view As Botprevin Sapt poused SRR

5. When you have finished viewing the report click the Continue button on the
status panel (or Press ENTER). A message will be displayed asking if you
wish to print the selected report.

Message

Do you want to print the list of bookings?

| cancet || poF | [ Pt |

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

printing.
List of Bookings
Next

Student ID / Name Class Name Start Date / Time Block | Year Rebooked  Block
2032 sam jones Dclphins 1411118 6:00 PM Jan 2018 Booking Made Wes

115 Jennifer Smith Jellyfish 111118 11:00 AM Jan 2018 Booking Made Wes

158 siman thamas Jellyfish 111118 4:00 PM Jan 2018 Booking Made Wes

2037 debra Patterson Jellyfish 111118 4:00 PM Jan 2018 Booking Made Wes

23 Jamie Anderson Jellyfish 18118 5:00 PM Jan 2018 Booking Made Wes

186 william Smith Jellyfish 111118 4:00 PM Jan 2018 Booking Made Wes

i1 James Wilsan Jellyfish 151118 3:30 PM Jan 2018  Booking Made fes

i23 Jamie watkins Jellyfish 151118 4:30 PM Jan 2018  Booking Made fes

88 Corey Marrison Jellyfish 151118 5:30 PM Jan 2018  Booking Made fes

2042 Jessica Hargreaves Jellyfish 18118 4:30 PM Jan 2018  Booking Made Yes

55 Michalas Larsen Jellyfish anng 4:00 PM Jan 2018  Booking Made Yes

103 Gareth Buchanan Jelhyfish anng 4:00 PM Jan 2018  Booking Made fes

43 Jonathan Fairbrother Jelhyfish 18/118 3:30 PM Jan 2018  Booking Made fes

45 Stephanie Hughsan Jelhyfish 121118 B:45 AM Jan 2018  Booking Made fes

188 Tony Zelish Penguin anns 4:00 PM Jan 2018  Booking Made Yes

182 Lugas Srith Penguin anns 4:30 PM Jan 2018 Paid in Full Yes
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Printing a Report with Overdue Balances

Information displayed in this report is defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to include in your
report.

A script has been added to the bookings file that will help you locate all bookings with monies
outstanding.

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

Qﬂookings “

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

2 Splash - o ped
File Edit View Insert Format Bookings Scripts Print Tools
I e Update » o
"%+ ' Bookings - R Today's Date: 26/1/2018 é
Splash Locate Bookings with Payment Overdue
SotBy  FirstName e AT r | B A
ID  StudentName ass Name ‘Weekday Start Time Instructor Block Year Location Started This Level
View Family Records [Found Set]
Q180 Paula Schwass rtles Mondav 8118 3:30PM Brian Roberts. Jan 2018 Learners Pool 51612017

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

Locate Overdue Bookings

Please enter the term for the bookings you wish to locate,

Term (leave empty for all terms)
Dec

Year {leave empty for all terms)

2017 |

| Cancel || OK |

5. Click the OK button to locate bookings which are overdue for payment.

2 Splash - [u] x
File Edit View Inset Format Bookings Scripts Print Tools
R -
“S&¥ - Bookings Today's Date: 26/1/2018 é
Splash
SotBy  FirstName w2 [ i LY X g% <)
1D StudentName Age Class Name Weekday Start Time Instructor Block  Year Location Started This Level
Q 160 Paula Schwass ° 5_0m Turtles Monday an2ni7 3:30PM Brian Roberts Dec 2017 Leamers Pool 5i612017
Q 7 Georgia Taylor ° 5_8m Penguin Monday 41217 330PM  Barbara Smith Dec 2017 Main Pool 506/2017
Q 55 Harry Williams 4_8m Penguin Monday an2niy 3:30PM Barbara Smith Dec 2017 Main Pool 5i6/2017
q 13 Jacob (Jake) Smith 5_4m Penguin Monday 41217 3:30PM Barbara Smith Dec 2017 Main Pool 51612017
q 138 Craig King 9_5m Seals Monday 41217 3:45PM  ToBe Advised Dec 2017 Main Pool 5162017
q 49 Hamish McDougal 8_10m Seals Monday 41217 345PM  ToBe Advised Dec 2017 Main Pool 51612017
q 81 Jack McArthur o 8_6m Seals Monday 41217 3:45PM  ToBe Advised Dec 2017 Main Pool 51612017
q 2022 Paul Fairbrother o 8_7m Seals Monday 4217 3:45PM  To Be Advised Dec 2017 Main Pool 5I6/2017
6. Select List of... Bookings $ Balances from the Print menu.
27 Splash — o x
File Edit View Inset Format Bookings Scripts Print Tools
e Booking Cenfirmation ... [ i
"%+ * Bookings Payment Reminder . . Today's Date: 26/1/2018 é
Splash Students or the Instructor
[ = Summary of »| Studentsforthe Supervisor p—
Chart Showing 3
1D Student Name Bookings Time Instructor Block Year Location Started This Level
Q160 Paula Schwass Custom Report 3:30PM  Brian Roberts Dec 2017  Leamers Pool 5612017
Bookings with Direct Debit Details
q 71 Georgia Taylor Student Certificate 3:30PM Barbara Smith Dec 2017 Main Pool 51612017
Record of Achievement Achievements Detailed
q 55 Harry Williams 3:30PM Barbara Smith Dec 2017 Main Pool 51612017
Record of Achievement [Found Set] Achievement Checklist - Portrait
q 13 Jacob (Jake) Smith Send SMS & Achievement Checklist - Landscape 3:30PM Barbara Smith Dec 2017 Main Pool 51612017
=
R o M e e o e T e e S e

7. The report will be previewed on your screen. Use the status panel at the top
of the screen to view subsequent pages. When you have finished viewing the
report click the Continue button (or Press ENTER). A message will be
displayed asking if you wish to print the selected report.

Print Report

Do you want to print the selected report?

cancel || PoF | [ prnt |
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8. Click OK to print the report or Cancel to return to your original screen without
printing.

Bookings - Current Balance of Booking
Balance as at 26/1/2018
Balance
Anderson (David Anderson) 0272222082 $40.50
Sally : Shrimps 10:00 AM Thu block Dec 2017 (840.50)

Apollo (Martha Apollo) 0272222082 $84.00
Anthony : Turtles 11:00 AM Thu block Dec 2017 (840.50)
Peter : Shrimps 10:00 AM Thu block Dec 2017 ($40.50)

Buchanan {Debbie Buchanan) 0272223082 $54.00
Gareth - Jellyfish 4:00 PM Tue block Dec 2017 (554.00)

Fairbrother (Mark Fairbrother) 0272222082 $60.00
Fauwl : Seals 3:45 PM Mon black Dec 2017 (360.00)

Hargreaves (Susan Hargreaves) 0272222082 $60.00
Gregory - Starfish 5:00 PM Tue block Dec 2017 ($60.00)

Harper (Edith Harper) 0272222082 $45.00
Robert : Turfles 10:00 AM Thu block Dec 2017 (§45.00)

Hughson [(Ngaire Hughson) 0272222082 $40.50
Hayden : Turtles 9:00 AM Wed block Dec 2017 (§40.50)

Jessop (Tony Jessop) 04 478 3215 $40.50
William ; Turttes 70:30 AM Thu block Dec 2017 (840 .50)

Jones (David Jones) 0272222082 $180.60
Billy : Turties 4:00 PM Maon block Dec 2017 (840.50)
Joanne : Turfles 4:30 PM Mon block Dec 2017 (540.50)
Joanne : Turfles 11:00 AM Thu biock Dec 2017 (§40.50)
william - Jellyfish 4:00 PM Maon biock Dec 2017 (§58.10)
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Printing a List of Booking with Authority to Direct Debit

Information displayed in this report is defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to report on.

1. Select Direct Debit... Locate Bookings for Processing from the Scripts

menu..
2 Splash - a 4
File Edit View Insert Format Bookings Scripts Print Tools
e Update > <
ﬁ Bookings it N Today's Date: 26/1/2018 p
pias Locate Bookings with Payment Overdue
SonBy  Firsthame Achievements ) Ty
ID  Student Name lass Name Weekday Start Time Instructor Block Year Location Started This Level
View Family Records [Found Set]
Q160 Paula Schwass urtles. Mondav 8118 3:30PM  Brian Roberts Jan 2018 Learners Pool 5I6/2017
R 71 Georgia Taylor 11118 3:30PM  Barbara Smith Jan 2018 Main Pool 5I6/2017
Send SMS ¥
X 55 Harry Williams enguin Thursday 11118 3:30PM  Barbara Smith Jan 2018 Main Pool 5/6/2017
Send Broadcast Email
¥ 15 Sam Smith enguin ‘Wednesday 10118 4:30PM  LisaWilson Jan 2018 Main Pool 10012018
Roll Over Bookings to Next Block
Q138 Craig King eals Thursday 11118 345PM  To Be Advised Jan 2018 Main Pool 8I6/2017
Export Booking Data
Q 49 Hamish McDougal Export Booking Balance eals Thursday 11118 345PM  ToBe Advised Jan 2018 MainPeal /612017
2. The locate payments dialog will be displayed on your screen. You will be
asked to confirm the Block and Year for bookings to be processed
Locate Payments
Enter find criteria for payment processing.
Block
Jan
Year
2018
| Cancel | | oK |
3. You will be asked to specify the direct debit type.
Specify Debit Type
Are you requesting funds from Bank Accounts or Credit Cards?
| Cancel || cC | | Bank |
4. The bookings for processing will be displayed on your screen.
27 Splash — o x
File Edit View Inset Format Bookings Scripts Print Tools
s ' Bookings Today's Date: 26/1/2018 é
Splash
Sogy | Firstame ] g m X & >
ID  StudentName Age Class Name Weekday StartDate Payment by Amount Block  Year Balance Due Processed Resp
¢ 180 Paula Schwass 5_1m ‘ Turtles Monday ‘ 8MM8 ‘ cc $1350 | Jan 2018 $54.00
Q 65 William Jessop 4_10m ‘ Turtles Thursday ‘ 11118 ‘ cc $1350 | Jan 2018 $40.50
Q 160 Paula Schwass 5_1m ‘ Turtles Monday ‘ 8rH1e ‘ cc $1350 | Jan 2018 354.00
Q 2035 peter jessop 3. 0m ‘ Penguin Sunday ‘ 14113 ‘ cc $2050 | Jan 2018 $61.50
5. Select List of... Bookings with Direct Debit Details from the Print menu.
) Splash - [m] X
File Edit View Insert Format Bookings Scripts Print Tools
e Booking Confirmation »
M " Bookings Payment Reminder . 3 | Today's Date: 26/1/2018 é
Splash T r——
A Firstams Summary of 4 Students for the Supervisor 3
Chart Showing 3 5
ID  StudentName Age Bookings Block Year Balance Due Processed Resp|
q 2035 peter jessop 30 Custom Report Booking § Balances Jan 2018 $61.50
-
Q 65 William Jessop 4.1 Student Certificate Jan 2018 $4050
Record of Achievement Achievements Detailed
)80 Faa Scmaes 51 Recordof Achievement [Found Set] IActarvr ment Chee it Portiat JE 35100
¢ 180 Paula Schwass 5_1 $54.00

6. The report will be previewed on your screen

Page 228

Send SMS

,| Achievement Checklist - Landscape Jan 2018

. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.
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Print Report

Do you want to print the selected report?

| cancet || poF | [ Pt |

7. Click Print to print the report, PDF to save a copy of the report, or Cancel to
return to your original screen without printing.

Bookings - Direct Debit Payment Summary
Schedule as at 26/1/2018
Amount Balance
jessop (Tony Jessop)
peter : Penguin 5:00 PM Sun block Jan 2078 £20.50 F41.50
William : Turtles 10:30 AM Thu block Jan 2078 513.50 $40.50
Schwass (Robyn Schwass)
Pawa : Turtles 3:30 PM Mon block Jan 2018 513.50 %54.00
Pawa : Turtles 4:30 PM Mon block Jan 2018 513.50 %54.00
Total Due as at 26/1/2018 $61.00

User Documentation — Splash V7.0 Page 229




Printing an Achievement List (Detailed)

The detailed assessment list provides a list of the found set of students and the goals they are
working towards. The result of any previous assessment within the same level is also
displayed on the report. Prior to generating this report you must perform a find to locate the
group of records you wish to include in your report.

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

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

3. Select List of ... Achievements Detailed from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the assessment list?

| conce || eoF | [ ennt |

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

Assessment List for Monday

3:30 PM Jellyfish (David Smith)
James Wilson 4_1m Attempts:

1 Freestyle kick

2 Backstroke kick

4 Kneeling dive

5 10 m freestyle and 10m backstroke

6 10m Backstroke

3:30 PM Penguin (Barbara Smith)
Georgia Taylor 5 9m Attempts:
41 Blowing Bubbles Eyes Under Learning
2 Freestlye kick with board Mastered
1211002017
3 Atorpedo Mastered
1511072017
4 4 circle arms Introduced
5 Back Kick
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Printing an Achievement List (Checkboxes Only)

The assessment checkbox list provides a list of all students and single checkbox for each
goal. The result of their last assessment is displayed in each checkbox on the report.
Students displayed in this report are defined by the found set of records. Prior to generating
this report you must perform a find to locate the group of records you wish to include in your
report.

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

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

3. Select List of... Achievement Checklist from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the assessment listing?

| cancet || eoF | [ pent |

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

printing.
Assessment Listing for Monday
3:30 PM - Turtles (Learners Pool}] Brian Roberts (1 Students)
= H g £
: oms £ 0§ E
O Paula Schwass 5 1m 1M
3:30 PM - Jellyfish (Main Pool) David Smith (1 Students)
3 _: 8 & B %
sE #4 =& = = 2
James Wilsan 4_1m 2
3:30 PM - Penguin (Main Pool) Barbara Smith (2 Students)
I % B £ % %
B¢ BE & L& =z8 8
o Georgia Taylar 5_Bm L M M 14
Harry Williams 4 8m <]
3:45 PM - Seals (Main Pool) To Be Advised (4 Students)
] = -} ] %
EE B E B &
Craig King g _8m [*]
Hamish McDougal  8_11m g
O Jack Mearthur B_Tm g
O Paul Fairbrother 8_8m o

NB: Select the landscape format if you have greater than 8 goals to display.
Splash supports a maximum of 17 goals in this view
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Assessment Listing for Monday
3:30 PM - Turtles (Learners Pool) Brian Roberts (1 Students) .
el d ¢ H
O Paula Schwass 5 1m 1
3:30 PM - Jellyfish (Main Pool) David Smith (1 Students) .
c% sl b ot 3 :
James Wilsan 4 _im 2
3:30 PM - Penguin (Main Pool} Barbara Smith (2 Students) ”
zf 23 £ .f st :
O Georgia Taylor §_gm L M M | 14
Harry Williams 4_Om g
3:45 PM - Seals (Main Pool} To Be Advised (4 Students) .
st &8 & 8§ H
Craig King o_&m g
Hamish McDaugal  &_11m g
O Jack MoArthur 8_Tm g
¢ Paul Fairbrother 8_om g
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Printing an Attendance Summary by Week Day

This report displays the total number of students who have attended sessions in the selected
term. Information displayed in this report is defined by the found set of records.

1.

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

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

incorrect repeat step 1)

3. Select Summary of... Attendance by Weekday from the Print menu.

4. A dialog will be displayed asking which attendance code you wish to analyse.

Enter the attendance code you require and click OK.

Specify Attendance Code

Please specify the attendance code you would like to report
on.

Attendance Code --
P |

| Cancel || OK |

5. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message
Would you like to print the Attendance Summary?
| Cancel || PDF | | Print |
6. Click OK to print the report or Cancel to return to your original screen without
printing the report.
Summary of Attendance
Attendance Code : P
Block Jan - 2018
I'ulonda}r 8/01 1501 2201 29701
13 10 14 13 15 0 0 0 0 0 0 1] 0 0
Jellyfish a 4 4 4 a a a Q a a a a a
Penguin 3 3 3 3 a a a L] a a a a a
Seals 1 1 1 1 1] 1] 1] L] 1] Q a a a
Turtles ] ] 5 7 a a a Q a a a a a
Tuesday 9/01 16/01 2301 30701 ‘
8 8 8 8 0 0 0 0 0 0 0 0 0 0
Jellyfish 4 4 4 a a a a a a a a
Starfish 4 4 4 a a a a Q a a a a a
‘Wednesday 1001 A7/01 2401 3701 3001 ‘
9 9 9 9 0 0 0 0 0 0 0 1] 0 0
Penguin 7 7 7 1] 1] 1] 1] a 1] a a a a
Turlles 2 2 2 [i] [i] Q Q 1] Q Q a Q
‘Thuma,!. 1101 18/01 2501 ‘
23 23 23 23 0 0 0 0 0 0 0 1] 0 0
Jellyfish 4 4 4 a a a a Q a a a a a
Penguin 2 2 2 a a a a L] a a a a a
Seals 4 4 4 a 1] 1] 1] L] 1] a a a a
Shrimps ] ] ] a a a a Q a a a a a
Turtles 7 7 7 a a a a Q a a a a a
Friday 1201 19/01 26604
T T T T 1] 1] 1] 1] 1] 1] 1] 1] 1] 1]
Jellyfish 1 1 1 a a a a Q a a a a
122018 09:51:02 AW Page 1
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Printing a Summary of Bookings by Class Name

This report displays the total number of students booked in each type of class for each day of
the week. Information displayed in this report is defined by the found set of records.

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

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

3. Select Summary of... Bookings by Class Name from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

006 Message

Do you want to print the selected report?

[ Cancel PDF [ print |

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

Summary of Bookings

Summary by Class Name Number Number Number

of Bookings of Exits of Catchups

Term: 2 2014 36 1 6
Dolphins 17 0 1
Friday 1 0 0

Saturday 2 0 0

Sunday 9 0 1

Tuesday 3 0 0

Wednesday 2 0 0

Seals 1 1 0
Friday 2 0 0

Sunday 7 1 0

Tuesday 1 0 0

Wednesday 1 0 0
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Printing a Summary of Bookings by Week Day

This report displays the total number of students booked in each type of class for each day of
the week. Information displayed in this report is defined by the found set of records.

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

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

3. Select Summary of... Bookings by Weekday from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the selected report?

| cancet || eoF | [ prnt |

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

Summary of Bookings
summary by Class Name Number Number Number
of Bookings of Exits of Catchups
Term: Jan 2018 66 1] 4
| Dolphins 1 0 0 |
Sunday 1 0
| Jeltyfish 13 0 0 |
Monday 4 i} 0
Tuesday 4 i} 0
Thursday 4 i} 0
Friday 1 1] ]
Penguin 20 0 2
Monday 3 i} 0
Wednesday T i} 0
Thursday 2 i} 0
Friday 3 0 2
Sunday 5 i} 0
Seals T o o
Monday 1 i} 0
Thursday 4 i} 0
Friday 2 0 0
| Shrimps 8 0 0 |
Thursday L] 0
| Starfish 3 0 |
Tuesday 4 i} 0
Friday 1 1] ]
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Printing a Summary of Bookings by Shift

This report displays the total number of students booked in each type of class within each
shift. Information displayed in this report is defined by the found set of records.

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

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

3. Select Summary of... Bookings by Shift from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the selected report?

| concet || eoF | [ ennt |

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

Page 236

printing.
Summary of Bookings
summary by Weekday Number Number Mumber
of Bookings of Exits of Catchups
Term: Jan 2018 66 0 4
Monday 13 0 2
Jellyfish 4 0 1]
Penguin 3 V] ]
Seals 1 0 0
Turiles 5 ] 2
| Tuesday 8 0 0 |
Jellyfish 4 ] 0
Starfish 4 ] 1]
| Wednesday 9 0 ] |
Penguin T 0 ]
Turfles 2 0 0
| Thursday 23 1] ] |
Jellyfish 4 0 0
Penguin 2 0 ]
Seals 4 0 0
Shrimps 6 ] 0
Turiles T 0 0
Friday T 0 2
Jellyfish 1 0 1]
Penguin 3 V] 2
Seals 2 0 0
Starfish 1 0 0
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Printing a Summary of Bookings by Program

This report displays the total number of students booked in each class within each program.

Information displayed in this report is defined by the found set of records.

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

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

3. Select Summary of... Bookings by Program from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.

Message

Do you want to print the selected report?

| cancet || eoF

print |

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

printing.
Summary of Bookings
summary by Program Number Number Number
of Bookings of Exits of Catchups
Term: Jan 2018 66 0 4
| Parent & Chiid 20 0 2 |
Shrimps [ 0 0
Turtles 14 ] 2
| Preschool 20 o 2 |
Penguin 20 i} 2
| School Age 26 0 0 |
Doiphins 1 0 0
Jellyfish 13 [} 0
Seals T i] 0
Starfish 3 [} 0
Total Reported 66 0 4
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Printing a Summary of Revenue by Class

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

to include in your report.

incorrect repeat step 1)

Use the Finding a Booking function to locate the group of records you wish
The found set of records will be displayed in a list on your screen. (if the list is

3. Select Summary of... Revenue by Class Name from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.

Message

Do you want to print the selected report?

| concet || eoF | [ ennt |
5. Click OK to print the report or Cancel to return to your original screen without
printing.
Summary of Booking Revenue
as at 1/2/2018 Value Plus
Total Total Value Free Late Value Total Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
|Dulpllil|s $60.00 $0.00 50.00 50.00 $0.00 $0.00 530,00 |
Sunday $80,00 %0.00 %0.00 %0.00 £0.00 £0.00 530,00
|Jellyﬁsh $0620.00 s72.80 50.00 50.00 $0.00 $0.00 BE4T10 |
Manday $320.00 532.00 50,00 50,00 0,00 0,00 H2EE.00
Tuesday $320.00 524,00 §0.00 §0.00 £0.00 £0.00 5205,00
Thursday $240,00 $12.00 $0,00 $0,00 £0.00 £0.00 $227.10
Friday $40,00 54.00 %0.00 %0.00 £0.00 £0.00 38,00
Penguin §1.327.00 $126.35 50.00 50.00 $0.00 7380 §1.126.85
Monday 242,00 524.20 §0.00 %0.00 £0.00 &73.80 $144.00
Wednesday 543,50 55415 %0.00 %0.00 £0.00 £0.00 54E0.35
Thursday 120,00 §12.00 %0.00 £0.00 £0.00 £0.00 $108.00
Friday $120.00 §12.00 §0.00 §0.00 £0.00 £0.00 §108.00
Sunday §301.50 £24.00 §0.00 §0.00 £0.00 £0.00 827750
Seals 5400.00 534.00 50.00 $0.00 $0.00 $0.00 $366.00
Monday $80,00 $B.00 %0.00 %0.00 £0.00 £0.00 7200
Thursday $240,00 §1B.00 %0.00 %0.00 £0.00 £0.00 22200
Friday $80,00 $B.00 %0.00 %0.00 £0.00 £0.00 7200
|Sllrimps E270.00 527.00 50.00 50.00 $0.00 $0.00 5243.00 |
Thursday $270,00 827,00 %000 £0.00 £0.00 £0.00 $243.00
|SIirI"|sII §360.00 528.00 50.00 50.00 $0.00 7200 526000 |
10:12:04 AM Page 1
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Printing a Summary of Revenue by Weekday

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of
records.

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

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

3. Select Summary of... Revenue by Weekday from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the selected report?

| cancet || eoF | [ prnt |

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

printing.
Summary of Bcoking Revenue
as at 1/2/2018 Value Plus
Total Tatal Value Free Late Value Tatal Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
|Mu||da)- $842.00 $88.20 50.00 50.00 50.00 573.90 $760.00
Jellyfish $320.00 $32.00 $0.00 $0.00 $0.00 $0.00 $286.00
Penguin $242,00 §24.20 $0.00 $0.00 $0.00 §73.80 $144.00
Seals $60.00 $6.00 $0.00 $0.00 50,00 $0.00 §72.00
Turtles $300.00 §24.00 $0.00 $0.00 $0.00 $0.00 $278.00
|Tuesday $640.00 54800 50.00 50.00 50.00 §72.00 $520.00 |
Jellyfish $320.00 $24.00 $0.00 $0.00 $0.00 $0.00 $208.00
Starfish $320.00 $24.00 $0.00 $0.00 $0.00 §72.00 §224.00
|'|'fednesdi)' $663.50 $69.15 50.00 50.00 50.00 50.00 $507.35 |
Penguin $543.50 $54.15 $0.00 $0.00 $0.00 $0.00 $480.35
Turtles $120.00 $12.00 $0.00 $0.00 $0.00 $0.00 $108.00
|Thursda1r $1.185.00 $62.95 50.00 50.00 50.00 $85.05 §1.007.10 |
Jellyfish $240,00 $12.80 $0.00 $0.00 $0,00 $0,00 £227.10
Penguin $120.00 $12.00 $0.00 $0.00 $0.00 $0.00 $108.00
Seals $240.00 $16.00 $0.00 $0.00 $0.00 $0.00 $222.00
Shrimps $270.00 $27.00 $0.00 $0.00 $0.00 $0.00 §243.00
Turtles $316.00 $22.85 $0.00 $0.00 $0.00 85,05 $207.00
Friday $260.00 $28.00 $0.00 $0.00 50.00 50.00 $252.00
Jeltyfish $40.00 $4.00 $0.00 $0.00 $0.00 $0.00 38,00
Penguin $120.00 $12.00 $0.00 $0.00 $0.00 $0.00 $108.00
10:12:46 AM Page 1
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Printing a Summary of Revenue by Shift

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

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

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

incorrect repeat step 1)

3. Select Summary of... Revenue by Shift from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the selected report?

| concet || eoF | [ ennt |

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

printing.
Summary of Booking Revenue
as at 1/2/2018 Value Plus
Total Total Value Free Late Value Total Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
Afternoon $3,027.00 $251.25 50.00 50.00 50.00 $145.80 $2.620.95
Monday 042,00 $86.20 $0.00 $0.00 $0.00 $73.80 $7B0.00
Tuesday $840,00 $46.00 $0.00 $0.00 $0.00 $72,00 $620.00
Wednesday $543.50 $54.15 $0.00 $0.00 $0.00 $0.00 $480.35
Thursday $540.00 $36.90 $0.00 $0.00 $0.00 $0.00 $503,10
Sunday $381,50 524.00 $0.00 $0.00 $0.00 $0.00 $337.50
Morning $1.045.00 $05.95 50.00 50.00 50.00 $85.05 854,00
Wednesday 120,00 $12.00 $0.00 $0.00 $0.00 $0.00 $108.00
Thursday $845,00 $55.05 $0.00 $0.00 $0.00 $85.05 $504.00
Friday $280.00 $26.00 $0.00 $0.00 $0,00 $0.00 $262,00
Total Reported $4,072.00 5347.20 30.00 $0.00 30.00 §230.85 $3,493.05
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Printing a Summary of Revenue by Program

This report displays the total revenue for the found set of records. It includes a breakdown of
payments received, discounts, credits given, and expected revenue for the found set of

records.

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

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

incorrect repeat step 1)

3. Select Summary of... Revenue by Program from the Print menu.

4. The report will be previewed on your screen. The status panel (on the top of

the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Message

Do you want to print the selected report?

| cancet || eoF | [ prnt |

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

printing.
Summary of Booking Revenue
as at 1/2/2018 Value Flus
Total Total WValue Free Late Value Total Total
Cost Discount Credits Lessons Payment Exits Paid Outstanding
|Pannta Child 51.005.00 585.95 50.00 50.00 50.00 5B5.05 5634.00 |
Shrimps $270.00 $27.00 50.00 $0.00 $0.00 $0.00 5243.00
Turtles $736.00 $56.95 50.00 $0.00 $0.00 $B5,05 $501.00
|Ples|=hool $1.327.00 5126.35 50.00 50.00 50.00 573.80 51.126.85 |
Penguin $1.327.00 $126,35 50.00 50.00 $0.00 $73.80 §1.126.35
|5chuo| Age 51.740.00 5134.90 $0.00 50.00 50.00 572,00 51.533.10 |
Dolphins 80,00 $0.00 50.00 $0.00 $0.00 $0.00 $80.00
Jellyfish $020,00 $72.80 $0,00 $0,00 $0,00 £0.00 $E47.10
Seals $400.00 534,00 $0.00 $0.00 $0.00 50.00 $386.00
Starfish $380.00 26,00 50.00 $0.00 $0.00 $72.00 5260.00
Total Reported $4,072.00 5347.20 50,00 50.00 50.00 523085 $2,493.95
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Printing a Summary of Exits by Date

This report displays the total payments received, discounts, credits given, and expected

revenue for the found set of records.

1. Select Summary of... Exits by Date from the Print menu.

2. The Specify Date for Reporting dialog will be displayed on your screen. Enter
the Start Date and the End Date for the period you would like the report to
cover. Click OK.

Specify Dates for Reporting

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

Start Date
112017

End Date
311217 |

| Cancel || OK |

3. Splash will locate any booking where the exit date falls between the two dates
you have specified.

4. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

Print Report

‘Would you like to print the Summary of Exits?

| concel || eoF | [ ok |

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

Summary of Bookings
Summary of Exits
Number Number Number
of Bookings of Exits of Catchups
Financial 1 1 ]
Other Commitments 1 1 1]
Total Reported 2 2 0

NB: Catchup/Makeup lessons are NOT included in exit reporting.
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Printing a Custom Report

In addition to the generic bookings reports, Splash provides custom report writing by way of
the custom report screen.

Displaying the Custom Report Writer

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

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

3. Select Custom Report from the Print menu.

27 splash - o X

File Edit View Insert Format Bookings Scripts Print Tools )

[ e Booking Confirmation ... v ~
a5 - Bookings Payment Reminder v Today's Date: 1/2/2018 ¢
Splash List of >

Summary of : g

I
| SotBy  FirstName

I Chart Showing
| 1D StudentName | s Name Weekday Start Time Instructor Block  Year Location Started This Level

Report ties Monday 8118  330PM  Brian Roberts Jan 2018 Leamers Pool 51612017

g 160 Paula Schwass Custor

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

¥ Produce Summary Report O
Edit Tools

Specify Report Format

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

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift

Group 2 Summarize by Instructor Name

Group 3 w

Show Detail [ ]

Step 3: Enter Report Title
ReportTitle  symmary by Shift and Instructor

Step 4: produce Report ok o

Defining a Summary Report

The custom report writer is divided into three areas. Upon completion of the three sections
you are ready to generate your custom report. Create your custom report by completing the
steps outlined below:

1. Select the items to include in the report

2. Choose the information to be included in your report.
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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 category you have defined at levels
one, two and three.

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

Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Shift -
Group 2 Summarize by Instructor Name -
Group 3 ~

Show Detail

Defining a Summary Report (No Detail)

The sample report below demonstrates the use of summary levels. Drop-down menus have
been provided to assist you in structuring your report.

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift =
Group 2  Summarize by Instructor Name -
Group 3 ~
Show Detail [ |

Information in the report below has been grouped by the categories as defined above.

Defining a Summary Report (Show Detail)

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

Summary of Bookings
Summary by Shift and Instructor Number Number Number
of Bookings of Exits of Catchups
Afternoon 43 0 2
Barbara Smith 3 0 0
Geargia Taylor 78 Main 5t, Tawa, Wellington 4010 Q272222082
Harry Williams 171 Chapel 51 Khandallah, Wallington 4005 Q27a2zanez
Lucas Smith 84 Erlestoke Crescent. Churton Park, Wellington Q272222082
Phillip Smith BA Roberta Road, Tawa 4008 0272222082
Tany Zalish
Brian Roberts 3 0 2
Billy Janes 123 Any St Waellingten 0272222082
Jason Smith B8 Roberta Road, Tawa 4008 0272222082
Joanne Jones 123 Any 5t, Wellington Q272222082
Paula Schwass 123 Any St, Wellingten 8440 0272222082
Fauls Schwass 123 Any St, Wellington 8440 Q272222082
Peter Williamsaon DET Essex 5t, Masterton 5886 0272222082
Pater Willlamson BET Essex St Masterton 5886 0272222082
David Smith 7 0 0
Caraey Merrisan B Wictoria St, Redwead, Wallington 4010 0272222082
debra Patterson 78 Kent 5t, Mewlands, Wellington 4008 04 478 G541
James Wilsan 123 Any 5t, Wellington 4000 Q272222082

If you wish to include detailed information about each session in your report, click the Show
Detail in Report button.
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Defining a Summary Report (No Detail)

The sample report below demonstrates the use of the summary levels. Drop-down menus

have been provided to assist you in structuring your report.

Summary of Bookings
Summary by 5hift and Instructor Number Number Number
of Bookings of Exits of Catchups

Afternoon 43 0 2
Barbara Smith 3 0 o
Brian Roberts 5 0 2
David Smith T 0 o
Harry Sims 14 V] ]
Lisa Wilson 7 0 o
To Be Advised 5 0 ]

Morning 23 ] 2
Brian Roberts 1 0 ]
David Smith ] 0 o
Lisa Wilson 4 0 U]
To Be Advised 3 2

Total Reported (1] 0 4
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Printing a Chart
Printing a Chart Showing Bookings by Instructor

This report displays as a graph; it shows the number of bookings for each instructor within the
found set of records.

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

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

3. Select Chart Showing... Summary Bookings by Instructor from the Print
menu.

2 Produce Summary Report O
Edit Tools

E Specify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary of Bookings wd

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

Step 3: Enter Report Title
Report Title  symmary of Bookings

Step 4: produce Report

# cancel

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.
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B &) a B
SavessExcel SaveasPDF | Print  Print Setup

ages
Layout: [BO_CHT_Summary of B... »| View As: Exit Preview Saript paused [[Contine |

Summary of Bookings

W Bookings W Catchups M Exits

20 20
18 18
16 16
14 14

[+:]

No of Students
» °

i I I I ' |

] 6
4 4
2 2
0 0

Barbara Smith  Brian Roberts  David Smith Harry Sims Lisa Wilson  To Be Advised
Summarize by Instructor Name

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

Print Report

Would you like to print the selected report?

| cancet || poF | [ Pt |

Printing a Chart Showing Bookings by Class Name

This report displays as a graph; it shows the number of bookings for each Class Name within
the found set of records.

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

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

3. Select Chart Showing... Bookings by Class Name from the Print menu.
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¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary of Bookings -

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Class Mame | -

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

- o x
B &) a 2l
ages Save as Excel Save as PDF Print  Print Setup
Layout: View As Exit Preview Saript paused [[Contine |
Summary of Bookings
W Bookings [¥ Catchups M Exits
26 26
24 24
22 22
20 20
18 18
o
T 16 16
@
B 14 14
[p]
w 12 12
o
o 10 10
> 1
8 8
6 5]
4 4
2 2
o . 0
Dalphins Jellyfish Penguin Seals Shrimps Starfish Turtles
Summarize by Class Name

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

Would you like to print the selected report?

| cancet || poF | [ print

Printing a Chart Showing Bookings by Shift

This report displays as a graph; it shows the number of bookings for each shift within the
found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Shift from the Print
menu.

2 Produce Summary Report O
Edit Tools

ﬁ Specify Report Format

Step 1 : Choose Existing Report Format
Report Name  Summary of Bookings -

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

& =) ]

SoveasBxcel SaveasPDF | Print  Print Setup

s s
Loyout:[50_CHT_Sommary oF. <] View A Eveprevies p——r
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Summary of Bookings

W Bookings W Catchups W Exits

50 50

45 45
40 40
35
30

25

No of Students

Afternoon Morning
Summarize by Shift

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

Print Report

‘Would you like to print the selected report?

| canca |[[ poF | [ Ppunt

Printing a Chart Showing Bookings by Program

This report displays as a graph; it shows the number of bookings for each program within the
found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Program from the Print
menu.

¥ Produce Summary Report O
Edit Tools

o Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary of Bookings -

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Program -
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4. The Produce Summary Report dialog will be displayed on your screen.

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

[=) l

Print  Print Setup.

B i

Save as Excel Saveas PDF
Layout: [BO_CHT_Summary of B... »| View As Exit Preview Saript paused [[Contine |

Summary of Bookings

B Bookings [ Catchups W Exits

30 30
25

25

20

18]
(=}

15

No of Students

10

—
k=

o

Preschool School Age

Summarize by Program

Parent & Child

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

Print Report

Would you like to print the selected report?

| cancet || eoF | [ et |

Printing a Chart Showing Bookings by Weekday and Instructor

This report displays as a graph; it shows the number of bookings for each instructor within
each weekday for the found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Weekday and
Instructor from the Print menu.
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¥ Produce Sumrmary Report
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format

Report Name  Summary by Weekday

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

| v

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

& =] B
ages Save as Excel Save as PDF Print  Print Setup
Layout: [B0_CHT_Summary ofBrz] view As: Etrreven Serpt paused [JEBRRRRT]
Summary by Weekday
W Monday @ Tuesday B Wednesday W Thursday W Friday B Saturday W Sunday
10 10
9 9
8 8
7 7
&
c 6 5
]
he]
2
h 5 5
—
5]
o 4 4
=
3 3
2 2
1 | I 1
0
Barbara Smith  Brian Roberts David Smith Harry Sims Lisa Wilson To Be Advised
Summarize by Instructor Name

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

Would you like to print the selected report?

| cancet || eoF | [ et |

Printing a Chart Showing Bookings by Weekday and Class Name

This report displays as a graph; it shows the number of bookings for each class name within
each weekday for the found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Weekday and Class
Name from the Print menu.

2 Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format

Report Name  Summary by Weekday wd

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Class 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 Weekday
Step 2 = Group 1 set to Summarize by Class Name
Step 3 = Report Name set to Summary by Weekday.

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

=i

SaveasExcel SaveasPDF | Print  PrintSetup

s s
Loyout:[50_CHT_Summery of. 7] view As Exirevies sapt pused [ RN

=] 2
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Summary by Weekday
W Monday [ Tuesday B Wednesday W Thursday M Friday W Saturday B Sunday
8 8
7 7
6 6
85 5
=
©
3
=
o4 4
—
o
23 3
2 2
| I I ‘ I | I |
0 . : . : : 0
Doalphins Jellyfish Penguin Seals Shrimps Starfish Turtles
Summarize by Class Name

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

Print Report

Would you like to print the selected report?

| cancat [[ poF | [ prnt |

Printing a Chart Showing Bookings by Weekday and Shift

This report displays as a graph; it shows the number of bookings for each shift within each
weekday for the found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Weekday and Shift
from the Print menu.

¥ Preduce Summary Report O
Edit Tools

. Specify Report Format

Step 1 : Choose Existing Report Format
Repot Mame  Summary by Weekday -

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift -
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4. The Produce Summary Report dialog will be displayed on your screen.

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

- o x
B & a ]
ages Save as Excel Save as PDF Print  Print Setup
Layout: [BO_CHT_Summary of B... »| View As Exit Preview Saript paused [[Contine |
Summary by Weekday
W Monday Tuesday B Wednesday W Thursday M Friday Saturday W Sunday
18 18
16 16
14 14
12 12
]
[
S 10 10
2
w)
5 8 8
=}
=z
6 6
4 4
2 . 2
0 . 0
Afternoon Morning
Summarize by Shift

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

Print Report

Would you like to print the selected report?

| cancet || eoF | [ et |

Printing a Chart Showing Bookings by Weekday and Program

This report displays as a graph; it shows the number of bookings for each program within
each weekday for the found set of records.

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

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

3. Select Chart Showing... Summary of Bookings by Weekday and
Program from the Print menu.
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¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Weekday -

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Program | L

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

7. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected
report.

- O x
& =] B
ages Save as Excel Save as PDF Print  Print Setup
Layout: [30_CHT Summary o780 <] View 4s: EtPreven p—
Summary by Weekday
W Monday W Tuesday W Wednesday W Thursday W Friday W Saturday W Sunday
15 15
14 14
13 13
12 12
1 11
10 10
u
c 9 9
@
S s 8
w
o
o 6 6
=
5 5
4 4
3 3
2 2
: I I [
0 ) 0
Parent & Child Preschool School Age
Summarize by Program

8. The Print Report dialog will be displayed on your screen.
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Print Report

Would you like to print the selected report?

cancel || PoF | [ ennt
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Processing Direct Debit Payments

Splash direct debit payments are process through the clearing house Merchant Warrior. In
order to process payments you must first set up an account with Merchant Warrior. Go to
www.merchantwarrior.com to create your account.

After setting up your Merchant Warrior account you will be provided with account details.
These details must be entered on the School Details page within Splash. Your account
details provide login access to the merchant warrior system where your account details are

held.

Direct debit processing is a precise operation that requires specific information exists in a
number of locations as outlined below:

School Details - Enter your Merchant Warrior account details

A Splash

File Edit View Insert Format Tools

5%+ ' school Details
]

wperaas

Your Swim School Name Here

Wellington

Telephone:
Email:

Website:

School Name | Your Swim Schoal Name Here

Postal Address

ccccc

61 Past Code

61 Post Code

Contacts

Contact Details
Full Name
Telephone

Mobile

v

Accounts Contact
Full Name
Telephone

Mobile

Email

BN

Direct Debit Processing

API Phrase

4

Today's Date: 1/2/2018

Shifts. Document Defauls

Accepted Credit Cards ~ [FIVisa

TestHode
(SelectifYes)
v

NB: Direct debit payments will not be processed while the system is in test mode.

Family File — In order to process either bank or credit card payments you must record the
client’s payment details on their family file in Splash Bookings you wish to process by direct
debit must have “Yes” specified in the direct debit field. This information is copied from the
family file at the time each booking is made. If you hold a payment authority for any family
you must record the details. After setting the Payment Authority Held field to yes you will be
asked to confirm the payment details. For privacy reasons full payment information is not

displayed on screen.
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2 Splash - a X
File Edit View lnset Families Format Scripts Print Tools
Families Today's Datd: 2/2/2018 & é
Splash = -
—
Filter By Family Name: | = 4 X ge D
Everyone [Active Fanily Members Addiional Information
Display Family and Child v FamiyiD| 2 S acwe | e
Family Name  Smith
ANDERSON (J elia, Sall affl =N *
APLIN (Paulette, Peter, Susan Address 6 Erlestoke Crescent (X JacoD (Jake) Smith 5.6m  Penguin
APOLLO (Anthony, Peter) ~ =
on Churton Park OKtoEmal No |- & Sam Smith 6.3m  Pehguin
BRADLEY (Jare r—— 2001 oKtosus Yes |- Q@ Nicholas Smith 63m  Tufties
BROWN elia, Amanda, paul
BROWN (Mar Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name  Barbara Smith Home | 053724713
CRANDLEY (Johnny Relationship _other - Work
FAIRBROTHER (Jenathian, Paul) Email  barbara@computerize.co.nz Mobile | 0272222082
HARGREAVES (Gregory, Jessica)
HARPER (A [ Bookings. [ Catchups. Payments Correspondence [ Comments. other Coptacts
HARPER (Ann:
HUGHSON (Stephanie, Hayden) Date InvID Amt
@ 25018 147324 S DiscountRate 5% Type | Pedent |-
JE: iliam, simor
JONES (Billy, Joanne, william, sam) Q250118 147324 Nichalas Smith - Turtles - 11:00 A Thu (Black Jan 2018) 850.00
- Payment Aulnority Held  Yes |~
JONES (Jason) Q250118 147324 Lucas Smith - Penguin - 4:30 P Mon (Block Jan 2018) $75.00
KIMBLE (Janet) X i P Withdraw funds using Bank Debit
KING (David, Craig) Account Number ###-##5
- Q2501118 147327 Lucas Smith -Penguin- 430 PM Mon (Black Jan 2018) -51.20
LARSEN (Nicholas)
T Q250118 147327 Lucas Smith - Penguin - 430 PM Mon (Block Feb 2018) 120
MCARTHUR (Jack, Melanie) Q250118 147330
MCDOUGAL (Hamish, Cameron, john) Q250118 147330 Nicholas Smith - Turles - 11:00 AW Thu (Block Jan 2018) -85.45
MORRISON (Corey) Q2500118 147330 Nicholas Smith - Turties - 11:00 AM Thu (Block Feb 2018) $5.45
il kit Q1708 147318 Jacob (Jake) Smith - Penguin - 330 P Hon (Block Jun 2017) $135 Account Number s s e
ODONNELL (Andy, Tracey, Katrina;
e Q178 147319 Nicholas Smith - Turties - 11:00 AW Thu (Term Jun 2017) 559.40
PATTERSON Q 17ne 147319 Jacob (Jake) Smith - Penguin - 3:30 PV Hen (Block Jul 2017) 59225
PEARSON (stuart) Q170118 147319 Lucas Smith - Penguin - 4:30 P Mon (Term Jul 2017) $90.00
BULL Hona Q178 147319 Nicholas Smith - Turlles - 11:00 AM Thu (Term Jul 2017) $59.40
Q7 147275 Jake Smith - Penguin - 3:30 P Mon (Black Nov 2017) 51.00
Q7 147276 Lucas Smith - Penguin - 4:30 P Mon (Block Nov2017) 5100
SMITH () Q917 147277  Nicholas Smith - Turtles - 11:00 AM Thu (Black Nov 2017) $1.00 -
SMITH ()
SMITH (Jaco
SMITH (J =

Booking Record — Payment by Direct Debit must be set to Yes, for a payment to be
processed the booking balance must be greater than zero and the Next Payment Due amount
must be defined.

800 Splash
Bookings 28 January 2015 &
Splash N
i DD List S ™ P ‘Custom Reporis
Filter By Student Name:
Booking D 2379
Everyone
P = 2014 Attendance and Payments Goals [ Comments
Fres T Year | Studentid 35
Name | David King
SortBy | FirstName A Credits Earnt
conder| 1 o RS Student Attendance redits Earnt
Anthony Apollo v
o R 91212014 V] 9/3/2014 v 6/412014
Barry Robinson
Medical 161212014, vl 16/312014, v 130412014 v
Billy Jones
Bobby Thomson SEA sun [Comments) 231272014 vl 231312014 v 200412014 v
brenda thomas TUR Wed 2132014 | 30132014 v —
Bridgette TUR  Wed
Bruce Taylor SHA Tue Cost of Booking
Caroline SEA Fii
Initial Cost $100.00
Colia Brown SEA Wed
Gorey Morrison SEA Wed e DiscountRate | 10% | Type Percent | Discount Applied $10.00
o
Craig King TUR Sun " Credit Due Credit Taken Credit Applied
Craig King DOC Wed Session Bookinginfo | Primary Contact Value of Free Lessons
Craig King DOL Sun = R DT
David ki DoL i .
vid King & ClassiD  poL Qg SessionID 1801 A 4 Late Payment Fee
debra Patterson TUR sat
Froderick poL i Class Name . Dolphins Payments Received -$90.00
Class Level 4 Payments by Direct Debit Yes
GarethBuchanan ~ SHA Fri ayments by Direct Debit () Saance Due $180.00
GarethBuchanan ~ SHA  Wed Programme School Age $ NextPayment Due
Gaylene oL wed @ Instructor  Brian Thomson
Georgia Taylor DOL Sun "
roa e Location  Main Pool Payments Received
Georgia Taylor SEA Wed
Harry Wiliams SHA Sun StartDate 922014 | End Date | 23/412014 Q2044 146776 Lesson -590.00 4
Hayden Hughson SEA Wed Start Time  2:00 PM Weekday ~ Sunday
Jack McArthur DOL  Wed Block 1 Year | 2014
Jack McArthur TUR Wed Shift | Afternon
Jack McArthur DOL Wed Cost of Session
Jack McArthur SHA
CostMethod  Cost Per Session
mio watkins TUR Cost Unit $10.00
Janet Kimble TUR No. of Sessians | 10 Total Cost $100.00
Jason Smith TUR Payment Required By 91212014
A00= g Browse

Additional documentation is available to support direct debit processing; it includes processes
for monitoring the success (or otherwise) of each payment.

Defining a Family for Direct Debit

1. Use the Finding a Family function to locate the family record you wish to
update.

2. When the correct family screen click once on the payments tab card.

User Documentation — Splash V7.0 Page 259



2 splash - o X

File Edit View Insert Families Format Scripts Print Tools

s Families Today's Date: 2/2/2018 é
Splash - = ’
Fifter By Family Name: BE R m X ge <
Everyone [ Active Family Wembers Addtional information
Display Family and Child D Famiy D] 2 Saus dwe | [y
Family Name  Smith 3
PLIN (Pauletts, Pster, Sus Address BA Erlestoke Crescent Q  Jacob (Jake) Smith 5.6m  Penguin
APOLLO (Anthony, Peter) @ Lucas Smith £.8m  Penguin
BEAUCHANP (Anth Churton Park OKtoEmail No [ X Samsmith 6.3m  Penguin
BRADLEY (Jare Welington 4001 oktosws Yes |~ QR Nicholas Smith omy  Hlnss
=2 Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name  Barpara Smith Home | 063724713
RANDL Relationship  Motner - work
FARBROTHER {Jonahan, Paul) Email barbara@computerize.co.nz Mabile | 0272222082 oK <
HARGREAVES (Gregor, Jessica)
RPER (Amelia, R Bookings Catchups. Payments. Carrespondence Comments. Other Contacts.
HUGHSON (Stephanie, Hayden) Dale Iv D A
PR Q zeoine 147ae DiscountRate 5% Type  Percent |-
JONES (Billy, Joanne, william, sam) Qq 250118 147324 Nicholas Smith - Turtles - 11:00 AM Thu (Block Jan 2018) $50.00
- Payment Authority Held  Yes | ¥
ONES (Jaso Q@ 250148 147324 Lucas Smith - Penguin - 4:30 PH Mon (Block Jan 2018) 575.00
KIMBLE (Janet) = B presee ‘Withdraw funds usfllg Bank Debit
KING (Daid, Craig) Account Number ###-4##] sy
Q 280118 147327 Lucas Smith - Penguin - 4:30 P1 Mon (Block Jan 2018) 5120
LARSEN (Nicholas)
TS Qq 250118 147327  Lucas Smith - Penguin - 4:30 P\ Mon (Block Feb 2018) $120
MCARTHUR (Jack, Melanie) Q& z0ine {47330
DOUGAL (Hamish, Camerc Q 250118 147330 Nicholas Smith - Turties - 11:00 A Thu (Block Jan 2018) 5545
MORRISON (Corey) Q250118 147330 Nicholas Smith - Turles - 11:00 AM Thu (Block Fed 2018) 5545
= s Q170118 147318 Jacob (Jake} Smith - Penguin - 3:30 PM Mon (Block Jun 2017) $1.35 Account Number i #trpe
S Q 170118 147313 Nicholas Smith - Turlles - 11:00 AM Thu (Term Jun 2017) $50.40
PATERSONISE Q170118 147319 Jacon (Jake) Smith - Penguin - 3:30 PH hon (Block Jul 2017) 592.25
PEARSON (stuart) Q170118 147319 Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 2017) $90.00
PULL (Jona Q 170148 147313 Nicholas Smith - Turlles - 11:00 Al Thu (Term Jul 2017) 550.40
BOSINSON (GexTy Drdushe) Qe 147275 Jake Smith - Penguin - 3:30 PM bon (Block Nov 2017) 51.00
T Qe 147276 Lucas Smith - Penguin - 4:30 P Mon (Block Nov 2017) $1.00
SM\:”'; 0 : Qa7 147277 Nicholas Smith - Turtles - 11:00 AM Thu (Block Nov 2017) $1.00 -
SMITH ()

3. Change Payment Authority Held field to Yes.

4. You will be asked to define the payment method for the selected family.
Choose Credit Card or Bank Debit.

Specify Payment Type

Will you be making the deduction directly from the clients
BAMNK or from the clients CREDIT CARDT

| cancel ||credit cara| |Bank Debit]

5. The next dialog to be displayed is dependent upon your previous choice.
Either the Enter Bank Details dialog box or the Enter Credit Card Details
dialog box will be displayed on your screen. You must complete all fields in
the dialog displayed. Follow the onscreen prompt for the number of
characters in each field.

Enter Credit Card Details

Enter Credit Card Details

Enter Bank Details

Enter Bank Details
Mame on Card

B G Smith
BSE (6 characters) Card Number {16 char]
123456 1234123412341234
Account Number (min 4 and max 9 characters) By AL
123456789 0618 |
| Cancel | | 0K | | Cancel | | oK |

6. Click OK to save the bank details and return to the family file.

7. When entered sample debit information will be displayed.

Payment Authority Held

Withdraw funds using Credit Card

Withdraw funds using Bank Debit Name: }g@?ﬁ”&'gi

Account Number #H-HH SRAHAT Exp: 0618

Payment Authority Held
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Locating Family Direct Debit Errors

When defining a family for direct debit key pieces of information must exist on the family file.
The file must contain the full name of the contact, address details (incl. postcode), and a valid
bank account number. If any of the above information is missing an error message will be
displayed on the family file.

Payment Authority Held

Withdraw funds using Bank Debit

Payment Authority Held

Withdraw funds using Credit Card

Mame: B G Smith
HOK-1234
Exp: 0617

Account Number #H-HE SRR

BSB Missing Card Expired 0617
1. Use the Finding a Family function to display the Search for a Family dialog.

2. When the Search for a Family dialog is displayed simply enter * in the Payment
Details Missing field.

3. Click the Find Now button

- P
“ Search for a Family

| d Cancel y ‘“ Find Now |

Q Q

a

Q OKto Email @ s OKto SMS @

Contact Details Phone (Hm} Phone {(Mobile) Phone (Default)

Q Q Q

Q Q Q

Payment Detailz.

Discount Rate 2
Discount Type | &
Payment Authority Held &
Payment Type &
Credit Card Expiry Date | &

Payment Details Missing  *

| == Omit Records

! # cancel J ;'—IPNew Reguest

J

Referral & Exit

First Swim Date

Last Swim Date

Total Family Bookings

Qutstanding Balance °©

Custom Fields

[ Constrain Set ] [ Extend Set ][“ Find Now ]

Defining a Booking for Direct Debit

Direct debit information for a booking is copied from the family file. Whether a booking will be
included in a direct debit schedule is based simply on whether the Direct Debit field contains

“Yes”.

If insufficient information has been entered the direct debit and a payment cannot be
processed a warning symbol will appear on the page. This symbol may appear for several

reasons.

e Next payment amount is empty

Take Payment by Credit Card (@)

e Next payment amount exceeds the amount due

e Incomplete details entered on the family file
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NB: Place your cursor over the warning symbol to see a description of the error.

Locating Payments for Direct Debit Processing

Payments for bank debit are processed separately to payments by credit card. You will be

asked to specify the payment type during this process.
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon

Bookings “

3. The Booking data entry screen will be displayed.

4. Choose Direct Debit... Locate Bookings for Processing from
the scripts menu.

2 splash - [m] -
File Edit ew Insert Format Bookings = Scripts Print  Tools
. . Update v
‘Sabdy * Bookings -~ - Today's Date: 2/212018 p
Splash Locate Bookings with Payment Overdue
Filter By Student Name: RemoveFiltel  Achievements v | 8% DD List >
- Nice Forily Recor Roumd > [ [ sesson | ContactPerson _ Booking hfo
jan v 2018 Locate Bookings for Proce: ClassID | TUR o Qsess}unb a8
Display FirstName s Send SMS 2 Class Name | Turlles
S (i Easl Class Level | 2 StudentLevel 2
5. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.
Locate Payments
Enter find criteria for payment processing.
Block
|Febl
Year
2018
| Cancel | | OK |
6. The Specify Debit Type dialog will be displayed on your screen.
Select either CC or Bank.
Specify Debit Type
Are you requesting funds from Bank Accounts or Credit Cards?
| Cancel || CcC | | Bank |
7. Splash will locate all bookings for the selected payment type
within the nominated term. Only bookings which have an
outstanding balance will be displayed on your screen.
2 Splash - [m] X
File Edit V\.Ew Insert Format Bookings Scripts Print  Tools
& Bookings Today's Date: 2122018 y
Splash ’
SortBy  Firsthame > i = LY X &6 D
D StudentName Age Class Name Weekday StartDate  Paymentby Amount Block  Year Balance Due Processed Respons
¢ 160 Paula Schwass 51m ‘ Turtles Monday ‘ 512113 ‘ cc $1350 | Feb 2018 $54.00
Q 160 Paula Schwass 5_1m ‘ Turtles Monday ‘ 512118 ‘ cc $13.50 | Feb 2018 $54.00
X 162 Lucas Smith 5_8m ‘ Penguin Monday ‘ 52118 ‘ DD $18.45 | Feb 2018 $72.60 BSB Missing
q 13 Jacob (Jake) Smith 5_6m ‘ Penguin Wednesda ‘ 712118 ‘ DD $18.45 | Feb 2018 $73.80 BSB Missing
X 15 Sam Smith 6_3m ‘ Penguin Wednesda ‘ 72118 ‘ DD $20.19 | Feb 2018 $80.77 BSB Missing
g 65 William Jessop 4_10m ‘ Turtles Thursday ‘ 128 ‘ cc $13.50 | Feb 2018 $54.00
Q 17 Nicholas Smith 6_3m ‘ Turtles Thursday ‘ 12118 ‘ DD $14.85 | Feb 2018 $53.95 BSB Missing
2035 peter jessop 3_0m ‘ Penguin Sunday ‘ 412118 ‘ cc $20. 5ﬂ. Feb 2018 $82.00

Resetting the Next Payment Amount

Default payments are defined in your preferences file as either the lesson cost or
the block cost. This command resets all payment amounts to the default amount.
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This command forces Splash to review each payment amount to ensure it do

es

not exceed either your default amount or the total amount due on the booking.

It is recommended you run this script after locating bookings for processing and

before actually processing the payments.
1.
2.

Ensure the Direct Debit list is displayed on your screen.
When the list of bookings for processing is displayed on your

screen choose Direct Debit... Reset Payment Amount from the

scripts menu.

27 Splash

File Edit View Inset Format Bookings | Scripts Print Tools

soe s Update >
S Bookings — , Today's Date: 2/2/2018
Splash Locate Bookings with Payment Overdue
SortBy  FirstName i3 e v | 8
D Student Name Start Date  Payment by Amount  Block Year Balance Due

View Family Records [Found Set]
Paula Schwass |

Q160 s213 | CC $1350 | Feb 2018 354.00
Q 180 Paula Schwass $1350 | Feo 2018 854,00
en
@ 182 Lucas Smifh o Somadeat B LocateDirect Debi Evore 1845 | Feo 2018 57260 BSBMissing
13 Ji b (Jake) Smith $18.45 | Feb 2018 $73.80 BSB M
X gcob L akey S Roll Over Bookings to Next Block Print Direct Debit Schedule ¢ e
2019 | Fet > 77 .
Q 15 Sam Smith e T 52019 | Feb 2018 8077 BSBMissing
Qq o5 Wiliam Jessop Export Booking Balance e $1350 | Feo 2018 55400
Qg 17 Nicholas Smith 5.3m | Tuties Tusdyy | 128 | oo $1485 | Feb 2018 $53.95 BSBHissing
Q 2035 peterjessop 3_om | Penguin sunday | 4 | cc $2050 | Feo 2018 582,00

3. Splash will now process your request.
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Locate Bookings With Direct Debit Errors

Perform this function in order to locate any bookings which contain direct debit
errors.

1. Ensure the Direct Debit list is displayed on your screen.

2. Choose Direct Debit... Locate Direct Debit Errors from the
scripts menu.

2 splash - o -
File Edit View Inset Format Bookings Seripts Print  Tools
Updte ,
s‘.!::l: Bookings . . Today's Date: 2/2/2018 .
P Locate Bookings with Payment Overdue
SortBy  FirstName % ey » | % CCY
D Student Name i StartDate  Payment by Amount Block  Year Balance Due Processed Respons
View Family Records [Found Set]
Q160 Paula Schwass | 52118 cc $13.50 | Feb 2018 $54.00
Locate Baokings for Processing
Q160 Paula Schwass T z e e s $1350 | Feb 2018 $54.00
162 Lucas Smith D e $18.45 | Feb 2018 $7260 BSB Missing
S E SbpskaSmi Roll Gver Bookings to Next Block Print Direct Debit Schedule V| el TR e
g 15 Sam Smith et it o s B P Rt $20.19 | Feb 2018 $80.77 BSB Missing
65 William Jessop Export Booking Balance 102118 cc $1350 | Feb 2018 $54.00
X 17 Nicholas Smith 6_3m ‘ Turtles Thursda; ‘ 11218 ‘ DD $14.85 | Feb 2018 $5305 BSB Missing
Q2035 peter jessop 3 0m ‘F’engum Sunday ‘ mns‘ cc $2050 | Feb 2018 $82.00
3. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.
Locate Payments
Enter find criteria for payment processing.
Term
Feb
Year
208
| Cancel | | OK |
4. The list of bookings with errors will be displayed on your screen.
You will be asked whether you would like to print a list of direct
debit errors.
| =
File Edit View Insert Format Bookings Scripts Print Tools
$6%% * Bookings Today's Date: 2/2/2018 y
Splash o
plas
SortBy  FirstName w2 [ = T x &% T<>)
D udent Name Age Class Name Weekday StartDate  Payment by Amount  Block Year Balance Dug Processed Respons|
@ 162 Lucas Smith 5_8m ‘Per\gmr\ day ‘ 5#23'1E| oD §18.45 | Feo 2018 $72.60 BB Missing
q 13 Jacob (Jake) Smith 5_6m ‘ Penguin Wednesda ‘ 71218 | DD $18.45 | Fep 2018 $73.80 BSB Missing
g 15 Sam Smith 6_3m ‘ Penguin Wednesda ‘ 7218 | DD $20.19 | Feb 2018 $80.77 BSB Missing
X 17 Nicholas Smith 6_3m ‘ Turtles. Thursday ‘ wng | oD $14.85 | Feb 2018 $53.95 BSB Missing

Generate Report

Do you want to printa list of DD errors?

1 cancel | |

5. Click OK to preview the report or Cancel to return to the list of bookings.

If you have selected OK (above) the report will be previewed on your screen.
The status panel (on the top of the screen) will enable you to view additional
pages. When you have finished viewing the report click the Continue button
on the status panel (or Press ENTER). A message will be displayed asking if
you wish to print the selected report.

2 Splash - [m] X
Records  Tools
" =
8 &5 0
Soveos Bxcel SaveasPDF | Print  Print Setup
Layout: SO PRTTEFOD Erare. <] view As: Etpreven p—
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Schedule as at 2/2/2018

Smith (Barbara Smith)

Jacob (Jake) Smith Penguin
Lucas Smith Penguin
Nicholas Smith Turiles

Sam Smith Penguin

Total Due as at 2/2/2018

9. The Print Report dialog will be displayed on your screen.

Bookings - Direct Debit Payment Summary

DD Amt Balance
51845 @ £72.80
51845 @ £72.60
51435 @ £53.05
52019 @ 8077
$71.94

Print Report

Do you want to print the selected report?

| cancer || poF | [ print

Printing the Direct Debit Schedule

When all payments have been finalised you may wish to print a list of the

payments about to be processed. The list can be either printed or saved as a

BSB Missing
BSE Missing
BSE Missing
BSB Missing

PDF.
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Booking icon
@Eookings & =
3. The Booking data entry screen will be displayed.
4. Choose Direct Debit... Locate Bookings for Processing from
the scripts menu.
5. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.
6. The list of bookings for processing will be displayed on your
screen.
7. Choose Direct Debit... Print Direct Debit Schedule from the
scripts menu.
2 splash - o b d
File Edit View Insert Format Bookings Scripts Print Tools
Ve Ot o0 ' L e | O CE—
Laym i fu'::Evukmgsw\thPaymentoverdue ot | e = o Bt Layout
s“l:::n * Bookings ::::‘y;”m] ’ Today's Date: 2/2/2018 y
i Locate Bookings for Procersing
SotBy  FirstName TR % Reset Payment Amount >
ID  Student Name Send Broadesst Ernail Locate <t Debit Errors Amount  Block Year Balance Due Processed Respons;
q 162 Lucas Smith $18.45 | Feb 2018 $72.60 BSB Missing
Roll Over Bookings to Next Block
3 13 Jacob (Jake) Smith $18.45 | Feb 2018 $73.80 BSB Missing
F 15 Sam Smith :Sz:zzz:::::ﬂ(e P‘m(essD"ERDEMPHY"‘EH“ $20.19 | Feb 2018 $80.77 BSBMissing
q 17 Micholas Smith 6_3m ‘ Turtles Thursday ‘ 1218 | DD $1485 | Feb 2018 $53.95 BSB Missing

8. The report will be previewed on your screen. The status panel (on the top of
the screen) will enable you to view additional pages. When you have finished
viewing the report click the Continue button on the status panel (or Press
ENTER). A message will be displayed asking if you wish to print the selected

report.
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s a o
s Save as Excel Save as PDF Print  Print Setup
Layout: [BO_PRT ListDD Payments | View 4s: Exit Preview Saript paused [[Gontinue |
Bookings - Direct Debit Payment Summary
Schedule as at 2/2/2018
Amount Balance

Smith (Barbara Smith)

Jacob : Penguin 4:00 PM Wed block Feb 2018 516.45 @ 373.80

Lucas : Penguin 4:30 PM Mon block Feb 20718 51B.45 @ 372.80

Nicholas © Turtles 11:00 AM Thu block Feb 20718 51485 & 353.85

Sam - Penguwin 4:30 PM Wed block Feb 2018 52019 @ 38077

Total Due as at 2/2/2018 £71.04

9. The Print Report dialog will be displayed on your screen.

Print Report

Do you want to print the selected report?

| cancet || eoF | [ print

Processing Your Direct Debit Payments

When all payments have been checked and errors removed you are ready to
process your direct debit payments.

1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Booking icon

QBookings “

3. The Booking data entry screen will be displayed.

4. Choose Direct Debit... Locate Bookings for Processing from
the scripts menu.

5. The Locate Payments dialog will be displayed on your screen.
Enter the term and year for processing. Click the OK button.

6. The list of bookings for processing will be displayed on your
screen.

7. Choose Direct Debit... Process Direct Debit Payments from
the scripts menu.

A Splash - a X
File Edit View Inset Fermst Bookings Scripts Print Tools
e Update >
"%+ - Bookings o R Today's Date: 2/2/2018 é
Splash Locate Bookings with Payment Overdue
SortBy  Firsthame 2 Achievements v |68 R
I Student Name StartDate Payment by Amount Block  Year Balance Due Processed Respons
View Family Records [Found Set]
Q¢ 180 Paula Schwass | sens | cc 51350 | Feb 2018 $54.00
YT occ Bookings for Processing
180 Paula Schwass 51350 | Feb 2018 $54.00
S )| ResetPayment Amount
R sy Send Broadcast Emil Locate Direct Debit Errors i [ Sizaer
R 2095 PEHE=E) Roll Gver Bookings to Next Block Print Direct Debit Schedule S| Bl = S
Proces Direct Debit Payments.

8. Payments will be processed for all bookings listed. Payments will
be listed within the payment detail portal for each individual
booking. All direct debits can be reviewed in the POS system.

NB: Remember to remove the DD test mode selection before
initiating this command.
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Processing a Single Direct Debit Payment

Use this command to process a single direct debit payment. It may be required because a
single payment has failed, or may be required because you missed a family in the original

direct debit run.

1. Use the Finding a Booking function to locate the booking record you wish to
process.

2. When the correct family screen click green dollar sign to the left of the Next
Payment Amount.

2 Splash = [u] x
File Edit View Inset Format Bookings Scripts Print Tools
F " Bookings Today's Date: 2/2/2018 &
Splash -
Filter By Student Name:  Remove Filter WE 4 m % g8 DD List T
ja
Session Contact Person Booking Info
bt & 20 SR 160 ClassID TUR “CysessionID 3563
Name Paula Schwass <
Display First Name - Class Name | Turties
Gender Female Age 5.1m
Class Level 2 StudentLevel 2
ja:kgluﬂr:(m;rs Y :E: ‘vaa 2 Wedical Asthma D Paror ciia
acob (Jake) Smi 1
james gill PEN W e R < Instructor  Brian Roberts
James Wilson JEL Mo Telephone | 0272222082 — Location Leamers Pool No.of Lessons 4
Jamie Anderson JEL Mo StartDate 51212018 @ EndDate 26212018
Comments
Jamie watkins JEL Mo StartTime | 330 PM Weskday Monday
e Wi SIS Block Feb Year 2018 Shift Afemaon
Janet Kimble STA Tu
Student Exited ]
Makeup  No
Payments Aftendance Achievements Comments
Student Attendance CastatBootny
51212018 - CostMethod CostPerSession | - Costunit 51500 nitial Cost 56000
12202018 - DiscountRate 10 Type Percent |~ DiscountApplied 56.00
197212018 v Credit Applied
T & alue of Free Lessons 50.00
Exit Value Written OF
PaymentRequired By 502118 Late Payment Fee 50.00
Payments Receved 50.00 @
Payment Authority Held ~ Yes \v A 4 Balance Dug $54.00
Catchup Eamt 0 Take Payment by Credit Card $  NextPayment Due $13.50
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Understanding the Diary

The Swim School Diary provides access to most features required in the day-to-day operation
of the Splash system. It enables you to display the sessions for a selected block along with
the related bookings. Inside the diary you have the ability to update attendance, update
achievements, receive payments, and transfer students from one session to another.

Swim School Diary

This format provides the flexibility of being able to display all sessions for a defined weekday
within a block in a specified year. You may also refine the list by selecting up to three class
types.

9 splash - o p- 3
File Edit View Diary Scripts Print Tools

" swim School Diary Today's Date: 2/2/2018 $

Splash b A »
| Login New User
Specify  Manday ~ || feb [~ 200 Jellyfish @ 4:00 PM on Monday with David Smith
Class Al v Bookings I Waiting List Achievement ts
5 Q sessionD 3604 ClassID JEL Instructor DS | David Smith
Time  Ciass Instructor =z Class Name  Jelyfish Telephone: 027 27314897
R 330PM  Turle: BR |
33 UL i Class Level 4 Max Size | 6 Comments
QR 3:30PM Penguin 8s 2 4 |
. Location Main Pool v

& 3.9, elly 5 5
e Ml 2 e StartDate  5/212018 EndDate | 26/212018
Q48P Seals TBA 4 0

Shift Afiernoan

R s00PM  Turtles B8R 17 n % % g g
R 400PM_ Penguin BS 2 4 ] R — o om SR 2
04 478 6541 Mary Patterson
R 430PM  Turtles BR | | e — 8im %
30PN Penguin 8BS 15 u 0272222082 Janice thomas =
fish s 1.5 a @ william Smith 8_om $ PR
S TBA 0 4 u © 0272222082 David Jones
Turtles BR 0 & |
M Penguin 8s 0 6 n
Jellfish DS 15 | ]
Seals TBA n
Turtles BR 0 8 ||
R 5:30PM Penguin Bs 0 6 n
Rs:30Pm Jellish DS 15 | ]

Daily Grid

Unlike the Swim School Diary, the grid displays classes for all days of the week in one view.
Display a list of who is booked into a class by hovering your cursor above the class name or
by clicking directly on the required class. This view is not available for printing.

9 splash - o X
File Edit View Diary Scripts Print Tools
' " Swim School Diary - Class Grid Today's Date: 2/2/2018 & &
Splash =
StartTime | 3:30 PN Interval | 30 mins Block | D et Year™ 2018 |~ Login New User
[ Mondzy oecasy Wednezday e Friday oty Sy
s s 5 |a senymn s 5| penguin R RES s S A Penguin us 5 |a
- e Tuties 0s &
BR 7|8 deiy 2 Peng wos|a ~ ~ &l % =
Tur s
Bs 4
& A ey <. penguin woa | S S S S
S
&s
BR 5 |% Stefen HS 0 |* Penguin u S S S 2 Penguin H S
os Turte e
&s
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Class Grid

Unlike the other two options for display, the class grid displays all classes for a selected day
and shift. This view shows the students booked into each session. Click once on the session
display icon to display more detail for the selected class.

27 Splash

- o X
File Edit View Diary Scripts Print Tools
+ =

PPy T - - - - i ' g

w Swim School Diary - Daily Grid Today's Date: 2/2/2018 $ &

Splash )
fF——
Weeramy nmonazy |- PR o [ NS 201z |- R A - Logi Hew User

107 | 30 s |/ zuew PR = . QX soopn 17 B P
Jellyfish Penguin Seals Turtles Penguin

Bily Jones (5_8m

Phillip Smith (6_1m)
Tony Zelish (5_2m)

Brian Roberts  Learners Pool | David Smith ‘ Done r Barbara Smith Hain Pool
@ z 305 | T as0ew 5:00PM

X soom 06
Seals Turtles at 4:30 PM on Monday with Brian Roberts Penguin

No Bookinge

Student Aftendance | Wartlist

Joanne Jones 2_10m 0272222082  David Jones
Brian Roberts  Learners Pool | Brian Roberts Barbara Srith Hain Pool
P ° Paula Schwass 5_1m 0272222082 Robyn Schwass
Q sasp 103 [ s30eM
. g o Peter Williamson 40m 0272222082 JohnWiliamson
T ainPool | BrianRoberts L
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Working in the Swim School Diary

The content of Swim School Diary is based on three key fields; the day of the week, the block,
and the year. In addition to these three fields you may also filter by Class.

9 splash

Splash

File Edit View Diary Scripts Print Tools

* swim School Diary

Today's Date: 2/2/2018

specity Mo
Class Al

nday

[+ ten

00 PM on Monday with David Smith

\ Jellyfish @ 4:
/]

Bookings

Wating List Achievements

/

Q sessionD 3604 ClassID | JEL Instructor DS | David Smith
Time cl Class Name  Jeliyfish Telephone: 027 27314887
Q
SS0RMT "TRAES L u ClassLevel 4 MaxSize | 6 Comments
QR 3:30PM Penguin 8BS 2 4 |
< - . Location Main Pool .
SE0EHE Jelinet] Dst 4 5 Start Date 51212018 EndDate | 26/2/2018
Rza5PM Seals TBA 4 0 e [p— o
R s00PM  Turtles B8R 17 n g 5 5 3
R 4.
£00PM_ Penguin BS 2 4 ] R — = Y
Q 044786541  Mary Patterson
R 4:30PM  Turties BR 3 5 n e — & im $ %
QR 430PM Penguin BS 1.5 L} o] 0272222082 janice thomas
R g30PM  Jeliyfish DS 1 5 n @ wiliam Smith aom $ X
R s30pm TBA 0 4 u © 0272222082 David Jones
R 500PM  Turtles BR 0 s |
R 5:00PM  Penguin BS 0 6 n
R 5:00Pm Jeliyfish Ds 1 s [ |
R 51500 s TBA 1 3 n
R5:30PM Turties B8R 0 8 | ]
R 530PM  Penguin BS 0 6 |
R 5:30P Jelifish D8 15 n
Login as a New User
3. Select the Year you wish to view. View Preferences
Drarnance Davmani 1
2 Splash - a
File Edt View Diary Scripts Print Tools
* Swim School Diary Today's Date: 2/2/2018 $ ‘«:f
Splash .
Login New User |
Specify Monday | feb [+ 2018 Jellyfish @ 4:00 PM on Monday with David Smith
Class All ] rigns Bookings 'Waiting List Achievements
2 M- 55
For 4 i Q session!D 3604 ClassID JEL Instructor | DS | David Smith
Time  Class Instuctor & @ F = ClassName  Jelyfish Telephone: 027 27314897
Q
330PM__ Turtles L S u Class Level 4 uarsize 6 Comments
R 330PM  Penguin 8BS 2 a |
= ‘ M Location  Main Pool -
30PN Jellfish Ds 1 5 e [ N e00015
R 345PH Seals TBA 4 o0 P a4 on s oo
it Afernoon 8 38 g
R 400PM  Turties BR 17 | | 5 S 3 g
R 4.00PH
S00EM: Seiguiny o= L] Q debra Patterson 8.5m $ bR
044786541  Wary Patterson
R a30PM  Turties BR 3 5 n Q simon thomas 8.1m $ R
R 430PM  Penguin BS 1 5 n (] 0272222082 fanice thomas
R g30em Jelyisn s 15 WA Q wiliam Smith 8_om $4 X
R 430PM Seals TBA 0 4 n © & ozrzz22002  David Jones
R 500PM  Turties BR 0 8 n
R 5:00PM  Penguin BS 0 6 [ |
R 500PH  Jelifish DS 15 n
5:15FM TBA 1 3 | ]
R 530PM  Turtles BR 0 & ]
R 530PM  Penguin BS 0 6 n
R 530P Jelifish DS 1 n
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Filtering the Diary for Specific Classes

Rather than display the entire list of sessions you may elect to display sessions for a selected

class type or multiple class types.

1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.

27 Splash - a x
Fle Edt View Diary Seripts Print Tools
44" swim Schoo iary oday's Date: > y
4% swim School D Today's Date: 2/2/2018 $
Splash
| Loain New User
specify Honday ~| 0 [+ 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Class Al v - Bookings | Waiting List | Achisvements
Q SessionID 3565 ClassID TUR Instructor  BR Brian Roberts + Add Bookin
Time  Class nstructor 8 & £ 2 Class Name  Turtles Telepnone
R 330PM  Turies R 17 ] N -
T . o = c\ai;:v;\ ;wspum MaxSize | 8 Comments +Add Makeup
= 330TM %E” Lo s L 4 . StartDate  5/2/2018 EndDate  26/2/2018 < Add Waitist
3. Select the class you wish to display from the drop-down list provided.
4. Repeat step 3 until all the required classes are displayed.
29 Splash 2Y Splash
File Edit View Diary Scripts Print Tools File Edit View Diary Scripts Print Tools
** swim School Diary : ¥ ** Swim School Diary
Splash Splash
Specify Monday ~ | feb |~ 2018 Specify  Monday ‘v _ 2018
Class |/l - p| Class  Jellyfish | ~ | Remove Filte
= = w w o @
Assessment A Turtles | 2 222
S 3 == v g 8% ¢
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Updating Session Details

Elements of the session can be updated within the diary. Updating session information here
will automatically update the original session record and any active bookings.

Your ability to edit session information is dependent upon your access privileges. The Edit
Session checkbox must be selected in your user account if you wish to update session

information.
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Viewing Bookings for a Session
1. Ensure the correct day, block and year are displayed at the top left of your

screen.

2. Use the list on the left of your screen to click the class name for session you

wish to display.

3. All bookings for the selected session will be displayed within the panel on the

right of the screen.
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Creating a New Booking in the Diary

Bookings may be made within the diary or within the Sessions module. The diary provides a
more efficient method of booking a student into a session.

1. Select the required Day, Block and Year at the top of the diary screen to

locate the session you wish to book the student in to.

2. Use the list on the left of your screen to click the class name for the session
you wish to book the student in to.
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3. All bookings for the selected session will be displayed on the right of your
screen.

== Add Booking

4. Click once on the Add Booking button to display the Select a Student
dialog. Your cursor will be flashing in the filter field.

Select a Student

Enter all or part of the student name to display fewer records.
Selectthe family name from the list below...

Jessop
Smith
watkins
White
Williams
Williams

Williams

Williamson

Wilson

#® cancel

William
william
Jamie
Jane
Benjamin
Harry
Jenny

Peter

James

4_10m
8_0m
4_10m
7 2m
4_4m
4 9m
5_2m

4_0m
4_1m

04 478 3215
0272222082

0272222082
0272222082
0272222082
0272222082

0272222082
0272222082

F e —

180 Essex St, Ngaio, Wellington 4007
123 Any St, Wellington

76 Moorefield Road, Johnsonville, Wellington
171 Chapel St, Khandallah, Wellington 4005
171 Chapel 5t, Khandallah, Wellington 4005
171 Chapel St, Khandallah, Wellington 4005

987 Essex St, Masterton 5886
123 Any St, Wellington 4000

Turtles
Jellyfish
Jellyfish
Starfish
Turtles
Penguin
Turtles

Turtles
Jellyfish

5. Begin typing either the student first name or last name (or part thereof) in the
Filter box to display a list of all students who match the text entered. The list
of students will be revised as you type.

Select a Student

Enter all or part of the student name to display fewer records
Selectthe family name from the list below

Jessop
Smith
watkins
White
Williams
Williams

Williams

Williamson

Wilson

# cancel

William
william
Jamie
Jane
Benjamin
Harry

Jenny

Peter

James

4_10m
8_0m
4_10m
7_2m
4 4m
4_9m
5 2m

4 0m
4_1m

04 478 3215
0272222082

0272222082
0272222082
0272222082
0272222082

0272222082
0272222082

F e r—

180 Essex St, Ngaio, Wellington 4007
123 Any St, Wellington

76 Moorefield Road, Johnsonville, Wellington
171 Chapel 5t, Khandallah, Wellington 4005
171 Chapel St, Khandallah, Wellington 4005
171 Chapel 5t, Khandallah, Wellington 4005

987 Essex St Masterton 5886
123 Any St, Wellington 4000

Turtles
Jellyfish
Jellyfish
Starfish
Turtles
Penguin
Turtles

Turtles
Jellyfish

6. Click once on the line that contains the name, age and address of the student
you wish to add to the class.

7. The Enter New Booking dialog will be displayed on your screen. The student
and session details will be completed for you.
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2 Create New Booking

i Enter New Booking Details

=N

Sam Williams

171 Chapel St, Khandallah, Wellington 4005
Telephone: 0272222082

Age: 2 8m Gender:

Must pay at time of booking

# Bookings This Block 2

Has been booked in to Penguin lessons on Monday at 4:00 PM

with Barbara Smith

Start Date 5/2118 =
EndDate 262118 @

Mo. of Lessons 4

Cost of Lessons |

Direct Debit

Comments

CostPer Session

Discount Rate 10 Discount Type Percent |“

PaymentDue By 522018 |
Payment by Direct Debit |~

|- @

$20.00 Initial Cost §20.00
Discount Applied $8.00
Credit Applied

Value of Free Lessons 50.00

Balance Due §72.00

8. Confirm the Start Date and number of sessions for the new booking.

9. Customise any pricing if necessary and click the Done button to save the
booking and return to the diary screen.

Understanding the Payment Status Icons

1. Select the required Day, Block and Year at the top of the diary screen.

2. Use the list on the left to click once on the session you wish to display.

Types of Booking Status Icons

When displayed in the diary, each student booking is preceded by a payment status icon.
The icon has four states of display: Unpaid, Part Paid, Fully Paid, Credit.

@

@

1.

Craig King
0272222082

Hamish McDougal

L4 0272222082

R

Jack McArthur
#® O 045667804

Paul Fairbrother
= O 0272220082

&«

Hamish McDougal

L4 0272222082
Jack McArthur

® O 045667304
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Hover your cursor over the status icon to display the current balance of the

booking.

Circle Status Icon — No payment received

9_6m

Nathan King
8_11m

Mary McDougal

8.7m
Andrew McArthur
8 9m
Mark Fairbrother

8 11m
Mary McDougal
8_7m

Andrew McArthur

Crossed Status Icon — Part payment received

Ticked Status Icon — Full payment received

®

3 P
x %
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— Negative Status Icon — Booking in credit

Q@ Jack McArthur g_7m
® ° 04 566 7894 Andrew McArthur

i 2

xX %

Q@ Paul Fairbrother 8_9m

= 0 0272222082 Mark Fairbrother

ks

Viewing Booking Comments

Comments may be entered on any booking record. Comments are initially copied =
from the student file, however additional comments may be added. When =
comments are entered a small yellow note icon will appear below the students’ name in the
diary.

Displaying the Student Comments

When displayed in the diary, a student booking which contains comments is displayed with a
yellow note icon.

1. Hover your cursor over the note to display the comments that have been
entered.

Q  Hamish McDougal g_11m
0272222082 Mary McDougal

xX %

Q JacK Needs to be assessed this week
04 566 7394

B

Andrew McArthur

Viewing Student Medical Conditions

Each student booking which contains a notified medical condition is displayed with o
the health symbol in the diary.

1. Hover your cursor over the health symbol to display a message containing the
notified medical condition.

& Jack McArthur 8_7m
" ﬁ 04 566 7894 Andrew McArthur

& Paul Fgq !mpaired Hearing | 3 oy

= ° 0272222082 Mark Fairorother

L4

3 &

s

*

Viewing Other Bookings for a Student who has Multiple Bookings

Each student with multiple bookings in the current block will be displayed with an asterisk to
the left of the student name when it is viewed in the diary. *

1. Hover your cursor over the asterisk to display a message containing a list of
the other bookings for the selected student.

=9

Q Georgia Taylor * 5_10m ®
© 0272222032 [Mon330PM .
M

®

Q Harry Williams &
0272222082  Walcolm Willams v

Updating Student Attendance (One Booking at a Time)

Student attendance can be updated from either the diary or within the booking record. When
updating attendance manually the diary is the most efficient place to work. The following
default attendance settings have been defined in Splash (go to Preferences to amend the list
if required):

P = Present

A = Absent

NA = Notified Absence

C — Cancelled (by Swim School)
PH = Public Holiday

NB: Attendance reporting by default uses P to indicate a student was Present at a session. If
you wish to use another code, simply update the preferences to reflect your choice.

1. Select the required Day, Block and Year at the top of the diary screen.
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2. Use the list on the left of your screen to select the session you wish to update.
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Login New User

Bookings

| Watting List I Achievements

Q sessionID 3444
Class Name  Seals
Class Level 5

Location Main Pool
StartDate  8/1/2018
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Telephone: 027 2222084

Max Size 4 Comments
|
EndDate  29/1/2018
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3. All bookings for the selected session will be displayed in the panel on the right
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Telephone: 027 2222064

MaxSize 4 Comments
|
EndDate  20/1/2018

9_6m P P |P
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8_11m P P P
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8_7m P NA P
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5 kR

8_8m PP P
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| 204 Makeup
L
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4

4. Update attendance by choosing the appropriate attendance code from the
drop-down menu displayed for the required date.

NB: See the Bookings User Guide for instructions on updating attendance in

bulk.

Booking a Catchup/Makeup Lesson

Catchup lessons can only be created from the diary. Bookings can only be made in a session
that has vacancies. If the class has future catchups scheduled (which makes the class full on
those dates) you may be unable to enter additional bookings.

1. Select the required Day, Block and Year at the top of the diary screen to
display the session you want to book the student in.

2. Use the panel on the left of your screen to select the session you would like to
book a catchup lesson for.

3. All bookings for the selected session will be displayed in the panel on the right
of your screen.
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) shift Afternoon g 8 8 8 -
BR 17 n g 8 5 3
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s 332 WA 3 %
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08 ) u Q Peter Wiliamson 4.0m 3%
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||
B8R 08 n
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4.

Click once on the Add Catchup/Makeup button to display the Select a
Student dialog.

s
Select a Student

Enter all or part ofthe student name to display fewer records.
Select the family name from the list below. “ Fiiter) o

Smith Jacob 5_6m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
Smith Jason 6_5m 0272222082 89 Roberta Road, Tawa 4008 Turtles
Smith Jennifer 2_9m 0272222082 89 Robera Road, Tawa 4008 Turtles
Smith Lucas 5_8m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
Smith Nicholas 6_3m 0272222082  GAErlestoke Crescent, Churton Park, Turtles
Smith Phillip 6_2m 0272222082 89 Robera Road, Tawa 4008 Penguin
Smith gam 6_3m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
Smith william 8_0m 0272222082 123 Any St, Wellington Jellyfish

® cancel

Begin typing either the student first name or last name to display a list of all
students with a matching name. The list will be revised as you type.

Click once on the line, which contains the student name, age, and address
you wish to book the catchup for.

The Enter New Catchup Details dialog will be displayed on your screen. The
student and session details will be completed for you.
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¥ Creste New Booking

=
Ay
]

-

Comment

Enter New Catchup Details

Jason Smith

20 Roberta Road, Tawa 4008
Telephone: 0272222082

Age: 6_5m Gender: Male

Has been booked in to Turtles lessons on Monday at 4:30 PM with

Brian Roberts

Start Date 5/218

Must Pay at Time of Booking

8. Update the Start Date to display the date the catchup lesson is being taken.

9. Click the Done button to save the booking and return to the diary screen.

NB: An “Active” catchup lesson will appear in green text. A catchup is regarded
as active if the date of the catchup is within 7 days of the current date. Students
entered for catchup lessons will automatically appear on printed listings while
they are active. The status of a catchup lesson will revert to “Exited” when
outside the active timeframe. A past catchup is displayed in red text, while a
future catchup is displayed in orange text.

Identifying Upcoming Spaces for Catchups/Makeups

Upcoming spaces for either this week or next week are represented as green and oranges
boxes in the diary. Simply click the box to create a catchup/makeup lesson.

e A green box represents a space this week,

e An orange box represents a space next week.
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Updating Student Achievements

Student achievements can be updated from either the diary, the booking record or from the
iPad. Each row in the achievement portal contains four fields:

The Goal - displays a description of the goal a student is working towards.

Progress Status — contains a drop-down list of possible stages in respect to the swimmers
progress towards the selected goal. The menu may be changed within your preferences.

Comments —a free text field that enables you to enter any comments about the students’
progress towards the selected goal.

Date of Completion — the date of completion should be completed when a child has
successfully demonstrated the assigned task.

1. Select the required Day, Block and Year at the top of the diary screen.

2. Use the list on the left of your screen to select the session you wish to update.

3. Click the achievement tabcard.
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Splash

specity  Monday |~ Feb |+ 208
class Al

Time Class Instructor &
R 330PM  Turies BR 17 ||
R 320PM  Penguin Bs 2 4 ||
hE Jellyfish DS 15 ||
Q

R so0p BR 1 n
R 400PH BS 4 ||
R g.00pM DS ]
Q 4:30pm BR 3 4 n
R 4230PM  Penguin BS 18 [ ]
R 430PM Jeliyfish DS 15 ||
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R 500PM Turlles |
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R 500PM Jellyfish s 1 s n
< |
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Turtles @ 4:30 PM on Monday with Brian Roberts

Bookings

Current Bookings

Q  Joanne Jones 2.10m 0272222082
Q  Paula Schwass 5_1m 0272222082
Q Peter Williamson 4.0m 0272222082

Q

Displaying Goals for JOANNE JONES (Last Goal Achieved

1

2

:

4

Happy in the water

Blowing bubbles and eyes under

Front star float

Torpedo

Teday's Date: 2/2/2018

Waiting List

Login New User

>
»

Level : TURTLES
Level: TURTLES
Level: TURTLES
Level: TURTLES

Date Achieved

Leaming S

Date Achieved

Introduced - %

Date Achieved

Date Achieved

4. Alist of all students in the selected session will be displayed on the top right

of your screen.

5. Click once on each student name to display their progress towards goals..

6. Update assessment details for each goal as required.

Bookings

Current Bookings
R Joanne Jones

Q Paula Schwass
Q Peter Williamson

a

2_10m
5_1m
4.0m

Waiting List

Displaying Goals for: Joanne Jones (LastGoal Achieved )

1 Happyin the water

2 Blowing bubbles and eyes under

3 Front star float

4 Torpedo

0272222082
0272222082
0272222082
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Achievements

Level : TURTLES
Level : TURTLES
Level : TURTLES
Level : TURTLES

Mastered

Date Achieved

Learning

Date Achieved

Introduced

Date Achieved

Date Achieved
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Transferring the Student to Another Session

Use the transfer command to move a student from one session to another, this command
should be used when you do not need to keep a record of the original booking. If you wish to
keep a record of the original booking, use the Exit process and rebook the child in a new
session.

1. Select the required Day, Block and Year at the top of the diary screen.
2. Use the list on the left of your screen to select the session you wish to update.

3. Locate the booking you wish to move.

2 Splash - o X
File Edit View Diary Seripts Print Tools

w Swim School Diary Today's Date: 2/2/2018 &
Splash - <
| Loain New User
Specity  honday v [ Feb [~ 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Class Al |~ B Boskings I Waiting List I Achievements
|v
| Q sessionID 3565 ClassID | TUR nstructor | BR | Brian Roberts + Asasookng. |
Class Instructor 8 & F = Class Name  Turtles Eehon -
30PN Turlles R : Cresrent 2 e Comments +Add Makeup
M Pengui s 2 L
pengin B 24 M Location Learners Pool |
Jelifisn s s
L g L StartDate  £2/2018 EndDate | 26/212018 + AddWatist J
Shift Afiernoon g & 8 8 ‘ )
00PM  Turtles BR 17 | | 5 8 8 g
D oorm o 2
400PM  Penguin BS 2 2 | mp— *2 10m & i
R 00PM  Jeilish DS 3 L] 0272222082 David Jones o
ey
4:30PM  Turtles BR 3 5 . Q  Paula Schwass *5_1m Aw x
R 430PM  Penguin BS 1.5 u © 0272220082 Rotyn schwass N
R a30P Jeliisn oS 13 L X Peter Wiliamson 4.0m & %
$
< u 0272222082 John Williamson
R 5:00PM  Turties &R 0 n
R 5:00PM Penguin BS 0 6 | |
R 5:00PH Jelifish DS 15 n
Q n
R 5:30PM  Turties BR n
Q M Penguin BS 06 n
530PH  Jellyfish DS 105 n

Click the " button to move the
student to another class

4. Click once on the transfer button displayed to the right of the booking record.

5. You will be asked to confirm your request to move the selected student to
another class.

Transfer Student to Another Session

Are you sure you want to transfer Peter Williamson into
another session?

| Cancel || 0K |

6. You will be prompted to select the session you would like to move the student
into.

Pick Another Session

Please choose the session you want to transfer Peter
Williamson in to,

| Cancel || 0K |

7. Display the new session details on your screen by updating the Day, Bock
and Year settings at the top of the diary screen.

8. Click once on the session you wish to move the student in to.
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Processing a Payment
1. Ensure the Diary is displayed on your screen. r
2. Click the $ button displayed on the top right of the window. @

27 Splash r Gd x
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: /** swim School Diary Today's Date: 8/2/2018 $ ¢
Splash )
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. Q session D | 3560 ClassID SEA Instructor | TBA | To Be Advised
Time  Class Instructor B & F 2 Class Name  Seals Telephone: 027 2222064
Q =
e, Tume L L ClassLevel 6 MaxsSize 4 Comments +Add Makeup
R 330PM  Penguin 8BS 2 4 ||
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A Start Date  5/2/2018 EndDate  26/2/2018
shift Afternoon g & & 8§
R 400PM Turtles BR 17 | | 5 S @ 3
Q o ~
400PM  Penguin BS 2 4 | ] R Craigking — $ & X
R00PU  Jeliish Ds 3.3 u L 0272222082 Nathan King
Q i &
4090 TieD B 2 6 L Q. Hamish McDougal 8_11m e
R 430PM  Penguin BS 15 | 0272222082 Mary McDougal
Rgz0PM Jelyisn DS 1.5 n T Jack McArthur 8.7m X
R 430PH Seals TBA L u ® O oszes7ess  Andrew cArtnur
R 500PM Tuties BR 1.7 u T Paul Fairbrother 8_am SR
R 500PM  Penguin BS 0 6 u - 0272222082 Wark Fairbroter
R 500PM Jellyish DS 15 ||
Rs.15pM  Seals TBA 1 3 ||
R 530PM Turties BR 0 &8 ||
R 5:30PM Penguin BS 0 6 [ ]
R 530PM Jellyfish DS 15 n

23 Splash POS - o x
P05 Tools

Wan Belence. Zero Balnce

3. The POS interface will be displayed on your screen.

. Use the panel on the top left of the screen to select the category which contains
the button for the item being sold.

Common Bathers Accessorie Canteen
s

Passes Goggles

Ice Creams

5. Click once on the product you wish to include in your sale.
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Chupa Chups|

Small Snake

6. The item you have selected will move across to the Sale Item box

' Splash POS - a x
POS Tools

Family ID

With Balance Zero Balance

User Member

Garbars smith

Invoice # 147352
PO

1 Snakes Alive i @ $010¢ea
$0.10
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7. If you are selling multiple items of the same product click the Clr button, then
select the actual quantity being sold.

8. Repeat steps 4 through 7 until all products have been define for the sale.

9. As you enter additional items they will move further down the scree within the sale
items area of the screen.

Invoice # 147352

10.When all items have been defined, click the END button. |:|

11.You will be asked to define the payment method for the selected
sale. Choose EftPOS or Cash to complete the sale and return to the POS screen.
Click Cancel to export the dialog box without completing the sale.

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.

2 Splash - o X

File Edit View Diary Scripts Print Tools

#a6&+ * swim School Diary Today's Date: 12/2/2018 b ¢
Splash b
| Loain New User
Specity  Monday ~ | [Fen [5 201 Seals @ 3:45 PM on Monday with To Be Advised
Class Al - Bookings I Wiating List [ \cnivemen ts
% 3 Class ID
% Session|D 3560 assID SEA Instructor  TBA | To Be Advised
Time  Class = Class Name  Seals Telephone: 022222084
R 3:301 e
330PM Turtles L} Class level | 6 Maxsizs | 4 Comments 4Add Makeup
QR 330PM Penguin | |
Location Main Pool ¥
R 330P1 Jellfish u

StatDate 5/2/2018 EndDate  26/212018

T - 1m) shift Afternoon & & 2 2
R 400PM  Turtles BR |} 85 & = g
R 400PM  Penguin 8s 4 n
- 5 Q- Craig King 9_6m B
R 400PM  Jellyfish Ds 3 [ | iy T $ 4
4.0 el o £ 0272222082 Mathan King
Q 4301 e: 2 6
430PM  Turtles M2 o5 u Q Hamish McDougal 8_11m R
R 4:30P Penguin Bs 15 L} V& 0272222082 Mary McDougal N
R 430P1 Jelfisn s 15 ] Q@ JackMcArthur a.7m EREvS
Q — 9 % * ¥
Q a n ® © 045667204  Andrew McArhur
R 500 Turties BE L o @ Paul Fairbrother 8_9m <
x s o HE =0 o
M Penguin B 0 8 0272222082 Mark Fairbrother
Jellyish Ds 15 n
Sea T8 | |
M Turtles BR I ]
M Penguin BS 06 n
M Jellfisn Ds 15 n

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.
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2] Splash POS
POS Tools

Common  Bathers | Accessorie Canteen

Passe: | Goggles Drinks.

K MoArthur - Seals - 3:45 PM Mon (Block Feb 2018)

Ice

User

barbars smith

Member

Andrew McArthur

- [m] x
N Famiy 0 £3
MCARTHUR (Andrew McArthur)
Wi Balance ] Zero Balance:
Jack Mearthur $54.00
Seals - 3:45 PM Mon (Term Jun 2017)
® Percent Disc 10
Jack MeArthur $90.00
Seals - 3:45 PMon (Term Jui 2017)
® Percent Disc 10
Jack McArthur $72.00
Seals - 3:45 PM ion (Term Aug 2017)
® Percent Disc 10
Jack McArthur $72.00
Seals - 3:45 PM on (Term Sep 2017)
@® Percent Disc 10
Jack McArthur $72.00
Seals - 3:45 PM Mo (Term Oct 2017)
@® Percent Disc 10
Jack McArthur $72.00
Seals - 3:45 PM Mon (Block Nov 2017)
® Percent Disc 10
Jack McArthur $54.00
Seals - 3:45 PM Mon (Block Dee 2017)
® Percent Disc 10
Jack Mearthur $54.00
Seals - 3:45 PM on (Block Jan 2018)
® Percent Disc 10
Melanie WeArthur $72.00
Penguin - 3:30 PM Wed (Block Jan 2018)
@® Percent Disc 10
Melanie Wearthur $72.00
Penguin - 3:30 PM Wed (Block Feb 2016)
@® Percent Disc 10

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.
Defining Alternative Payment Methods
1. Ensure the Diary is displayed on your screen.

2. Click the $ button displayed on the top right of the window.

¥ Splash POS
POS Tools

Common  Bathers | Accessorie Canteen

Gl Family D

Passes | Goggles Drinks.

Ice

Chupa Chups|

User

barbara smith

Member

With Balance

Zero Balance.

3. The POS interface will be displayed on your screen.
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4. Click once in the Family ID field on the right of the screen.

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

)
. b Selecta Family

Enter all o part of the family name to display fewer records.
Select the family name from the list below... “ Fiter:

Smith Unknown 0272222082 -
Smith Bridget 0272222082 1243 Any Street, Wellington

Smith Barbara 272222082 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, Lucas

Smith Daniel 0272222082 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john

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.

9 Splash POS - [u] X
POS Tools
Family D 2
SMITH (Barbara Smith)
with Baance ] Zero Balance
$59.40 ea.
$59.40 Jacob (Jake) Smith 573.80
D Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Elack Aug 2017) <]
Lucas Smith - Penguin - 4:30 PM Mon (Term Aug 2017)
Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith $73.80

Penguin - 3:30 PM Mon (Block Oct 2017)

Lucas Smith - Penguin - 4:30 PM Man (Term Sep 2017)

® Percent Disc 10

Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith $59.40
Turtles - 11:00 AM Thu (Term Oct 2017)

® Percent Disc 1
Jacob (Jake) Smith $64.50
Penguin - 3:30 PM Mon (Block Nov 2017)
Member
® Percent Disc 10
oD Lucas Smith 69,50

Penguin - 4:30 PM hon (Block Nov 2017)

® Percent Disc 10

Nicholas Smith $69.95
Turties - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1
Jacob (Jake) Smith $69.50
Penguin - 4:00 PM Mon (Block Nov 2017)
® Percent Disc 10

$351.45 Jacob (Jake) Smith $55.35
Penguin - 3.30 PM Mon (Block Dec 2017}
® Percent Disc 10
Jacob (Jake) Smith 855,35
Pancuiin - 400 P Wad (Blork Rac 2047)

8. Click once on the booking you wish to process a payment for. The booking
details will be copied to the sale item area of the screen.

9. Repeat step 8 until all bookings have been defined for the sale.

10.When all bookings and products have been defined for the sale, |-

click the Next button to define the method of payment.
11.The End Sale dialog will be displayed on your screen.
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Splash POS

Payment Method. - Invoice # 147177 Date 3/02/2015
POS 1 Time 1:31:44 PM

DEL CreditCard 2842 2842 Sam Brown
DEL

Total
$259.50

Change

$0:00

CREDIT

CASH EFTPOS CARD

CHEQUE

GIFT
VOUCHER

MANAGE-

INTERNET MENT

DIRECT SESSION
DEBIT PASS

Total : $259.50

12.Choose the payment method by clicking the appropriate payment buttons on
the left of your screen.

CREDIT

CASH EFTPOS CARD

GIFT

VOUCHER CHEQUE AMEX

MANAGE-
INTERNET MENT PROMO

DIRECT SESSION

DEBIT PASS UL

13.Payments may be split across multiple payment types. Simply select the
required method of payment and update the amount being paid for each
selection.
DEL CreditCard 2842 $200.00

DEL Cash 2842 151.45

DEL

14.To complete the sale, click the End button. E

15.Complete the sale by clicking the End or Next button.
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Removing an Item from the Sale

An item may be deleted from the sale while it is displayed at the top of the sale item screen.
If the item you wish to remove is not displayed at the top of the list, simply click on it to return
it to the top. An item cannot be removed from the sale after the sale has been completed.

2 Splas _
" Splash POS [u} X
POS Tools
Family ID 2
SMITH (Barbara Smith)
] Win Baiance | Zero Baiance
@  $59.40¢ca
$50.40 Jacob (Jake) Smith 573.80
D Penguin - 3:30 PM Mon (Block Sep 2017)
— ® Percent Disc 10
Scab (Jake) Smith - Panguin - 2:30 BM Mon (Block Aug 2017) <=
Lucas Smith - Penguin - 4:30 PM Mon (Term Aug 2017)
Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith $73.80

Penguin - 3:30 M Mon (Block Gct 2017)

Lucas Smith - Penguin - 4:30 PM Man (Term Sep 2017)

® Percent Disc 10

Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith $59.40
Turtles - 11:00 AM Thu (Term Cct 2017)

® Percent Disc 1

Jacob (Jake) Smith 564.50
Pengin - 3:30 PM Mon (Block Nov 2017)

Member

® Percent Disc 10

Lucas Smith 8950
Penguin - 4:30 PM Mon (Block Nov 2017)

Barbara Smith

® Percent Disc 10

Nicholas Smith §69.95
Turtles - 11:00 AM Thu (Block Nev 2017)

® Percent Disc 1

Jacon (Jake) Smith $89.50
Penguin - 4:00 PM Mon (Block iov 2017)

® Percent Disc 10

$351.45 Jacob (Jake) Smith 55535
Penguin - 3:30 Ph Mon (Biock Dec 2017)
® Percent Disc 10
Jacob (Jake) Smith §55.35
Paneiin - -0 PU Wad (Rlnck Nar 2047}

—_

Ensure the item you wish to remove is displayed in the sale item area at the
top of the screen.

A

If the items is not displayed at the top of the list, simply click the required item.
. Click the Del button
. Complete your sale by clicking the End or Next button.

W

Discounting a Sale Item
. Ensure the Diary is displayed on your screen. $

. Click the $ button displayed on the top right of the screen.

1
2
3. The POS interface will be displayed on your screen.
4. Select the product you wish to sell.

5

. A discount can be applied to an item while it is displayed at the top of the sale
item list.

»

. Click the Discount box at the right of the sale item screen to display the Staff
Discount screen.
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MMAMNAGEMENT

POS 1

Item Name
Vorgee Missile Goggles

Quantity
1

Item PricefPayment Amount

$30.00

Admend Price
$29.00

Amount Applied (per item)

$1.00

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.

I

1 Vorgee Missile Goggles

@

-

$29.00ea,
$29.00

X

10.Complete your sale by clicking the End or Next button.

NB: A history of all discounts is recorded in the Discounts area of Splash POS.
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Applying a Part Payment to a Booking

Part payments are only available for bookings. Products must be paid in full at the time of

purchase.

Page 290

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.

o~ Db

A part payment can only be defined while the booking appears in the sale
item area at the top of the list.

6. Click the unit price written in black.
—

[ Lesson ] -
1 Phillip Smith - Penguin - 4:00 PM Men (Term Jun 2017} $54.00 23
$54.00

[ oo | 0

7. The Part Payment of Booking dialog will be displayed on your screen.
8. Enter the amount of the payment you would like to apply and click OK.

Part Payment of Bocking

Please specify the amount of the part payment.

Payment Amount
25 |

| Cancel || OK |

9. The booking will be displayed with a revised unit price..
—

[ Lesson | X
1 Phillip Smith - Penguin - 4:00 PM Men (Term Jun 2017) $25.00ea

$25.00

[ ool | [

10.Repeat steps 4 through 9 until all relevant bookings have been selected.
11.Complete your sale by clicking the End or Next button.

NB: The above command does not reduce the price of the initial booking, it
simply applies a part payment to the outstanding balance.

User Documentation — Splash V7.0



Managing the Waiting List

Adding a Student to a Waiting List

1.

Select the required Day, Block and Year at the top of the diary screen.
Use the list on the left of your screen to select the session you wish to update.
Click the Waiting List tabcard. All students wait listed for the selected

27 splash - o X
File Edit View Diary Scripts Print Tools

&+ swim School Diary Today's Date: 9/2/2018 P ¢

Splash ’

‘ Login New User
Specity  Friday ~ Feb |- 201 Starfish @ 9:15 AM on Friday with Lisa Wilson
class Al ~ Bookings. [ Watting List Achievements
: Qession D 3578 ClassID STA Bobby Th 5_11m

lime Clace nstuctor_® @ = 2 Class N - Dnr;:;;unaz Anthony Th - $px
Q5304  Penguin TBA 4 [ ] & s ° sl B
R gasam  Jelylisn Ly 15 || Classtoell 0
R 9004 Turles TBA 0 8 | e Bl

Sessions Details
Tuies, TBA. O 8 u StartDate 2212018 EndDate 231212018
U Turttes A 6 8 u Start Time | 9:15 AM Weekday  Friday
u Block  Feb Year 2018

R 10:30A4  Penguin A Mo || No.ofLessons | 4
R 104500 Starfish Lw 0 4 u Frequency  Weekly |~
= |

11:00AM  Penguin TBA 2 4 | e [T E
R 11:30aM  Penguin TBA P g ¢ [ ]

Cost of Session
Costhethod  CostPer Session

Default Cost  520.00 DD Cost  $20.50
Default Total  $80.00 DD Total | $82.00
Instructor Details
Instructor LW | Lisa Wilson

Telephone.

Comments

@ 90218 @ Jane White r 3 s

Add a new student to the waiting list by clicking the Add Waitlist button.

Waiting List <

Q ol02M8 @ Jane White PRI

———a

The Select a Student dialog will be displayed on your screen. You cursor will
be flashing in the Filter field.

Begin typing either the first name or the surname of the swimmer you wish to
waitlist. The list will be revised as you type.

Click once on the line containing the name of the student you wish to add to
the waiting list.

8.

Enter all or part of the student name to display fewer records.
Select the family name from the list below...

Select a Student

o6

Hargreaves Gregory 6_7m 0272222082 24 lane St, Wallaceville, Upper Hutt 5014 Starfish -
Hargreaves Jessica 4 9m 0272222082 24 |ane St, Wallaceville, Upper Hutt 5014 Jellyfish
Ha nelia n 027 82 76C wa 0

Harper Robert 5 9m 0272222082 76 Colombo Road, Tawa, Wellington 4010 Turtles
Hughson Hayden 6_0m 0272222082 98 Barrett St, Ngaio, Wellington 4007 Turtles
Hughson Stephanie 3_10m 0272222082 98 Barrett St, Ngaio, Wellington 4007 Jellyfish
McDougal Hamish 8_11m 0272222082 118 South St, Newlands, Wellington 4008 Seals
Williams Harry 4_9m 0272222082 171 Chapel St Khandallah, Wellington 4005 Penguin

The Enter New Wait List dialog will be displayed on your screen.
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" Create MNew Wait List

" & Enter New Waitlist

Name Gregory Hargreaves
Telephone 0272222082
Address 24 lane St, Wallaceville, Upper Hutt 5014
Age  6_7m Gender Male

ClassID STA Session D 3578
Class Name  Starfish

Instructor ~ Lisa Wilson

Start Time  9:15 AM Block Feb
Weekday  Friday Year 2018
MNotes -

Current | Currently booked in Starfish on Tuesday at -
Booking | 5:00 PM with Harry Sims

9. Enter any additional comments and click the Done button to return to the
diary.

Transferring a Student from the Waiting List to the Session
1. Select the required Day, Block and Year at the top of the diary screen.

2. Select the session containing the waitlist by clicking on the waiting list icon in
the left panel on your screen.

|
Specify  Friday [~ Feb [+ 2018
Class Al - N
"B g 88
Y3 8 = ¥
Time  Class Instuctor & & £ 2
R g308M  Penguin TBA 1 5 m -
R gasam  Jelyfish L 105 [ |
Rgooam  Turtles 3 [ |
Rg1sam  Stafish |
R o308 Turtles TBA 0 8 | |
R 10:004M  Turtles TBA 0 8 [ |
] [ |
R 10:304M  Penguin A Mg 5 | |
R 40:458M  Starfish w0 4 [ |
R 41:008M  Penguin TBA 2 4 [ ]
R 41:308M  Penguin Tes Mg 5 [ |

3. You will be taken to the waitlist screen. All students wait listed for the
selected session will be displayed on the lower right corner of your screen.

4. Click the four directional arrow to the right of the student name in the wait list.
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2 Splash o p- 3
File Edit View Diary Scripts Print Tools
Swim School Diary Today's Date: 9/2/2018 $ Y
Splash o
| Lagin New User|
Specity  Friday |~ Feb [~ 208 Starfish @ 9:15 AM on Friday with Lisa Wilson
ciass Al v Bookings [ Wating List Achievements.
E 2 Qgession D 3578 Class D STA Q Bobby Th 5_11m “
Time  Class Instructor @ @ 2 g < o onnzl;‘z);unaz Anthony Th - $H R
& ass Name ony Thomson
R 530AM  Penguin TBA 1 5 [ S o6 4
Rgusam  Jelyien w1 s | Classtoell 0
R 9004 Turles TBA 0 ] e Bl
a Sessions Details
93040 Tuties TBA 0 8 u StartDate 201 EndDate 23212018
R 10:00AM Tuttes TBA 0 8 u StartTime 9115 AM Weekday  Friday
R 10:00 Seals w2 2 ] Block Feb Year 2018
R 40:30AM  Penguin A Mo 6 || No.ofLessons 4
Zmasw Starfish w g 4 WHE Frequency  Weekly b
11:00AM  Penguin TBA 2 4 || 2 Pool |«
"R 11:3044  Penguin A Mo 5 WH
Costof Session
COstMethod  Cost Per Session
Default Cost | 520,00 DD Cost | 52050
DefauttTotal  80.00 DD Total | 58200
Instructor Details.
Instutor | Lw | LisaWwilson
Telephone.
Comments
Waiting List
o
Q@ 90218 @ Jane white PR
—

5. A message will be displayed asking if you wish to transfer the student from
the waiting list into the selected session.

Transfer Student to Session

class at %15AM?

Are you sure you want to transfer Jane White into the Starfish

cancel | [ oK

6. Click OK to continue.

% Creste New Booking
Edit Tools

“1=| Enter New Booking Details

Jane White

76 Moorefield Road, Johnsonville, Wellington 4001
Telephone: 0272222082

Age: 7_2m Gender: Female

Lisa Wilson

Stat Date 2/2/18 =
EndDate 232118 |B

Mo. of Lessons 4

| 4 .J_

Has been bookedin to Starfish lessons on Friday at 9:15 AM with

# Bookings This Block 2

Cost of Lessons | Direct Debit a
Cost Per Session |V @ $20.00 Initial Cost $80.00
Discount Rate 10 Discount Type Percent |v Discount Applied $8.00
Credit Applied
Payment Due By 2/2/2018 | Value of Free Lessons $0.00
Payment by Direct Debit -
4 J | Balance Due $72.00
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7. The Enter New Booking dialog box will be displayed on your screen.

8. Update the booking details to include the correct start date, number of
sessions and cost.

9. Click Done to continue and return to the diary.

Removing a Student from the Waiting List

Page 294

1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.

3. Use the list on the left of your screen to select the session you wish to update.

| Specity Friday © Feb -~ 2018

Class All - -
s = = %

Time Class Instructor & & F =
R g308m  Penguin TBA 1 5 [ |
R ga5am  Jellyfish Lw 1 5 [ |
R g00am  Turtles TBA 0 3 ||
R g15a0  Starfish w Mg 3 |
R o308 Turtles TBA 0 B | |
R 10:004M  Turtles TBA 0 B | |
Q | |
R 40:304m  Penguin IE N | |
QR 10:4580  Starfish Lw 0 o4 [ |
R 11004 Penguin TBA 2 4 | |
c:‘11:30.#-.‘1 Penguin TEA Mg 5 ||

4. Click the Waiting List tabcard or the red flag in the left panel for the required
session. All students wait listed for the selected session will be displayed on
the lower right corner of your screen.

5. Click the Delete button to the right of the student name in the waiting list.

= Waiting List + Add Watist

o 902118 Q  Gregory Hargreaves 3 ¢~

6. A message will be displayed asking if you wish to remove the student form
the waiting list. Click OK to delete the waitlist entry or Cancel to close the
dialog without making a change.

Delete Waitlist Record

Are you sure you want to remove the waitlist record for
Gregory Hargreaves?

0K | | Cancel
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Printing the Waiting List
1. Ensure the Swim School Diary is displayed on your screen.
2. Select Waiting List from the Print menu.

Specify  Friday

Class  All Bookings | Waiting List Achievements.
Qsession D 3578 ClassID STA T Bobby Thomson 5_11m &
ime - Class netiucior Class Name 0272222082 Anthony Thomson s ER
R g30am  Penguin TBA 1 5 | e o y
7 2
= JE— i — ™ Class Level & Q Jane;!mw _2m F—
Pi 0272222082 Julie White A4
R g:00AM  Tutles TBA 0 8 ] Sl soo Ad
re3
stw Starfish w s o n ey
9:30AM  Turtles L S u StartDate 222018 EndDate  23/2/2018
R 1000aU Tuties L L] u Start Time  9:15 Al Weekday  Friday
= Z ) u Block  Feb Year 2018
R 1030 Penguin B Mo 5 n No.ofLessons 4
Q404500 Starfish Lw 0 4 n Frequency  Weekly I
x u
JO0AN Eentiin JBs 2 4 L Location _Main Pool |~
R 41:30AM Penguin A Mo 5 n
Costof Session
CostMethod  Cost Per Session
DefaultCost | §20.00 DD Cost | 52050
Default Total  $30.00 DD Total  $82.00
Instructor Details
Instructor LW LisaWilson
Telephone:

Class Grid

[ weiting List

|~ A

Weekly Booking Statistics

Starfish @ 9:15 AM on Friday with Lisa Wilson

2 Splash - o X
File Edit View Diary Scripts Print  Tools
BRI | Listof
W T Swim 8¢ summary of Today's Date: 9/2/2018 o é
Splash | Chart Showing "

Login New User

Comments

+ Add Watist

R

Waiting List

Q o218 Q  Gregary Hargreaves
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3. The Locate Waiting List Records dialog will be displayed on your screen.
Enter the Block and Year for the waitlist records you wish to display and click
OK.

Locate Waiting List Records

Please specify the term and year.

Elock
Feb

Year

|201a| |

| Cancel || oK |

4. The second Locate Waiting List Records dialog will be displayed on your
screen. Enter the Classname and/or student name if you wish to print a
specific list, otherwise leave blank for all waitlist records in the selected
Block and Year and click OK.

Locate Waiting List Records

Please specify the class and/or student.

Classname

Student Mame

OK

Cancel | |
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Specify Sort Order

‘Would you like the report sorted by Class Mame or Student
Mame

| Student | | Class |

5. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

2 Splash - o X
$7” Records  Tools
o [ & o
Saveasbxcel SaveasPDF | Print  PrintSetup
Layout: view As: ExctPreview [ —
6.
List of Waitlisted Students
Penguin
pater jessop 04 478 3218 10:30 AM Fri TBA @218
stuart pearson 0272222082 11:30 AM Fri TBA @218
Barry Robinson 0272222082 330PM Wed LW @218
brenda thormas 0272222082 3:30 PM Wed LW 91218
Starfish
Gregory Hargreaves 0272222082 @15 AM Fri Lw |2ne
Turtles
Geargia Taylor 0272222082 10:00 AM Wed EBR Q218
Georgia Taylor 0272222082 10:30 AM Wed BR 1218
22018 1 124141 PM Page 1

7. The Message dialog will be displayed on your screen.

Print Report

‘Would you like to print the waiting list report?

| Cancel || 0K |

8. Click OK to print the report or Cancel to return to your original screen without
printing.
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Transferring the Waiting List to the Next Block

At the end of each term you will create your schedule for the coming block. Splash provides
the ability to automatically rollover both the sessions and the bookings to assist you with
recreating the bookings. In addition to the rollover of bookings and you can also transfer your

waiting list entries from one block to the next. This command is only successful after you
have rolled over the session details.

1. Ensure the diary is displayed on your screen.

27 Splash - o X
File Edit View Diary |Scripts Print Tools
¥ Today's Date: 9/2/2018 p
Splash - <
Loain New User
Specily Wednesday |- Feb - 2018 Penguin @ 3:30 PM on Wednesday with Lisa Wilson
Class All - Bookings Waiting List Achievements
= Q SessionID 3581 ClassiD PEN Instructor | LW | Lisa Wilson [+ AcaBookng ‘
= Class Name  Penguin Telephone:
2 : Class Level 3 Maxsize 6 Comments “eadd Makeup |
g = Location Main Pool . o
2 StartDate 722018 EnaDate | 28722018 + Add Watist J
0:30AM_Tutlies R Mo s | | ST - -
Shift Afternoon 8 8 8 8
Q330PM  Penguin w B s m = F 2 2 [l
T cnmmee L]

2. Select Rollover Waiting List from the Scripts menu.

3. The Locate Waiting List Records dialog will be displayed on your screen.
Enter the name of the Block and Year for the records you wish to rollover.

Locate Waiting List Records

Please specify the block and year to be rolled over.

Elock
Jan

Year

|201a| |

| Cancel || oK |

4. The rollover will be performed, any flags displayed in the original block will
now be displayed on the next block.
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Printing Reports

Printing a List of Students for the Supervisor
1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.
3. Select List of ... Students for the Supervisor from the Print menu.

2 splash - B X
File Diary  Scripts | P
st Students:
i Swim Sc¢|  summary of G Today's Date: 9/2/2018 \‘p é
splash Chart Showing 3 - .
Class Grid Loain New User
Waiting List N .
Specify  Monday [~ Turtles @ 9:30 AM on Wednesday with Brian Roberts
- Weekly Booking Statistics
Class (i r Bookings | Wating List Ach
Q sessionID 3569 ClassiD TUR Instructor  BR | Brian Roberts
Time  Class Instructor Class Name  Turles [Saphone
Qa3 7 5
S0EW e o u Class Level 2 Maxsize 8 Comments +Add Makeup
R 330PM  Penguin 8s 2 4 |
= M Location Learners Pool
220 N o s
S20EM; . alyfish B 1o StartDate  7/2/2018 EndDate 281212018
R3aspm Seals TBA
shiftMorning S &8 & §
R 400PM  Turtles BR 17 | | 5 F z 8
R 400PM  Penguin BS 2 4 n
R 400PM  Jelifish DS n
R 430PM Turties R M2 6 n
M Penguin B 15 n
elyfish DS 15 |
0 n
urtles BR 17 n
M Penguin Bs 0 6 |
Jellyfish DS 15 |
seals T8 | |
Turtles BR o s | ]
Penguin B8 0 6 n
Jellyfish DS 15 n

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).

- a X
B
Layout: [BO_PRT Supervisor List x| View As e Script paused [[Contine |
Attendance List
Supervisor Listing for Monday
‘ 3:30 PM - Turtles {Learmers Pool) Brian Roberts (1 Students) |
=
Brian Roberts o33 % g
e @ Pauls Schwass 5 1m Rabyn Schwass I B
‘ 230 PM - Jellyfish (Main Pool)  David Smith (1 Students) |
David Smith 23S 2 2
Jarmes Wilson 4_1m Mary Wilson e e e e e e e o 2
‘ 3:30 PM - Penguin (Main Pool)  Barbara Smith (2 Students) |
Barbara Smith 28 s g g
& Geargia Taylor &_10m Martha Taylor - - = - = = = = - 14
Harry Willlams 4_8m Malealm 'Willia 1
3:45 PM - Seals {Main Pool)  Tao Be Advised (4 Students) |
To Be Advised 288 3 2
Craig King H_8m Mathan King = = = = = = = = = @
% Hamish MeDougal  B_11m Mary McDougal I T
# O Jack MoArthur 8 7m Andraw Medrthu - - - -4 - - - - - @
== Paul Fairbrother B om Mark Fairbrath - - = = - - - - - @8

5. The Message dialog will be displayed on your screen.
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Message

Do you want to print the Supervisar list?

| Mo | | Yes |

6. Click Yes to print the report or No to return to your original screen without
printing or emailing.

Printing the Class Grid
1. Ensure the Swim School Diary is displayed on your screen.
2. Select the required Day, Block and Year at the top of the diary screen.
3. Select Class Grid from the Print menu.

2 splash - 5 =
Fle Edit View Disy Scripts Print Tools

o b | Listef >
A SWim Sc  summayor '

Splash Chart Showing b

Today's Date: 9/2/2018 P &5

Login New User

Specity Monday

Turtles @ 9:30 AM on Wednesday with Brian Roberts

class Al — Bookings | Wating List Achievements

H Q sessionID | 3569 ClassID| TUR Instructor | BR | Brian Roberts

Time Class Instructor = Class Name Turtles Telephone:
R 330PM Turties R 1 7 | - s Comments
R 330PM Penguin BS 2 4 n
Location  Leamers Pool -

= S0EML .. alivsh £ i - . StartDate  7/2/2018 EndDate  28/2/2018
R 400PM  Turtles BR 17 ] Shit_Yerng g %
R 500Pu Penguin Bs 2 4 || -
R 400PU  Jellyish bs 3 |
R 430PM Turties R M2 & ||
Qg30PM Penguin 8BS 1 s n
R 430PU Jellyish DS 105 ||
R 420 . o
R 500PU  Turtles BR 17 o
R 500Pu - Penguin Bs 0 s o
R 500P1  Jellyfish DS 15 o
s g ]
R530PM  Turtles BR 0 8 o
Q M Penguin BS 0 & n
R 530PU Jellyish DS 15 o

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).

7 Splzsh - o X
© Edit View Inset Formd\ Diary Scripts Tools Window Help
1 1 =
Total B & =] ]
Pages Saveasucel SaveasPDF | Print  Print Setup

Layout: [SSDPRT Class Grid 31__v|  View s Exit Preview Script paused [ Continue |
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Monday Afternoon - Block Feb - 2018

3:30pm 1 7i330pm 15 3:30pm 2 4] 345m 4 0} 4:00pm 1 7} 4:00pm 3 3} 4:00pm FIY
Turtles. Jellyfish Penguin Seals Turtles Jeliyfish Penguin
Paula Schwass (5_1m] £ James Wilson (4_1m) Georgia Taylor (5_9m) | Craig King (9_6m} Billy Jones {5_8m) william Smith (7_11m) Phillip Smith (&_1m)
Harry Williams (4_3m) Hamish MeDougal simon thomas (8_0m) Tony Zelish (5_2m]
(8_11m) debra Patlerson (8_5m)

Jack Modrthur (8_7m)
Paul Fairbrother (8_8m)

BR Learners Pook DS Main Pool, BS Main Pool; TBA Main Pool: BR Learners Pool, DS Main Pool! BS Main Pool
4:30pm 2 6 4:30pm 0 4 4:30pm 1 5 4:30pm 1 5 500pm 17 5:00pm 1 5 5:00pm [
Turtles Seals Jellyfish Penguin Turtles Jellyfish Penguin

Joanne Jones {2_10m)  © No Bookings Jamie watkins (4_10m) | Lucas Smith (5_7m) Peter Willamson (4_0m) | Jamie Anderson (3_6m) | No Bookings

Faula Schwass (5_Tm)
Jason Smith (6_5m) *

BR Learners PooE TBA Main Pool: DS Main Pool: BS Main Pool: BR Learners Fool: DS Main Pool: BS Main Pool
5:15pm 1 3:5:30pm 0 8 5:30pm 1 5 5:30pm 0 &

Seals Turtles Jellyfish Penguin

Zac zimmerman (10_Tm) i No Bookings Corey Momison (4_2m) Mo Bookings

TBA Main Pook BR Learners Pool: DS Main Pool: BS Main Pool:

Frinfed 8/2/18 at 12:48 PM

5. The Print Report dialog will be displayed on your screen.

Print Report

Would you like to print the selected report?

| Cancel || OK |

6. Click OK to print the report or Cancel to return to your original screen without
printing.
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Printing Weekly Booking Statistics

Weekly booking statistics are a series of six pre written reports. Simply enter a start and an
end date and Splash will locate the relevant records and produce the following six reports.

1. Ensure the Swim School Diary is displayed on your screen.

2. Select Weekly Booking Statistics from the Prin

t menu.

27 splash
Flle Edit View Diary Scripts Print Tools

2% o List of »
S8 Swim S¢|  summaryof .
Splash Chart Showing >

Today's Date: 9/2/2018

b e

Class Grid Login New User
- Waiting List ) )
Specity  Monday [2 Turtles @ 9:30 AM on Wednesday with Brian Roberts
Weekly Booking Statistics -
Class All Bookings | Waiting List | Achievements
-5 2 R SessionID | 3509 ClassID TUR Instructor  BR | Brian Raberts @
Time  Class Instructor 8 = Class Name  Turtles PR =
Q 330 &
33070 Tues m i n Class Lavel 2 MoxSie 8 Comments
R330PM  Penguin ES 2 4 n |
Location  Leamers Pool |
R330PM  Jellyfish DS 1 ] » [
& Start Date  7/2/2018 EndDate  28/2/2018
shift Morning e 2 & &
R 400PM  Tutties BR 17 | | E 3 = &
R 400PM  Penguin BS 2 4 n
R 400PH  Jeliyfish DS 3 3 |
R 430PM  Tutties BR M2 ¢ n
R 430PM  Penguin Bs 105 n
R 430PM Jellyfish DS 15 [ ]
Q n
R 500PM Turties ER 1 n
R 500 Penguin BS 0 6 | |
R 500PM Jeliyish s 1 n
Q n
R 530PM  Turties BR 8 n
i M Penguin BS 06 n
R 530PM Jeliyfish DS 1 n

3. The Specify Start and End Dates for Reporting dialog will be displayed on

your screen.

4. Enter the date range for reporting. Dates should be entered as dd/mm/yy.
Splash will use this date range (including the two specified) to locate data for

each report. Click OK.

Specify Start and End Dates for Reporting

Please enter the start date and the end date for the week you
wish to report.

Week Start
3/2na

Week End

@218

5. The Specify Term and Year dialog will be displayed on your screen.

6. Enter the Term/Block and Year to be included in your reporting and click OK.
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Specify Term and Year

Please enter the Term and Year for reporting

Term
[fen]

Year
2018

7. Splash will now locate the relevant records for reporting. The following six
reports will be displayed on your screen.

Report 1 — Summary of Attendance

This report displays the total number of swimmers with a specified attendance code who were
active at the time specified for your report.

9. The Specify Attendance Code dialog will be displayed on your screen.

10.Enter the attendance code you wish to have counted.

Specify Attendance Code

Please specify the attendance code you would like to report
on.

Attendance Code
; |

| Cancel || 0K |

10.1n the example below P has been used to define a student as present for a

lesson. The summary report shows a count of how many P’s were entered
for each date.

11.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).
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Summary of Attendance
Attendance Code : P
Block Feb - 2018
Monday 502 12002 19002 2602
22 0 ] 0 0 0 0 0 0 0 1] 0 0 [
Jellyfish 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Penguin 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Seals 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Turiles 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Tuesday 602 13102 20002 27702 ‘
8 ] 0 ] ] ] 0 ] ] ] ] ] ] ]
Jellyfish ] a ] ] ] Q Q Q Q a Q Q Q
Starfish ] a ] ] ] Q Q Q Q a Q Q Q
‘Wednesday 702 14002 21002 28702 ‘
] 0 ] 0 0 0 0 0 0 0 1] 0 0 [
Penguin 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Turtles 0 [ 0 0 0 [ 0 0 0 a 0 0 0
‘Thumday 1/02 802 1502 22702
14 0 [i] 0 0 0 [i] 0 0 0 1] 0 0 ]
Shrimps Q a Q a a a a a a a a a a
Turtles Q a Q a a a a a a a a a a
‘Friday 202 902 1602 2302 ‘
T 1] 0 1] 1] 1] 0 1] 1] 1] ] 1] 1] [
Jellyfish 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Penguin 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Seals 0 [ 0 0 0 [ 0 0 0 a 0 0 0
Starfish 0 [ 0 0 0 [ 0 0 0 a 0 0 0
/202018 12:52:17 PA Fage 1

12.The Print Report dialog will be displayed on your screen.

Message

Would you like to print the Attendance Summary?

| Cancel ||

rF | |

Print |

13.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 2 - Summary of Bookings

This report displays a count of the number of bookings, exits and catchups which

14.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).
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Summary of Bookings
summary by Weekday Number Number Number
of Bookings of Exits of Catchups
Term: Feb 2018 66 0 0
Monday 22 0 0
Jellyfish T ] 1]
Penguin 5 0 0
Seals 3 1] ]
Turlles 3 i} 0
| Tuesday 8 o 0 |
Jellyfish 4 0 0
Starfish 4 o 0
| Wednesday 9 0 ] |
Penguin T 0 0
Turtles 2 0 0
| Thursday 14 0 0 |
Shrimps [ 0 0
Tuwrtles 8 0
| Friday T 0 0 |
Jellyfish 1 ] 1]
Penguin 3 0 0
Seals 2 1] ]
Starfish 1 i} 0
Sunday [ o 0
Diplphins 1 0
Penguin 2 0 0
Total Reported 66 0 0
PAE018: 12:.53:32 P Pam

15.The Message dialog will be displayed on your screen.

Message

Do you want to print the selected report?

| concet || eoF | [ ennt |

16.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.
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Report 3 — Chart Showing Summary of Bookings

This report shows the same information as displayed in report 2, however it is represented as

a chart.

16.The Produce Summary Report dialog will be displayed on your screen.

17.You may elect to leave this dialog exactly as displayed and simply click the
OK button. OR you may change the format of the report by amending the

selections at Step 1 and Step 2.

7 Produce Summary Report
Edit Teols

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary of Bookings

Step 2: Choosel/Update Report Summary Groups
Group 1 Summarize by Class Mame

Step 3: Enter Report Title
ReportTitle  symmary of Bookings

O

Step 4: produce Report

oK

18.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).
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24
22
20

18

No of Students
e

(=T S )

Summary of Bookings
W Bookings W Catchups W Exits
24
22
20
18
16
14
12
10
8
6
111
2
[ o
Dolphins Jellyfish Penguin Seals Shrimps Starfish Turtles
Summarize by Class Name

19.The Print Report dialog will be displayed on your screen.

Message

Do you want to print the selected report?

| conce || eoF | [ Pt |

20.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 4 — List of Outstanding Balances

This report displays a list of all outstanding accounts for the selected block and year.

21.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

Page 306

User Documentation — Splash V7.0




Bookings - Current Balance of Booking
Balance as at 9/2/2018
Balance
Anderson {David Anderson) 0272222082 $126.00
Jamie : Jellyfish 5:00 PM Mon block Feb 2018 (872.00)
Sally : Shrimps 10:00 AM Thu block Feb 2018 (554.00)

Aplin {Sylvia Aplin) 0272222082 $72.00
Peter : Penguin 5:00 PM Wed block Feb 2018 (§72.00)

Apollo (Martha Apollo) 02722232082 $108.00
Anthony : Turtles 11:00 AM Thy block Feb 2018 (854.00)
Peter : Shrimps 10:00 AM Thu block Feb 2018 (854.00)

Brown | Sam Brown) 02722232082 $72.00
Amanda ; Penguin 3:30 PM Sun block Feb 20718 (8§72.00)

Buchanan (Debbie Buchanan) 0272222082 $144.00
Frederick : Penguin 5:30 PM Sun block Feb 2018 (872.00)
Gareth - Jellyfish 4:00 PM Tue block Feb 2018 (872.00)

Fairbrother (Mark Fairbrother) 0272222082 $72.00
Jonathan : Jellyfish 3:30 PM Tue block Feh 2018 (§72.00)

Hargreaves (Susan Hargreaves) 0272222082 $160.00
Gregary - Starfish 5:00 PM Tue block Feb 2078 (§80.00)
Jegsica - Jellyfish 4:30 PM Tue block Feb 2018 (880.00)

Harper (Edith Harper) 0272222082 $60.00
Robert : Turlles 10:00 AM Thu block Feb 2018 ($60.00)

Hughson (Ngaire Hughson) 0272222082 $126.00
Hayden : Turtles 9:00 AM Wed block Feb 20115 (354.00)
Stephanie  Jellyfish 8:45 AM Fri block Feb 2018 ($72.00)

jessop (Tony Jessop) 04 478 3215 $136.00
peter : Penguin 5700 PM Sun block Feb 20715 (582.00)
William - Turtles 10:30 AM Thu block Feb 20118 (854.00)

Jones (David Jones) 0272222082 $320.80
Billy : Turties 4:00 PM Mon block Feb 2075 ($54.00)
Joanne : Turlles 1100 AM Thu biock Feb 2018 (§54.00)
Joanne : Turfles 4:30 PM Mon block Feb 2018 (854.00)
sam - Dolphins 6:00 PM Sun block Feb 2018 ($80.00)
williagrm : Jellyfish 4:00 PM Mon block Feb 2018 ($78.80)

Kimble (Amanda Kimble) 0272222082 $72.00
Janet : Starfish 5:00 PM Tue block Feb 2018 (§72.00)

King {Nathan King) 02722232082 $144.00
Craig : Seals 3:45 PM Mon block Feb 2018 (§72.00)
David : Penguin 11:00 AM Fri block Feb 2018 (§72.00)

322018 : 12:58:36 PM Page 1

22.The Print Report dialog will be displayed on your screen.

Message

Do you want to print the selected report?

| cancet || eoF | [ pent |

23.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving..
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Report 5 — Summary of New Bookings
This report shows a summary of new bookings that have been received in the date range
specified.

24.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER)l

jr| & Ll

ages Save;Exce\ Save as PDF Print  Page Setup
L FAPRT List Viewas:| = [=]] 5] | (exicprevien ] Script s Paused | Continue |
Summary of Bookings
Summary of New Bookings
Number Number Number
of Bookings of Exits of Catchups
Term: Feb 2018 1 0 0
Friday 1 0 0
Starfish 1 ] ]
Total Reported 1 0 0

25.The Print Report dialog will be displayed on your screen.

Message

Do you want to print the selected report?

| concet || eoF | [ ennt |

26.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.

Report 6- Summary of Exits
This report shows a summary of any bookings that have been terminated within the specified
timeframe.

27.The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

Summary of Bookings
Summary of Exits
Number Number Number
of Bookings of Exits of Catchups
Financial 1 1 0
Other Commitments 1 1 0
Total Reported 2 2 0

28.The Print Report dialog will be displayed on your screen.

Print Report

‘Would you like to print the Summary of Exits?

| concel || eoF | [ ok |

29.Click Print to print the report, PDF to save the report as a PDF or Cancel to
return to your original screen without printing or saving.
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Logging in as a New User

Each user account contains a personalised set of access privileges. At times you may not
have the level of access needed to perform a selected function. If this occurs you can get
another user to login using an alternative account. You do NOT need to exit the Splash
program in order to switch user accounts.

1. Ensure the Swim School Diary is displayed on your screen.

2. Click once on the Login New User button displayed on the right of the blue
stripe.

3. You will be asked to enter your username and password.
Enter the required details and click OK

27 Splash - o X
File Edit View Diary Scripts Print Tools

5% swim School Diary Today's Date: 9/2/2018
Splash

| ( Loain New User >
Specity  Monday ~ Fep |~ 201

Turtles @ 9:30 AM on Wednesday with Brian Roberts

Class Al - Bookings ] Veating List Achievements

o 5 Q sessioniD 3569 Class D TUR Instructor  BR | Brian Roberts
Time Class Instructor z Class Name Turlles Telephone:
Kza0eu Tuses Bl 1 ¥ u Class Level 2 MaxsSize 8 Comments 4
R 320PM  Penguin Bs 2 4 |
Location Learners Pool
X 330eu__Jeiyten =l L StartDate 7212018 EndDate  28/2/2018
R 400PM  Turties B8R 17 | ] Shit| Moming g g
R 400PM  Penguin 8s 2 4 | =
R 500PM Jellyish DS a |
R 430PU  Turtles BR M2 & n
R 430PM Penguin Bs 15 n
R 430PM Jelyisn DS 105 n
@ n
R 500PM Turties BR 17 ]
Qs.00P Penguin 8BS 0 & [ |
R 500PM Jellyish DS 15 n
x | ]
R530PU  Turtles BR 0 & ]
QU M Penguin Bs 0 & n
R530PM  Jellyfish Ds 18 n

Welcome to Splash

Username

Password

Cancel | | oK
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Using Splash Point of Sale

The first section of this guide addresses setting up each area of POS so it is ready for use.

Payment processing is accessed using the green dollar symbol on the top right corner of your
screen. The full point of sale system, however is accessed via the Splash menu on the top
left of your screen. Your user access privileges will define whether you can process a
payment, run reports, enter new products, or order stock. If you have insufficient access to
complete any task, please refer to your system administrator.

Defining Your Point of Sale Location

Your point of sale location determines the interface that will be displayed when you access
the sale entry screen. Splash provides the flexibility to customise the user interface for
multiple locations. The default location when you first begin using Splash is “POS 1”.

Before you can begin using Splash Point of Sale (POS) system you must define your POS
Location.

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Daily Diary icon

K 14! Diary O

3. Select Set My POS Location from the Scripts menu.

Y Splash - o X
File Edcit View Diary | Scripts Print Tools
"WOW8E T SW|  Tum Sharing On or OFt Today's Date: 9/2/2018 p
Splash ; b4
7 Loain New User
Specity  Monday ~ Feb ¥ 2018 Turtles @ 9:30 AM on Wednesday with Brian Roberts
Class Al - Bookings Waiing Lit Achievement s
g Q Session D 3569 ClassID TUR Instructor  BR | Brian Roberts [
Time  Glass Instructor @ Class Name Turies Telephone: L J
I0EM "iRes B 2 u Class Level 2 MaxSize 8 Comments Add W
30PH  Penguin B 2 4 | | sl J
Location Learners Pool
% 330PU_Jelish 2 L StatDate 77212018 EndDate  20/22018 + AddWattst |
E 7212 a ! b Add Watist |
. = Shift Moming g % B % ’
BS | ]
Ds n
BR n
e BS |
R 430P1 Jelfisn Ds 15 |
2 [ ]
R 500PH  Turtles u
R 5:00PM Penguin Bs 0 6 n
R 500PH  Jeliish Ds 15 n
< | ]
R 5:30PM  Turtles n
Q Penguin BS 06 [ |
R 5i30PM Jellfish Ds 15 n

4. The Preferences dialog will be displayed on your screen.
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Preferences ? *

General | Layout | Memory | Plug-Ins | Permitted Hosts
User Interface Options
Allow drag and drop text selection
Show recently opened files: |10
D Enlarge window contents to improve readability

Use Manage Database dialog to create files

Reset dialpgsizes antaositions:
User nape: |POS 1
User Interface Language: | English -

Font smoothing style: Darkest -
Motify me when an update is available

MNotify me when a new version is available

| 0K || Cancel |

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

POS Tools

* Point of Sale
Splash

9 Splash - [m] X
File Edit View Diary Scripts Print Tools
ek swim School Diary Today's Date: 0/212018 <
Splash L R AN
Main Menu
Diary
Point of Sale
- ) =
- Sessions gy =
",‘ Bookings “ §
™ —
Students “ =
": ’; Families “ =
.
/ Documents gy =
e Exit Splash
3. The POS administration screen will be displayed.
9 Splash POS. - a X

Setup Display
Customise the POS interface
=] suppliers

Invento

(5] Price Settings

Orders

= Discounts

sales Entry
Enter a new sale

|: ¥

=] Sales List
Display a list of historic sales.

=] sales Reports
Frint Sales Summary Reports.

(=] Cashsheets

=| Preferences
Define preferences for FOS

Maintain a record of al suppliers of products sold

Define discount buttons for appication within FOS

Display summary of revenue for a specified shift

Define each product offered for sale and assign bution

Define custom price settings based on weekday and time.

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.
For service or helpdesk enauiies please contact
Computerize Limited

barbara@computerize. co.nz

Telephone: +6¢ -6 372 4713
Mobile: +84 - 27 222 2082
Fax: +64-6 372 4714

www computerize.co.nzicontact
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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
b

3. Click once on the icon beside the word Preferences on the left of your screen.

27 Splash POS — o x

POS  Tools

“‘i‘ Point of Sale

Splash

Setup Display
Customise the POS interface

suppliers
Waintain a record of all suppiiers of products sokd

Inventory
"= Defie each procuct offered for sae and assign buton LIMITED

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

For service or helpdesk enquiries please contact

Discounts
E=) Computerize Limited

barbara@computerize.co.nz

Define discount buttons for applcation within POS

Sales Entry
Enter anew sale

Sales List
Display 3 list of historic sales

www.computerize.co.nzicontact
Sales Reports
Print Sales Summary Reports

Cashsheets
— iary of revenus for a spe

Preferences
~ Define oreferences for POS

4. The Point of Sale Preferences will be displayed on your screen

5. Complete your school trading name (it will be displayed on receipts) and your
tax information.

6. Additional information about your Swim School can be updated in the Splash
Preferences for School Details.

2} Splash POS - o X

File Edit View Inset Format Records Scripts Tools Window Help

“‘# Point of Sale - Preferences
Splash

Trading Name | Your Swim School Name Here
Company No. |

Welington TaxPrefix | ABN
Tax Percentage | 10%

ST lo.

Telephone

Email

Price Tties | Retail 2 3 4 5 5 7 i 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 creating a Location you need to

e Define the Location name.

e Define the POS interface (button configuration).
Creating a New Location

It may be easier to consider a location an interface design. Changing information in this
screen will determine;

e which buttons are displayed when you process a payment,
e where the buttons will be positioned, and
e 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.

2 Splash POS - o X
POS  Tools

Jﬂ‘ﬂ * Point of Sale - Setup Display 9 February 2018
Splash

Add Location Delete Location
Filter By Location Name:

POS 1
Location D | LOCOY Button Configuration

POS 1 Button Name Button Colour Column Row

ispiay (5 Bution Display
10 Button Display.
® 15 Button Display.

Back Button @ Yes Clo

b
Ladtadtadtadtadiadiadiadiadtad

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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2] Splash POS - a X
POS

i Point of Sale - Setup Display 9 February 2018

is.lplash
Filter By Location Name: — J_‘}_LB
= - Location D Button Configuration
Location Name Button Name Button Colour __ Column Row

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.

27 Splash POS - o X

PO

.“tv Point of Sale - Setup Display 9 February 2018
Splash
~ad T e
Filter By Location Name:
A
P08 1
= Location ID Button Configuration

Location Name | P05 2 Buton Name

Defaut Display

Back Bution @ Yes ONo

The above configuration would be displayed as follows;

Commen Goggles

8. Define the colour of each POS button by clicking the sample Button Colour.
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9} splash POS

POS Tools

w R Point of Sale - Setup Display 9 February 2018
Splash

da Location Dette Locaton ZIZ

Location D |_LOCD4

Locaton ame [ 052

Defaul Display O 5 Bution Display

~

10 Bution Display

<
%[ % %K

® 15 Bution Display

Back Button ® Yes ONo

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.

Colouring Buttons

Flease Enter a number between 1 to 255

Red
250

Green
65

Blue
150

| Cancel || OK |

10.The colour representing the numbers you have entered will be displayed in
the button configuration list.

11.Repeat steps 7 through 9 until the required buttons have been defined.

12.When you have finished click the Splash Menu button to return to the POS
home screen. Your information is saved as you type.

NB: For a comprehensive list of colours see the RGB Colour Palette (page 392).

Page 316 User Documentation — Splash V7.0



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.

" Point of Sale - Setup Display
Splash

9 February 2018

Filter By Location Name
Al

FOS1 2

Button Configuration

Location D | LOCO1
ocation

T

<
90/92/9€/3¢ (3¢ 3¢ 3¢ (3¢ % ¢

display.

Filter By Location Name:

All

v

POS 1

Updating Location Details

3. Use the list on the left of your screen to click once on the location you wish to

1. Use the Displaying a Location command to ensure the correct location is

displayed on your screen.
2. Update any details as required.

Button Configuration

Button Name B

g
o

H

Common

Passes

Bathers

ARARRNEAD

] | o] o o[ ne | el = < 1|

SRR R RS KA RS RS NS

m

o

9 96/9¢ 3¢/3¢ 3¢ [%¢ 3¢ 3¢ ¢
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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.

Y Splash POS
POS  Tools

“&' Crl Point of Sale - Setup Display 9 February 2018
Splash

T e e
3. You will be asked to confirm you wish to delete the selected Location record.

Delete Location

Are you sure you want to delete the location record for POS 27

| 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.

Creating 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.

2 Splash POS

- a x
POS e
“Ha& " Point of Sale
Splash
[5] Setup Display
[=] Suppliers
Maintain a record of al supplers of products sold
[=] Inventol
Defie each productoffered fo sale and assign buton LIMITED
[=] Price Settings
Define custom price sefings based on weskday and fime Point of Sale - Helpdesk Support
= Orders
) Record surenase order nformaton for all nvrards aseds Shodyoy e sl bl
For service or helpdesk enquiries please contact
[= Discounts Computeres Lined
Define discount buttons for application within POS e S
barbara@computerize. co.nz
= sales Ents
) e ‘ge Telephone: +64-6 372 4713
Wobile: +64 - 27 222 2082
Fax +64-63724714
[= saleslList
Disolay a it of historic sales
Www.computerize.co.nzicontact
[= sales Reports
Prnt Sales Summary Reports
[= cashsheets
Display summary of revenue for a specified shift
[=) Preferences
Define preferences for POS
27 Splash POS - o x
P

9 February 2018

I

Orders.

Date. Ordered B

Status Value

POS Tools
“$d+ Point of Sale - Suppliers
Splash
Filter By Supplier Name: _ Show All
an
L Company Details
Funky Trunks []
Woore Wison Suppier D
Spesdo Company | Funky Trunks
Vorgee A
Suburb
cry
= I Fostcose | |
Contact Person

Ll

Tile  First Name

Last Name

‘Waork Phone

lobie Phone

Fax

Emai

Comments

User Documentation — Splash V7.0

Page 319




4. Click the Add Supplier button displayed in the blue stripe at the top of your
screen to display a blank Supplier form.

5. Complete as many details as possible for the selected supplier.

6. When you have finished in the Supplier module, click the Splash Menu button
to return to the POS home screen. Your information is saved as you type or
when you exit the screen.

NB: Each supplier must be created with a unique ID
Displaying a List of Suppliers

Each record in your supplier module can be displayed in either a form view or as part of a list.
List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Suppliers on the left of your screen.

3. Click once on the List View button displayed in the blue stripe at the top of
your screen.

Y Splash POS — o X
POS  Tools

4‘& ** Point of Sale - Suppliers 9 February 2018

Splash
. . Addsvuuﬁ:v Find Supplier ‘Show All Suppliers. Delete Supplier

4. l ‘ records in the found set will be displayed in the list.

7 Splash POS - a X
File Edit View Insert Format Records Seripts Tools Window Help

S04+ * Point of Sale - Suppliers 9 February 2018

Splash
Eml = N — —

D Company Name Contact Telephone Mobile Email

X ww Moore Wison 04385 9987
@ vor .
R seE e
X T Funky Trunk

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.

27 Splash POS — o pe
POS  Tools

w Point of Sale - Suppliers 9 February 2018
Splash

[ ] ustview AmSuppvewAnSuppvers Dekete Suppler
4. The Search for a Supplier dialog box will be displayed on your screen.

_,/“ Search for a Supplier

Company L

Contact Person L

Address
Suburb
City

State | Post Code A

Telephone L

Mobile |

Email | C.

# cancal =+ 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.

User Documentation — Splash V7.0 Page 321



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.

7 Splash POS
File Edit View Insert Format Records Scripts Teols Window Help

“$% Point of Sale - Suppliers 9 February 2018

Splash
SortBy | Contact -] ListView Add Supplier Find Supplier _ Show Al Dekete Supplier

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
Speedo?

| 0K || 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.

2 Splash POS - a X
POS Tools
Point of Sale
Splash
[=] Setup Display
Customise the POS nterface
[=] suppliers
Tecord of all SUppIers o o
=) Inventory
Define each product offered for sale and assign utton LIMITED
[=] Price Settings
Define custom price settngs based on weskday and fime Point of Sale - Helpdesk Support
0 Orers o et o -
For service or helpdesk enquiries please contact
Discounts Computarne Limtes
Define discount buttons for application within POS S
barbara@computerize.co.nz
SAESEMIY Telephone: <846 372 4713
elephone: +64 -
Enter e new sl Wobile: +64 - 27 222 2082
Fax: +64-63724714
[ salesList
Display a list of historic sakes
www.computerize.co.nzicontact
[=) Ssales Reports
Print Sales Summary Reports
[5] cashsheets
Display summary of revenue for a specified shift
[5] Preferences
Define preferences for POS
2] Splash POS - a X

POS Tools

“$%& Point of Sale - Inventory
Splash

Filter By Product Name:

9 February 2018

P —

Al
Tiex =
P e 12/ | | stock information Stock Name Button Display & Bffrcodes VAl Suppler Reporting Codes.
ippor 11-15
Stock Number euton Disaev) — Barcodes
Fipper 1519 ae Water ST~
Fipper Children's. ez -
Long Description
ool EM:. s0omiwater P>
Freddo Frog
Fruit Box R G B
Gaytime 7L
Gift Voucher Position POS Category Button Button Name .[ Poak Level Min Level Re-Order @
Gins Bathers [ post % Common Waer ld G
YTt L ‘ POS 1 99 MM ok Water @ [
Jet Stream
Kiler python Retail prices  ®TAX OMNOTAX  Tax Rate 10%
Lades Bathers Title Retail 2 3 4 5 [ 7 e 9 10 11 2
——" Price ine 5200
Price ex st 5000 5000 50.00 50.00 5000 5000 5000 5000 50.00 5000 50.00
Mars Bar GsTS. 5018 |\ s0.00 50.00 50.00 s0.00 5000 s0.00 50.00 s0.00 .00 5000 s0.00
Wens Bathers Wargin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Wini Pump Margn S s0E 50.00 $0.00 50.00 000 5000 50.00 50.00 s0.00 5000 5000 5000
Wasie Goggles ssize
[Marps
W Frariin Os 0% Os 0w 05 0% Os
Nestea
Stock Levels Reporting ‘Additional Information
Opai Hirror E—— e < )
Opening Date [ 810212018 | Group | Kiosk ~| Minimum Level [ ]
Paddie For 0 e
4 Opening aty 20 Category | Drinks. v Peak Level [ ]
PopTop. | |
e aty Sot [ N Type LN ReOrderLevel | |
owerade —
a Qty Received [ ] MYOB Code |
v aty on Hand [ 2] On Order [ ]
Seasauid :
Smal Snake
Spice
Swim Nappy . .
Retail Price
Torque g
Reporting
itamin Water
Vorges Jnr
Water
Zoggs Cap
Zoggs Seal Search =
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Creating 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.

2 Splash POS - 8
POS Tools
Jab%+ - Point of Sale - Inventory 9 February 2018
Splash
Add tem Frdtem  ShowAltems  Deklofem O b
Fiter By Product Name:
Al
1Be.id [~] Stock Information Stock Name Button Display & Barcodes. Supplier Reporting Codes
Fipper 11-15 Stock Number (Button Display) e Barcodes
Flioper 15-19 4134 Water 8|~
o W Long Deseriation = -
s E 600l water ‘
Freddo Frog
Fruit Box R B
Funky Trunks costprics [ 5100 ] Openingaty 2 Czso][es] o2 -
Gayiine
Gift Voucher Position  POS Category Button Button Name Peak Level Min Level Re-Order @
Girs Bathers ‘ POS 1 oo Hl cormon Water 8-
loy Twist || ‘ POS1 oo Ml oo Water Ul
Jet Stream
Kler python Retail Prices __©TAX ONOTAX  TaxRate 10%
Ladies Bathers Tee Retai i S 1 £ L £ S = = =
Price o
Lt g GSTS 5018 5000 5000 5000 $0.00 5000 $0.00 5000 50,00 $0.00 5000 50,00
lens Baihers argin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
i Pump Margin § | 5082 5000 5000 5000 50.00 5000 50.00 5000 50.00 50.00 5000 50.00
Missike Gogoles } ::::::::' }
it Frankin | D% Os O% Os O% Os 0% Os O% Os O% Os O% Os O% Os O« Os O% Os O% Os Ox Os
Hestea e Reporting ‘Additional Information
Opal Mirror Opening Dats szz018 Group. Kiosk -~ Minimum Level
Paddle Pop v Otg = category [ Drinks. . PeatLevel
Pop Top aty sold 1 Type v ReOrer Level
Powerade —— i "
pume Gty on Hand 2 n Order
Seasquid
Small Snake
Splce
Swim Nappy
Tie Tac
Toraus
Vision
Vitamin Water
Vorges Jnr
Water
Zoggs Cap
Zoggs Seal Search =

1. Click once on the Splash icon on the top left corner of your screen.
2. Select the POS icon

@ Point of Sale ‘
1. Defining a New Stock Item

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Inventory on the left of your screen.

Y Splash POS. - [u] x
POS  Tools

Wi Point of Sale

Splash

Setup Display

Customise the POS interface

Suppliers

Invento!

Define each product offersd for sale and assign button LIMITED
Price Settings
Define custom price setings based on weskday and time

Point of Sale - Helpdesk Support
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3. Click the Add Item button displayed in the blue stripe at the top of your
screen to display a blank Inventory form.

2 Splash POS - O X
pOS
“* Point of Sale - Inventory 9 February 2018
Splash
Addtem Frdtem  StowAltems  Dektefem Stockiake List P
Filter By Product Name:
‘ :E" M ‘ T e | [ Button Display & Barcodes I Supplier Reporting Codes
2} Splash POS. - o x
pOS
.ﬂi.v ** Point of Sale - Inventory 9 February 2018
Splash
Addtem Fndtem  ShowAlfems  Deletetem Stocktake List S
Filter By Product Name:
i
= =l e r— I r— ro—
g er— s }
Focus Eite =
Freddo Frog
Fruit Box G B
Funky Trunks Cost price [ 7 opening aty (a0 ][ es][anz] =
Gaytime:
Gift Voucher Position POS Category Button Button Name Peak Level Min Level Re-Order @
Girls Bathers ‘ i ® [~
| i
Jet Stream 1 -
Kiler python Retail prices [®. 74X CNOTAX [ Tax Rate 10%
Ladies Bathers Title. Retail 2 3] 4 6 1 d 8] 9/ 10 " 12
——" Price ine I I
Price ex 50.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00
s Fr GsTS s0.00 50.00 50.00 50.00 50.00 s0.00 50.00 50.00 50.00 $0.00 5000 50.00
Mens Bathers 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%
Mini Pump Margin 50.00 $0.00 3000 | $0.00 $0.00 5000 $0.00 $0.00 $0.00 $0.00 50.00 $0.00
sste Goggies } e } !
At Frankin o s Flo Ols  Fle Os  flu s 1o Os  Elw Os  flw s flo Ols  Fle O fo Olg  fly Os  flw Cls
Bestes Stock Levels Reporting ‘Additional Information
:“‘ e Opening Date ! Group 3 B wnmomLevel [ ]
e Pop Opening Oty ] Category o Peak Level C
:::::de aty Sou Tyne L g ReOrcer Level | 1
Qty Received MYOB Code -
fump Qty on Hand On Order
Seasquid
Small Snake
Splice
Swim Nappy
T Tae
Torque
vision
itamin Water
‘Vorgee Inr
‘Water
Zoggs Cap
Zoggs Seal Search I ]

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
102

Colouring Buttens

Red

Please Enter a number between 1 to 255

E

Green

3

Elue

1102

| Cancel | |

OK

6. Enter numbers between 1 and 255 within the fields for Red (R), Green (G)
and Blue (B). See the RGB colour palette (page 392) of this document for a

selection of colours. Click OK.
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7. The button will be displayed as it will appear in the sale entry screen.

Button Display & Barcodes | Suppler | Reporting Codes.

POS Button Display Barcodes

‘ ‘ 941600000854

=) (=)

[Czs0][ es][ 10z]

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 @
| POS1 99 [ common Water 8|~
| POS 1 o9 [ orins Water Gl
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 @
Pos 1 oo M ! common Water @ [~
T Drinks Water Ols
POS 2
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 oo M | conmen Waler & |~
..... e o e
Accessories
Bathers
Canteen
Goggles
Ice Creams.
Misc
Position POS Category Button Button Name Peak Level Min Level Re-Order @
| POS 1 99 [ common water @ -
| POS 1 99 [ ook Water =i
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.
Retail Prices @TAX_ONOTAX  Tax Rate 10%
Title Retail \ 2 3 4 5 [ 7 8 9 10 11 12
Price inc $2.00 )
:-;‘ ES:Q :‘ % 4:;' D: ﬂsgﬂ[;: nsgn[;: ﬂsgﬂlz DSI;I D[:‘;I DS;' DDE: DSIEI D[:: DS;' DDE: ﬂsgﬂlz Dsgﬂ[l%: nsgn[;: DSIEI D[::
Margin $ $0.82 $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 50.00 50.00 50.00 $0.00
Markup %
Markup §
e Os Do Os Ow Os  [O= Os Oe Os O Os  [Hw Os O Os O% Os  [d% Os O Os O Os |

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 Reparting Additional Information
Opening Date 2/02/2018 Group Kiosk hd Minimum Level
Opening Qty 20 < Category Drinks ~ Peak Level
Qty Soid 13. Type : REUTIer TEveT
Qty Received WYOB Code V
Qty on Hand 2 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.

27 Splash POS - [u] x
POS  Tools

Aﬂ‘i Point of Sale - Inventory 12 February 2018
Splash

Add em Find kem Show Alltems. Delete tem Stockiake List

4. All records in the found set will be displayed in the list.

%) splash POS - o x
POS Tools

"o Point of Sale - Inventory 12 February 2018

Splash
BB Group v Detail View Add tem Find tem Show Alltems Delete tem Stockiake List ] ,

[ Stock No_Stock Name Suppier Group Category Type Counted _ System Qty _Variance
Qw0 Girls Bathers Spe. Speedo Bathers v Girs ~  Bathers. v 7 37
Q wm Ladies Bathers SPE Speedo Bathers  Lages ~ Bathers - 4 .
Q403 Boys Bathers T Funky Trunks Bathers - Boys ~ Bathers v 19 19
Q403 Hens Bathers Spe. Spocdo Bathers v Mens v Bathers. v 89 89
Qw3 Gift Voucher Miscelaneous  ~ Voucher  Voucher & &9 69
Q 04t Freddo Frog MW Moore Wisons. Kosk “ Confectonary - v 13 13
Qe Chupa Chups W Moare Wisons. Kiosk ~ Confectonary v - 20 2
X wa Hars Bar MW Moore Wiksons Kiosk ~ Confectionary v ¥ 55 55
Qe Chips W Woore Wisons. Kiosk “ SNACKS v - 9 9
Q wss Tie Tac MW Moore Wiksons Kiosk ~  Confectionary 2 ¥ 8 83
Q050 Sl Snake MW Woore Wison cosk “ Confectonary - v &7 &7
Q082 Pop Top MW Moore Wison Kiosk ~  Drinks v > m ™
X ws3 450mi Coke Product M Moore Wison Kiosk ~ Drinks v i a2 42

4054 Fruit Bax W Moare Wison Kosk v Drinks v ¥ 3 9%

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).

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.

¥ Splash POS - [u] x
POS  Tools

Aﬁ‘i Point of Sale - Inventory 12 February 2018

Splash
List View Add ftem Find ttem Show All tems Delete tem ‘Stocktake List

4. All records in the found set will be displayed in the list.
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%Y Splash POS — [m) x
POS Tools
v A
Jabd# * Point of Sale - Stocktake Listing 12 February 2018
Splash
SortBy | Group 3. Detai View Add tem Find tem Show Al kems Delete tem i » 1
StockNo  Stock Name Suppiier Opening Sola on Hand Varince
X 4032 Girls Bathers Spe Speedo 37 37 [¥)
Qq aom Ladies Bsthers S Speedo 4 4 Q
Qa0 Boys Bathers T Funky Trunks. 19 19 (]
Qo Mens Bathers Spe Speedo 0 s Q
Q  a03s Gift Voucher 63 63 (7]
Qa0 Freddo Frog " Moore Wisons 14 1 13 (7]
Q s0s Chupa Chups WA oore Wisons 2 : Q
Qa4 Mars Bar L Moore Wisons 81 2 59 V)
QU s0us crips WA Moore Wisons 10 e Q
QR 4045 Tic Tac g Moore Wisons. 33 33 (7]
Qom0 Smal Snake WA oore Wison 68 e Q
Q aosz Pop Top e Hoore Wison Ed g (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).

2. Click once on the icon beside the word Inventory on the left of your screen.

3. Click once on the Find button displayed in the blue stripe at the top of your

screen.
) Splash POS - [u] x
POS Tools
w Point of Sale - Inventory 12 February 2018

Splash
ListView Addtem ow Altms Delete e Stocktake List

4. The Search for an Inventory ltem dialog box will be displayed on your

_,'/“ Search for an Inventory Item
StockNo. | @
Stock Name ; O
Long Description § O
Supplier | @
Group | Kiosk
Category
Type
Cost Price © & Opening Qty | &
SellPrics £ O Oty Received
Tax | @ Qty Sok
TaxRate | & | On Order | &
#® cancel 4= New Request | |==Omit Records Constrain Set Extend Set @ Find How

5. Enter the criteria for your find by typing your request in the corresponding
field/s.

6. Click the Find Now button.

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.
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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.

2] Splash POS - o x
POS ool
"“# Point of Sale - Inventory 9 February 2018
Splasi
Add tem Fndtem  ShowAllems  Delelo fem ‘Stocktake Lt ot
Filter By Prodf@#Name:
Al
e [~] BT e Bution Display & Barcodes. | Supplier Reporting Cades
Stock umser (Button Dispiay) T Barcodes
“34 Waler .
z ©
Long Descripion
500m water ‘
Cost Price $1.00 | Opening aty 20 [2so][es][ 1e2]
Position POS Category Button Button Name Peak Level Min Level Re-Order @
[ rost % Bl o= == @
| ‘ POS 1 95 [l oriks Water Gl
Rotail Prioes_ @TAX ONOTAX  TaxRate 10%
Tilo Retal z B ) s ) T s ) 10 11 2
Prioe inc s200
Price ex 182 s0.00 5000 50.00 50.00 5000 s0.00 50.00 s0.00 50.00 5000 50.00
GsTS s0.18 S0.00 $0.00 50.00 S0.00 5000 S0.00 $0.00 S0.00 S0.00 5000 50.00
Wens Bathers Margn % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margn s s062 s0.00 5000 50.00 50.00 50.00 50.00 50.00 50.00 50.00 5000 50.00
| Markup % |
[ Markup § |
T% s 005 w05 %05 Ox0s On 05 0% 05 Ow 0y 0% 05 w0  Ox 05 0% O
Stock Levels Reporting ‘Additional Information
Ol Hirror oo Dok w2201s Group Kosk Winimum Level
Paddie Pop Opening Gty 2 Category | Drinks. Peak Level
Pop Top.
. aty sokt 1@ Type v ReOrcer Level
owerade I 1Y0B Code
o
L Gty on Hand 2 On Order
Sessquid
Smal Snake
Splce
Swim Nappy
T Tac
Toraue
Vision
itamin Water
Vorges Inr
Water
Zoggs Cap
Zoggs SesiSearch =

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.

) Splash POS
POS  Tools

Jﬁh Point of Sale - Inventory 12 February 2018
Splash

[ ] wstview Add tem Find kem Show Al tems| Stocktake List - ]
3. You will be asked to confirm you wish to delete the selected Inventory item.

Delete [tem

Are you sure you want to delete the product record for 4042 -
Chupa Chups?

| 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

e Define the location the price level applies to.

e Define the weekday and timeframe when the price should be applied.

e Update the inventory item to ensure there is a price displayed in the related

Price Level column.

Creating a New Price Level
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the POS icon

© Point of Sale

3. POS administration options will be displayed on your screen.

27 Splash POS
POS  Tools

“"‘ Point of Sale

Splash

Setup Display
Customise the POS interface

suppliers
Maintain a record of all suppliers of products sold

Invento:
£ wach product offered for sale and &

LIMITED

Price Settings
Define custom price settings based on weekday and time

Point of Sale - Helpdesk Support

Orders I
Record purchase order information for allinwards aoods Sheuldyey have

s please contact the author of this database

For service or hel e contact

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.

27 Splash POS
POS  Tools

abdi - Point of Sale - Price Levels 12 February 2018

Splash
New Prie Level GPros Level  Delete Price Level  Show All rice Levels
Locaton | POF Week Day | wedsnesday

WeekDay | Wonday

WeekDay | Saturday

Location | POS 1

Price Level

800 A
End Time 10:00 AM

entered for the selected Price Level.

@TAX (JNOTAX Tax Rate 10%

Retail Prices
Title Raiai » 2 8 10
Price inc $4.00 VS?.GU $3.50
5364 $3.00 $3.50 50.00 50.00 50.00 50.00 $0.00 50.00 50.00
50.36 $0.00 50.00 50.00 $0.00 $0.00 $0.00 50.00 50.00 $0.00
100.00% 100.00% 100.00% 0.00% 0.00% 0.00' 0.00' 0.00 0.00" 0.00'
5364 $3.00 $3.50 50.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00
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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

1 12
$0.00 $0.00
$0.00 $0.00
0.00% 0.00"
$0.00 50.00
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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 - o X

POS  Tools

w'" w4+ Point of Sale - Price Levels 12 February 2018
Splash

New Price Level  Find Price Level  Dejete Price Level  Show Al Price Levels . !

4. The Point of Sale — Price Levels screen will change to find mode (small
magnifying glasses will be displayed in each field.

7 Splash POS - [u] X

POS  Tools

“&‘ id& " Point of Sale - Price Levels 12 February 2018
Splash

New Price Level  Find Price Level  Delete Price Level Show Al Price Levels.

Locaion | POS 1 Week Day | Wedsnesday
1

12:00 A

12:00 A

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.

%Y Splash POS - ° x
POS  Tools

‘ﬁtv 44" Point of Sale - Price Levels 12 February 2018
Splash

MNew PriceLevel  Find Price Leve|  Delete Price Level  Showy AllPrice Levels. . !

3. You will be asked to confirm you wish to delete the selected Price Level
record.

FileMaker Pro *

Permanently delete this ENTIRE record?

l A

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.

2} Splash POS
POS Tools

Ha4 Point of Sale

Splash

Setup Display
Custorise the POS interface

Suppliers
Maintain & record of al Suppliers of products sold

Inventory
Define each product offered for sale and assign button

Price Settings
=l

; and fime

Orders
Record purchase order information for all inwards q0ods

Discd
Dafine 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: 13
Mobile:
Fax:

www.computerize.co.nzicontact

- a x

3. Click the Add Order button displayed in the blue stripe at the top of your
screen to display a blank Order form.
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9 Splash POS. - o
/* Point of Sale - Orders 12 February 2018
Splash
Filter By Supplier Name: e
4042 Chupa Chups 1 -
4050 Small Snake. 20 a
4060 Nestea -3
@

4. Define which supplier the order is being placed with by selecting the supplier
ID from the drop-down menu provided.

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.

2 Splash POS - O X
/* Point of Sale - Orders 12 February 2018
Splash

Filter By Supplier Name: e

A onservas. [ 12022018 onterumser [ 1] Statis
L:::I:::\ = POS 1 Ordered By
%‘I:::Numbw Stock Name Carton Size Order Units. Units Ordered Received UnitEx § TotalEx § g =
4 ups. 1 @
<An5n small SNge 20 a
4060 Nestea @
-3

7. Enter the required number of items in the Units Ordered column.
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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 alist. 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.

27 Splash POS - o X
POS Tools

““V Point of Sale - Orders
Splash

12 February 2018

Add Order Find Order Show All Orders Delete Order

5. All records in the found set will be displayed on your screen.

2} Splash POS - o X
POS Tools

Jﬂiﬂ * Point of Sale - Orders

12 February 2018
Splash

| 7] T — G
Date rder No. Supplier Status Supplier Inv Order Total Ordered By

R 122018

X 1roos

X 1zizois 48 Spesdo Closed s0.00

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.

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.

27 Splash POS - o X
POS Tools

““V Point of Sale - Orders
Splash

] ustvew g Order Find Order
4. The Search for an Order dialog box will be displayed on your screen.

12 February 2018

Show Al Orders Delete Order

g% Search for an Order

Supplier D

Supplier |

Order Date

Order No. |

Ordered By | @

Status |

Stock No Y

Stock Name Y

Qty Ordered |

Qty Received | @

#® cancel

“ New Request

== 0mit Records
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Constrain Set

Extend Set &% Finc Now
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5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.

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.

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.

Jﬁ“ Point of Sale - Orders 12 February 2018
Splash

List View ‘Add Order Find Order ‘Show All Orders. Delete Order
Fitter 8y Supplier Name:

Al Order Number Status. | OPEN
Znzie oren

010218 Closed Ordered By

120118 Closed

Stock Number __ Stock Name Carlon Size __ OrderUnis _ Unis Ordered __ Received UnitEx'$ TotaEx §
anet d
a2

20 20 $0.00

1
60 1 60 ® 50.00
1
1

20 20 $0.00

4050

4060 Nestea 16 18 1. s0.00

(@ o | |= @

Delivery Instructions Subtotal 50.00

Tax s0.00  10%

Total 50.00

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.
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27 Splash POS. - o X
POS Tools
#a6&i ** Point of Sale - Inventory 12 February 2018
Splash
Ut View add tem Find tem Show Al kems Delete tem Stocktake List b
Fiter By ProductName: _ Show All
ch
Chips || [stock information Stock Name | | Button Dispiay & Barcodes. Suppier [ Reporting Codes
Chupa Chups Stock Number (Button Display) T o
Fipper Chidren's 402 Chupa Chups a
Long Description Chupa Chups
Chupa Chups ‘
R G B ‘
Cost price. Opening Qty » ["100][ 255 ][ 200]
Posion  POS Category Button Button Name Poak Lovel Min Level Re-Order @
[ post % Canteen Chupa Chups OB
‘ POS 1 9% Common Chupa Chups ol
ot TAX ONOTAX  TaxRate 10%
i Retal 2 5 10 11 2
E s060
Price ex soss s0.00 s0.00 50.00 s0.00 s0.00 s0.00 50.00 5000 5000 s0.00 50.00
GsTS s0.05 s0.00 S0.00 50.00 $0.00 5000 50.00 50.00 $0.00 5000 s0.00 50.00
argi % 100.00% 000% 0.00% 0.00% 000% 0.00% 0.00% 0.00% 0.00% 0.00% 000% 0.00%
Wargin § soss s0.00 s0.00 s0.00 s0.00 s0.00 s0.00 s0.00 5000 s0.00 s0.00 s0.00
| Markup % |
[iaran s I
I D% Os  [Ow Os O Os  [Ow Os 0w 05 [Ow Os  Jw 05 Ow Os  [O% O O 05 O O
Stock Lovel Reporting rmat
Opening Datt Group. Kiosk
Opening Gty Category | Confectionary
aty Soid Type
aty Received 0 1YOB Code
aty on Hand A 0n Ord o

NB: The Qty Received field in the Inventory item record will be updated when
new stock is received as per the above instructions.

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.

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.

27 Splash POS

- O X
W Point of Sale - Orders 12 February 2018
Splash
] ieivew Aod orger Fndorder  Snow AlOwer{  Dobta Order oo
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 cancelled order for Funky
Trunks?

| 0K | | 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.
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Invalid Request

Stock has been received on this order. You cannot delete an
arder with stock received.
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Creating Discount Buttons

Discount buttons can used to apply preset discounts as either amounts or percentages to
products during the sale process. Discount buttons can only be used with the sale of
products. See the bookings guide for applying a lesson discount.

Defining a Discount Button

1.

of Sale).

Ensure the POS Administration screen is displayed (see Administering Point

2. Click once on the icon beside the word Discounts on the left of your screen.

27 Splash POS
POS Tools

Splash

“#45  Point of Sale

[=] suppliers
Maintain a re

Inventory

Orders

POS

Splash

Setup Display
Custorise the POS iterfacs

Price Settings
Define custom price sefings based on weekday and fime

Discounts
Define discount buttons for application within POS

Enter a new sale

cord of all supplers of products sold

Define each product offered for sale and assign button

LIMITED

Point of Sale - Helpdesk Support

Should you have questions or

contact the author of this databs

- a X

3. Click the Add Discount button displayed in the blue stripe at the top of your
screen to display a blank Discount form.

* Point of Sale - Disco

Filter By Discount Name:
Al
stofr

Wana

Staff Discount

VP

DiscountID | PMO143
Button Name | §1 Off

Catzgory [ Special -]

Oiscount Type [ Doler J
Dotaroft [ 100

Date Begins | 11172007
Date Ends | 3111212088

Button Colour

i a

12 February 2018

ZZREI
Date SalelD  Inventory ftem Amt Applied
&n218 14735 Vo le Goggles §1.00 |2
21104114 14881 10 Sessi 51.00
2004114 14875 S00mi milk §1.00

. The Discount ID will be automatically assigned. Enter a Button Name which
will appear within the sale screen to represent the selected discount.

enter 31/12/99 in the Date Ends field.
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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,
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9. Click the Splash Menu button to complete the entry and return to the POS
home screen.

Displaying a List of Discount Buttons

Each record in your Discount module can be displayed in either the form view or as part of a
list. List view displays all records in the found set.

1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Discounts on the left of your screen.

3. Click once on the List View button displayed in the blue stripe at the top of
your screen.

) Splash POS - o P
POS  Tools

w Point of Sale - Discount Buttons 12 February 2018
Splash

Add Discount Find Discount ~ Show AllDiscounts  Delete Discount

4. All records in the found set will be displayed in the list.

2 splash POS
POS Tools

“‘V Point of Sale - Discount Buttons 12 February 2018
Splash

Detal View ‘Add Discount FindDiscount  Show AllDiscounts  Delete Discount cd__ 4

\ D sumnteme === ] Tiee SR Nas sege B

PUO143  S10ff FOS 1 Special Dollar s1.00 01101707 3112099
PMO1£1  IManagement FOS Management Fercentage 100.00% 01101707 3112089

PMO125  Staff Discount POS 1 Staff Discount Percentage 15.00% 01101107 3112088

L 4 8 8

PMO140 VP POS 1 Valued Customer Percentage 10.00% 01101107 3112099

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.

Y Splash POS
POS  Tools

w Point of Sale - Discount Buttons 12 February 2018
Splash

= mm”m e z"

4. The Search for a Discount Button dialog box will be displayed on your
screen.
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;/ﬁ Search for a Discount Button

Promo 1D

Button Name | G

Location | Q&

Category | A

Discount Type \

Percent Off | O |

Dollar Off | & |

Date Begins |

Date Ends | Q.

Reguested By | Q

Authorised By | ©4

5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Find Now button to complete the find.
Updating Discount Button Details

1. Use the Finding a Discount Button instructions to locate the record you
wish to update.

2. The Discount Button entry form should be displayed on your screen.
3. Update any details as required.

NB: Amending an existing discount button will only affect future use of the
button. All existing transactions will not be affected.

Deleting a Discount Button
Discount Button records can be deleted from within either the entry form or list view.

1. Use the Finding a Discount Button instructions to locate the record you
wish to delete.

A

Ensure the appropriate Discount Button record is displayed on your screen.

w

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.

27 Splash POS. - o P
POS  Tools

‘w" i Point of Sale - Discount Buttons 12 February 2018

Splash
List View ‘Add Discount FindDiscount  Show AlDiscourls  Delete Discount > |

5. You will be asked to confirm you wish to delete the selected record.

Delete Discount

Are you sure you want to delete the discount button for Staff
Discount?

| OK || Cancel |

6. Click OK to delete the record, or Cancel to return to the Discount form without
making any changes.

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.
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1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

2. Click once on the icon beside the word Discounts on the left of your screen.

Use the Finding a Discount instructions to locate the record you wish to
review.

4. Allinstances where the discount button has been used will be displayed
within the portal on the right of tlhe screen.

A Splash POS

POS
7 * Point of Sale - Discount Buttons 12 February 2018
Splash
-
Filter By Discount Name:
Al
10 [~] M Discounts Applied
HManagement P¥od2s! Date Sak D Amt Applied
Staff Discount ST cout ] 302115 14717 s450 [~
ve 2800 | ROSA 4 2706114 14694 5284
2708114 14594 s284
category [ StafrDiscount &
20104714 14575 Nestea 053
B 14668 450mi Coke Product
Discount Type | Percentage ~
—_— 220013 14854 Pop T —s0.50
Percent Of [ 15% | e
D 2209013 14655 Smal Snake 530
Date Ends | 31/12/2099
Requested By | ]
Authorised By

Bution Colour

R G B

Page 342 User Documentation — Splash V7.0



Entering Sales and Processing Payments

Parts of the POS Window

Processing a Sale
Entering a Quick Sale for Products

1.

Ensure the Diary is displayed on your screen.

2. Click the $ button displayed on the top right of the window.

2 Splash - o X
File Edit View Diary Scripts Print Tools v
f ~ 8wim School Diary Today's Date: 8/2/2018 $ \‘\)
Splash
[ — Lodin New User |
Specify  Monday |~ Fen |~ 2018 Seals @ 3:45 PM on Monday with To Be Advised
ciass Al - Bookings | Waiting List Achievements.
Egfs
- I Seea ] 3550 ClassID| SEA Instructor  TBA | To Be Advised
Time  Class Instuctor @ @ £ 2 ClassName | Seals Telephone: 027 2222084
R 330pM ] e
330PM  Turlles BR 1 7 n s vz B Comments
R 3:30PM  Penguin BS 2 4 [ ]
= = Location Main Pool -
330PH Jellyfish DS ]
bl L] StartDate 522018 EndDate | 26/2/2018
Shift Afternoon g8 8 8 8
R g00PH  Tuttles BR + 7 WA g 8 & g
Q ] =
£00PM  Penguin 8s 2 4 o R Craig King 5 $ 4%
R 400PM  Jeliyfish ps 3 : WA 0272222082 Nathan King
=3 i [ |
430PM Tuties BR 2 &6 | @ Hamish McDougal T %
R a30PM Penguin BS 15 WA 0272222082 Mary McDougal
Rg30PM  Jellyfish ps 15 WA @ Jack McArthur 8_7m $p 2
Ru30Pu Seals w o ¢« HE # O 045667834  Andrew Mcrhur
R 500PM  Turtles Br 1 7 WA X Paul Fairbrother 8_om $ %
R 500PM Penguin Bs o s WH = O 0212222082  Mark Fairbrotner
R 500PM Jeliyfish ps 15 WA
R515PM Seals w1 o3 WA
R530PM  Turtles BR oz WN
R 530PM  Penguin Bs o s WH
R530PM  Jeliyfish DS 1 5 WA
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" Splash POS = X

$0S _Tool

Wi Bilance Zero Balnce

3. The POS interface will be displayed on your screen.

4. Use the panel on the top left of the screen to select the category which contains
the button for the item being sold.

‘Common Bathers | Accessorie | Canteen Misc
s
Passes Goggles Drinks

Ice Creams

5. Click once on the product you wish to include in your sale.

‘Chupa Chups|

6. The item you have selected will move across to the Sale Item box

27 Splash POS - o X
POS Tools

‘With Balance Zero Balance

User Member

Earbar smith
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Invoice # 147352
POS 1

shift: 2842

7. If you are selling multiple items of the same product click the Clr button, then
select the actual quantity being sold.

8. Repeat steps 4 through 7 until all products have been define for the sale.

9. As you enter additional items they will move further down the scree within the sale

items area of the screen.

Invoice # 147352

10.When all items have been defined, click the END button.

11.You will be asked to define the payment method for the selected
sale. Choose EftPOS or Cash to complete the sale and return to the POS screen.
Click Cancel to export the dialog box without completing the sale.

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.

7. Ensure the Diary is displayed on your screen.
8. Click the $ displayed in the row for the booking you wish to pay.

Y Splash — o X
File Edit View Diary Scripts Print Tools

#a6&+ * swim School Diary Today's Date: 12/2/2018 b ¢
Splash N
| Loain New User
Specity  Monday ~ | [Fen [5 201 Seals @ 3:45 PM on Monday with To Be Advised
Class Al - Bookings I Wiating List [ \cnivemen ts
% 3 Class ID
% Session|D 3560 assID SEA Instructor  TBA | To Be Advised
Time  Class = Class Name  Seals Telephone: 022222084
Q330 o
330PM Turtles 7 L} Class level | 6 Maxsizs | 4 Comments 4Add Makeup
QR 330PM Penguin Bs 2 4 |
Location Main Pool ¥
R 330P1 Jellfish DS 15 ]

StatDate 5/2/2018 EndDate  26/212018

Ja - 1m) shift Afternoon & & 2 2
R 400PM  Turtles BR |} 85 & = g
R 400PM  Penguin BS 4 n e p— — v
R g00PU Jellyish DS 2 L} 0272222082 Mathan King o
R 430P0  Turtles M2 o5 u @ Hamish McDougal 8_11m R
R a:30Pu Penguin BS 1 5 ] VE 272222082 Wary WcDougal N
R g30P Jeliyisn s 15 ] R Jack McArthur a_7m EREvS
a B ] ® © 045667204  Andrew McArhur T
Turtles BR 17 u @ Paul Fairbrother 8_9m <
M Penguin B 0 8 u = & 0272222082 MarkFairbrother N
Jellyish Ds 15 n
a e | |
M Tutles BR 0 8 ]
M Penguin BS 06 n
M Jellfisn Ds 15 n

9. The POS interface will be displayed on your screen.

10.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.
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2] Splash POS
POS Tools

Common

Passes

User

< | Accessorie Canteen

Family 1D 23

MCARTHUR (Andrew McArthur)

Lesson With Balance ] Zero Bancs.

Jack MoArthur - Seals - 3:45 PM Mon (Block Feb 2018)
Jack Mearthur
Seals - 3:45 PM bor (Term Jun 2017)

® Percent Disc 10
Jack Merthur
Seals - 3:45 PM Mo (Term Jul 2017)

® Percent Disc 10
Jack Merthur
Seals - 345 Phi Mon (Term Aug 2017)

@® Percent Disc 10
Jack Merthur
Seals - 345 PM Mon (Term Sep 2017)

@® Percent Disc 10
Jack McArthur
Seals - 3:45 PM on (Term Oct 2017)

@® Percent Disc 10
Jack McArthur
Seals - 3.45 PM bon (Block Nov 2017)

Member

®Percent  Disc 10

Andrew McArthur

Jack Mearthur
Seals - 3.45 PM Mon (Block Dec 2017)

® Percent Disc 10
Jack Mearthur
Seals - 3:45 PM Won (Block Jan 2018)

® Percent Disc 10
Melanie McArhur
Penguin - 3:30 PMWed (Block Jan 2018)

@® Percent Disc 10
Melanie Wearthur
Penguin - 3:30 PMWed (Block Feb 2018)

@® Percent Disc 10

$54.00

$90.00

$72.00

$72.00

§72.00

§72.00

§54.00

$54.00

$72.00

§72.00

Entering a Sale for a Combination of Bookings and Products

11.Select additional bookings or amend the payment amount of the existing item.

12.When all items for the sale have been selected, click the END or
NEXT button to complete the sale.

1. Ensure the Diary is displayed on your screen. 3
2. Click the $ button displayed on the top right of the window.

Common

Passes

27 Splash POS
POS Tools

s  Accessorie Canteen

Chupa Chups|

User

barbara smith

B Family ID

Drinks. With Balance Zero Balance

Ice

Member

3. The POS interface will be displayed on your screen.
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4. Click once within the Family ID field on the right of the screen.

- [m] x

Family 1D

With Balance Zero Balance

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

~ ~
«b Selecta Family

Enter all or part of the family name to display fewer records. )
Select the family name from the list below “ Fiter.

Smith Unknown 0272222082 -
Smith Bridget 0272222082 1243 Any Street, Wellington

Smith Barbara 0272222082 84 Erlestoke Crescent, Churton Park, Welington 4001 Jacob, Sam, Nicholas, Lucas

Smith Daniel 272222082 69 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john

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.

) splash POS - o x
P03 Tools
Family D 2
SMITH (Barbara Smith)
Wih Balance ] Zero Balance

Jacob (Jake) Smith 57380

Penguin - 330 PM Mon (Block Aug 2017)

® Percent Disc 10

Lucas Smith 57200

Penguin - 4:30 PM Mon (Term Aug 2017)

® Percent Disc 10

Nicholas Smith §7425
Turtles - 11:00 AM Thu (Term Aug 2017)

@® Percent Disc 1

JaceD (Jake) Smith $73.80
Penguin - 3:30 PM Mon (Block Sep 2017)

® Percent Disc 10

Lucas Smith 572,00
Penguin - 4:30 PM Mon (Term Sep 2017)

® Percant Disc 10
Micholas Smith 59,40
Turtles - 11:00 AW Thu (Term Sep 2017)
Member
® Percent Disc 1
Barbara Smith Jacob (Jake) Smith $73.80

Penguin - 3:30 PM Mon (Block Oct 2017)

® Percent Disc 10

Lucas Smith 57200
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Hicholas Smith $59.40
Turtles - 1100 AM Thu (Term Oct 2017)

® Percent Disc 1

Jacob (Jake) Smith 64,50
Penguin - 3:30 PM Mon (Block Nov 2017)

® Percent Disc 10

Lucas Smith $69.50

Banruiin - A3 DI Lian (Bick N 90171

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.
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[ Lesson
1 Nicholas Smith - Turtles - 11:00 AM Thu (Term Sep 2017} @ $59.40 ea.
$59.40

[ oo | [

1 Jaceb (Jzke} Smith - Penguin - 3:30 PM Mon (Block Aug 2017) $73.80 [

1 Lucas Smith - Penguin - 4:30 PM Mon (Term Aug 2017) £72.00

1 Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017) 574.25

1 Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017) £72.00

10.When all bookings have been added, use the left panel of the screen to select
the products which need to be added.

11.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 Misc
s
Passes Goggles Drinks

Ice Creams

_ 12.Click once on the product you wish to include in your sale.

13.The item you have selected will move across to the top of the Sale ltem box

[ ]
1 G00miwater @  s200ea
$2.00

N L]

14.Repeat steps 10 through 12 until all products have been define for the sale.
15.When all items have been selected, click the END button.

16.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.

9 Splash POS
POS Tools

Vit Balance Zero Balance.

User Member

barbara smith

3. The POS interface will be displayed on your screen.
4. Click once in the Family ID field on the right of the screen.

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

)
. b Selecta Family

Enter all or part of the family name to display fewer records.

Select the family name from the list below... “ Fiter:
Smith Unknown 0272222082 -
Smith Bridget 0272222082 1243 Any Street, Wellington

Smith Barbara 272222082 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, Lucas

Smith Daniel 0272222082 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john

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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7 Splash POS. - o X
POS Tools

(l FamiyiD 2

Common  Bathers

SMITH (Barbara Smith)

passes [ rinks. Lesson With Balance | Zero Balance.
Nicholas Smith - Turties - 11:00 AM Thu (Term Sep 2017) $59.40 ea.
459.40 Jacob (Jake) Smith 57380
0 Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block Aug 2017) =1
Lucas Smith - Penguin - 4:30 PM Man (Term Aug 2017)
Nichelas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith 87380

Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017} Penguin - 3:30 PM Mon (Block Oct 2017)

® Percent Disc 10

Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith §59.40
Turtles - 11:00 AM Thu (Term Gct 2017)

® Percent Disc 1
Jacob (Jake) Smith 6450
Penguin - 3:30 PM Mon (Block Nov 2017)
Member
® Percent Disc 10
BTSN Lucas Smith §69.50

Penguin - 4:30 P Mon (Block Nev 2017)

® Percent Disc 10

Nicholas Smith 55995
Turtles - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1

Jacob (Jake) Smith 88950
Penguin - :00 PM Mon (Block Nov 2017)

® Percent Disc 10

Jacob (Jake) Smith $65.35
Penguin - 3:30 PM Mon (Block Dec 2017)

@® Percent Disc 10

Jacob (Jake) Smith §85.35
B A0 BLE Wian (Biark Dar 50171

8. Click once on the booking you wish to process a payment for. The booking
details will be copied to the sale item area of the screen.

9. Repeat step 8 until all bookings have been defined for the sale.
15.When all bookings and products have been defined for the sale, -
click the Next button to define the method of payment.

16.The End Sale dialog will be displayed on your screen.

800 Splash POS

Invoice # 147177
POS 1
2842

Missile Goggles.
30

Date 3/02/2015
Time 1:31:44 PM
Sam Brown

$30.00 |- |

Cella Brown - Turties - 9:30 AM Tue (Term 1 2014)

Total

$135.00

Celia Brown - Turtles - 9:00 AM Sun (Term 2 2014)

$259.50

$94.50

Change

$0:00

CREDIT
CASH EFTPOS CARD

GIFT
VOUCHER CHEQUE

INTERNET MENT

PROMO

DIRECT SESSION
PASS

DEBIT JOURNAL

17.Choose the payment method by clicking the appropriate payment buttons on

the left of your screen.

Total : $259.50

9 [ Back]
:E
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CASH

GIFT
VOUCHER

CHEQUE

MANAGE-

INTERNET MENT

DIRECT SESSION
DEBIT PASS

18.Payments may be split across multiple payment types. Simply select the
required method of payment and update the amount being paid for each
selection.

DEL CreditCard 2842 $200.00
DEL (Cash 2842 151.45
DEL

19.To complete the sale, click the End button.

An item may be deleted from the sale while it is displayed at the top of the sale item screen.
If the item you wish to remove is not displayed at the top of the list, simply click on it to return
it to the top. An item cannot be removed from the sale after the sale has been completed.

Removing an Item from the Sale

¥ Splash POS -
o o x
POS Tools
Family ID 2
SMITH (Barbara Smith)
With Balance | Zero Balznce
@ $5940¢a
$59.40 Jacob (Jake) Smith 57380
0 Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
facob (Jake) Smith - Penguin - 2:30 PM Men (Block Aug 2017)
Lucas Smith - Penguin - 4:30 PM Mon (Term Aug 2017}
Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith 573.80

Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017) Penguin - 3:30 PM Mon (Block Gct 2017)

® Percent Disc 10

Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith $59.40
Turtles - 11:00 AM Thu (Term Oct 2017)

® Percent Disc 1

Jacob (Jake) Smith 56450
Penguin - 3:30 PM Mon (Block Nov 2017)

Member

® Percent Disc 10
T S Lucas Smith 56950
Penguin - 4:30 PM Mon (Biock Nov 2017)

® Percent Disc 10

Nicholas Smith 55995
Turtles - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1

Jacob (Jake) Smith 8950
Penguin - 4:00 PM Mon (Block Nov 2017)

® Percent Disc 10

$351.45 Jacob (Jake) Smith §55.35
Penguin - 3:30 PM Mon (Block Dec 2017)
@® Percent Disc 10
Jacon (Jake) Smith §55.35
Baneain - 400 DU Wian (Binrk Nar 2047}

1. Ensure the item you wish to remove is displayed in the sale item area at the
top of the screen.

If the item is not displayed at the top of the list, simply click the required item.—
3. Click the Del button
4. Complete your sale by clicking the End or Next button.
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Discounting a Sale ltem it
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 product you wish to sell.

o~ 0D~

A discount can be applied to an item while it is displayed at the top of the sale
item list.

6. Click the Discount box at the right of the sale item screen to display the Staff
Discount screen.

STAFF DISCOUNT POS 1

STAFF Itgm Namg .
DISCOUNT Vorgee Missile Goggles

VIP Quantity
1
Item Price/Payment Amount
MAMAGEMENT $30.00
Admend Price
$29.00

Amount Applied (per item)
$1.00

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 Vorgee Missile Goggles @ $29.00 ea.|
$29.00
—> p4

10.Complete your sale by clicking the End or Next button.
NB: A history of all discounts is recorded in the Discounts area of Splash POS.
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Applying a Part Payment to a Booking

Part payments are only available for bookings. Products must be paid in full at the time of

purchase.

Page 354

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.

o~ Db

A part payment can only be defined while the booking appears in the sale
item area at the top of the list.

6. Click the unit price written in black.
—

[ Lesson ] -
1 Phillip Smith - Penguin - 4:00 PM Men (Term Jun 2017} $54.00 23
$54.00

[ oo | 0

7. The Part Payment of Booking dialog will be displayed on your screen.
8. Enter the amount of the payment you would like to apply and click OK.

Part Payment of Bocking

Please specify the amount of the part payment.

Payment Amount
25 |

| Cancel || OK |

9. The booking will be displayed with a revised unit price..
—

[ Lesson | X
1 Phillip Smith - Penguin - 4:00 PM Men (Term Jun 2017) $25.00ea

$25.00

[ ool | [

10.Repeat steps 4 through 9 until all relevant bookings have been selected.
11.Complete your sale by clicking the End or Next button.

NB: The above command does not reduce the price of the initial booking, it
simply applies a part payment to the outstanding balance.
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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.

27 Splash POS - a X
POS  Tools

Splash

=] Setup Display
Customise the POS interface

suppliers
Maintain & record of all suppliers of products sold

Inventory
= Define each product otered for sale and assign button LIMITED

[=] Price settings

Define custom price settings based on weekday and time. Point of Sale - Helpdesk Support
=| Orders
o e e 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 wihin POS A i o ol
sales Entry
T sak

Telephone: +64-6 372 4713
Lobie: +64 - 27 722 2082
Fax; +64-63724714

[ saleslList

Display a list of historic sales.

www.computerize co.nzicontact
Sales Reports
Print Sales Summary Reports.

(il

Cashsheets
Display summary of revenu for & specified shift

[=) Preferences
Define preferences for POS

3. Alist of sales will be displayed on your screen.

2 Splash POS. - o X
POS Tools
Point of Sale - Sales List 12 February 2018
Splash

SortBy | Sale -] R

Date Sae FamiyD__Famiy temTotal _ Sele Toal Tox Recept __ AmiPaid__ Payment Type Shit_Locaton__Ended |
QX 2smr2es 401PN 147323 15 THOMSON (Antheny Thomson) $85.00 $85.00 $0.00 B $85.00 Cash 2842 POS1 x|
Q 2850112018 402PM 147324 2 SMITH (Barbara Smith) $125.00 $125.00 seo0 B $12500  Efipos 2842 POS1 x|
E24 250172018 403PM 147325 21 WILLIANS (Malcolm Williams) 575.00 575.00 seoo [B 7500 Eftpos 2842 POS1 x|
X 250172018 403PM 147326 $0.00 $0.00 2842 POS1 ()
Q 2850112018 410PM 147327 2 SMITH (Barbara Smith) $0.00 $0.00 seo0 B $0.00  Journal 2842 POS1 x|
g 250172018 4:10PM 147328 15 THOMSON (Anthony Thomson) 50.00 50.00 soo0 [ 5000  Journal 2842 POS1 bd
X 250172018 40PN 147329 2 WILLIAMS (Malcolm Wiliams) $0.00 $0.00 $0.00 $0.00  Journal 2842 POS1 X
Q 251012018 410PM 147330 2 SMITH (Barbara Smith) $0.00 $0.00 $0.00 $0.00  Journal 2842 POS1 x
X 0200212018 03PN 147331 20 WMCDOUGAL (Mary McDougal) $72.00 $72.00 soo0 [# $7200  Cash 2842 POS1 x
Q 0200212018 403PM 147332 $0.00 E 50.00 2842 POSH ()
QX 0210212018 404PN 147333 23 MCARTHUR (Andrew McArthur) $50.00 $50.00 $0.00 $50.00 Cash 2842 POS1 x|
{23 0212018 404PM 147334 $0.00 B 50.00 2847 POS1 (]
q 404PM 147335 18 FAIRBROTHER (Mark Fairbrother) $100.00 $100.00 $0.00 E § 00 Cash 2842 POSH 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).

2. Click once on the icon to the left of Sales List on the left of your screen.

3. Click once on the Find Sales button displayed in the blue stripe at the top of
your screen.

2 Splash POS
POS  Tools

4% Point of Sale - Sales List 12 February 2018

Splash
Sort By Sale D ] m»\lsﬂﬁ

4. T\he—Sé'ch for a Sale dialog box will be displayed on your screen.

_'/ﬁ Search for a Sale

Location 3 Date
End Clicked

Family D | &

Contact Name

Sale D 4

Entered By 3

Payment Variation

Payment Date Variation

& cancel 4 New Request | |==Omit Records Constrain Set Extend Set &% Find Now

5. Enter the criteria for your find in the appropriate fields.
6. Click the Find Now button.
7. The result of your find will be displayed in the list view.

NB: The New Request button can be used to define additional find criteria (e.g.
Date = 10/4/05 AND Date = 3/4/05).
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Viewing the Content of a Previous Sale

1. Use the Finding a Transaction function to locate the sale record you wish to
view.

27 Splash POS. - o X
POS  Tools
.’ :v ~
"#a6&& - Point of Sale - Sales List 12 February 2018
Splash
Sort By Sale ID v Find Sales Show All Sales e J -
e T Py Famy enToal saeTors Tax Recepl  AmPan PaymentType St Locaton_endea
< e ] zsa;/zm 401PM 147323 15 “THOMSON (Anthony Thomson) $85.00 $85.00 00 [ 58500  Cash 2842 POS1 by
Q [ 25010018 402PM 147328 2 SUITH (Barbara Smith) s12500 s12500 5000 B 12500 Efpos 2862 POS 1 x
Q 2510172018 403PM 147325 21 ‘WILLIAMS (Malcoim Wiliams) $75.00 575.00 $0.00 B $75.00 Eftpos 2842 POS1 X

2. Click the magnifying glass to the left of the transaction you wish to view.

2 Invoice 147324

YOUR SWIM SCHOOL NAME HERE
 Weliington
Telzphons:

ABN

Invoice # : 147324 (POS 1)
25 Jan 2018 4:02:21 PM
Barbara Smith

A Erlestoke Crescent,
Churton Park,
Wellingten £001

Thank you fer your payment for the following items:

Description by Units Total

Nicholss Smith - Turtles - 11:00 AM Thu 1 S5000  $50.00
{Block Jan 2018)
Lucss Smith - Penguin - 4:20 PM Man 1 S7500  S75.00
{Block Jan 2018)

Total Inc GST $125.00

GST Amt s0.00
Payment Method

Eftpos $125.00

3. The selected transaction will be displayed on your screen.

4. Click the Close button to close the dialog without printing, or click the Print
button to print a copy of the receipt.

NB: Receipts may also be viewed and reprinted from the Accounts tab card in
the family file.

Reprinting a Receipt

1. Use the Finding a Transaction function to locate the sale record you wish to
reprint.

27 Splash POS. - o X
POS  Tools
.’ :v - . ~
"#a6&& - Point of Sale - Sales List 12 February 2018
Splash
Eml = Frosaks  Snow Allsas = =
I oae T Py Famy enToal saeTors Tox_Reca  AmPan PaymentType St Locaton_endea
e ] 2810112018 401PM 147323 15 “THOMSON (Anthony Thomson) $85.00 $85.00 00 [ W00 Cash 2842 POS1 by
Q [ zs01m018  402PM 147328 2 SUITH (Barbara Smith) s12500 s12500 5000 [ b Enpos 2862 POS 1 x
Q 2510172018 403PM 147325 21 ‘WILLIAMS (Malcoim Wiliams) $75.00 575.00 $0.00 B $75.00 Eftpos 2842 POS1 X

2. Click the receipt button to the right of the invoice total for the required
transaction.
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YOUR SWIM SCHOOL NAME HERE
, Wellington
Telephene:

ABN:

Invoice # : 147324 (POS 1)
25 Jan 2018 4:02:21 PM
Barbara Smith

6A Erlestoke Crescent,

Churton Park,

Wellington 4001

Thank you for your payment for the following items:

Description Qy  Units Total

Nicholas Smith - Turtles - 11:00 AM Thu 1 $50.00 $50.00
(Block Jan 2018)

Lucas Smith - Penguin - 4:30 PM Mon (Block 1 $75.00 $75.00

Jan 2018)
Total Inc GST §125.00
Payment Method GST Amt $0.00
Efipos $125.00
Message

Do you want to PRINT or EMAIL the client receipt?

| Cancel || Email || Print |

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.

¥ Splash

O X
File Edit View Inset Format Records Teols
oo T System Defaults Today's Date: 12/2/2018 é
Splash :
Swim School Default Settings ‘
Default City For All New Records Documents Bookings. Student Lists. Shifts Public Holidays Custom Reports.

Default Paper Size I =
@ A4 O US Letter Default Paper Size (@ A4 O US Letter

Confirmation and Beminde

Allow Catchup Bookings

Receipts  OAS @ Custom

® Yes No
Set Automatic Rollover of Bookings . LIMITED
®Yes ONo Display Address on Correspondence @ Yes (O No

Display Logo on Correspondence Header  ® Yes O No

Automatically Print Receipts Display Logo on Report Header  ® Yes O No Helpdesk Support

Ask s

NB: Set at Custom for 80mm.
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Deleting a Transaction

Splash POS Payment records cannot be deleted. If you have processed a payment in error,
you should reverse the payment rather than attempt to delete it.

Reversing a Transaction

A reversal is created by creating an identical transaction, however, enter either the amount or
the quantity as a negative rather than a positive value.

1. Ensure the Diary is displayed on your screen.
2. Click the $ button displayed on the top right of the window.

3. Define the amount of the payment to be reversed by
selecting the appropriate products or bookings.

4. If you are returning items to stock, create the reversal by selecting the stock
item and entering a negative number in the Qty field.

5. If you are not returning items to stock but wish to credit an amount for either a
product or a booking simply enter the value of the item as a negative value.

6. To complete the sale, click the Sale or Next button.

NB: Make sure you select the correct payment method — if you are giving cash
back to the client select cash as the payment type.
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Printing Point of Sale Reports

Access to this area of the database is restricted to those with POS setup access. Use this
area of the POS system to generate reports which contain summaries of either products sold
or monies received.

All reports follow the same four step process.
1. Locate the Data for Reporting
2. Choose Report Format
3. Enter Report Title
4. Produce Report

Generating a Report

1. Ensure the POS Administration screen is displayed (see Administering Point

of Sale).
2. Click once on the icon beside the words Sales Reports on the left of your
screen.
Y Splash POS - [u] x
POS  Tools
Sads - Point of Sale
Splash
(=] setup Display
Customise the POS interface
= suppliers
Maintain a record of all suppiiers of products sold
Inventory
~ Define cach product offered for sale and assign button LIMITED
Price
" Define custom price settings based on weskday and time Point of Sale - Helpdesk Su pport
= gﬁ:‘:z’;mhﬁsﬁ s S Should you have questions o comments please contact the author of this database.
Pl tact:
Discounts

Define discount buttons for appication within POS

sales Entry
aie

Sales List
g

sales Reports
Prit Ssles Summary Reports

Cashs|
Display summary of revenue for a specified shift

Preferences
Define preferences for FO3

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

"#k&i " Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report | Sales by Type
Show Detail [¥]

Step 3: enter Report Title
ReportTile  Salss by Typs

ReportDate  May 2014

SR

# 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)

} Locate Report Data ]
POS  Tools

w Point of Sale - Sales Reports Find
Splash

Date Time |

Sales 1D/ Inv No

R
Shift

Location

Description

Product Group

Product Category

Product Type

#® Close 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.

4% Point of Sale - Sales Reports
Splash

Step 1 ! Locate Data for Reporting

Step 2: choose Report Format
Report | Summary by Payment Type
Show Detal | Summary of Transactions

Individual Sales by Payment Type

Totals by Day
Step 3:entd 1o by Week

ReportTitle | Totals by Month
Report Date | Totals by Year

Sales by Location
Sales by Group

Step 4: rro/ EETIT N
S

ales by Category

#® cancel

8. Define whether you wish to show detail in your report. When clicked Show =
Detail will ensure each individual transaction is displayed along with totals
rather than a summary totals for the found items.

‘J4i** Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting #% Find Data

Step 2: chogse Report Format

Repor 1 DAl DY TvPe
Show Detail

3. Enter Report Title
9. Enter the Title you wish to appear on the top of the report.
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10.Enter a report date to appear on the report (optional).

“#adé - Point of Sale - Sales Reports
Splash

Step 1 ! Locate Data for Reporting

Step 2: choose Report Format
Report | Sales by Type
Show Detail § [

Step 3: enter Report Title
Report Title | Sales by Type

Report Date | vear to Date 2013 |

Step 4: ranes e

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.

Y Splash POS — o x
File Edit View Insert Format Records Scripts Tools Window Help
e -
v Total ] =] [l
Pages Save s Excel SaveasPDF | Print  Print Setup
Layout: Sales by Type <] view as: Exit Preview Script paused [ Gontinde. |

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 X

Print: | Records being browsed ~

Printer

Name: Brother HL-4570CDW series ~ Properties...

Status: Ready

Type: Brother HL-4570CDW series

Where: BRNOO1BASSFEEDS

Comment: HL-4570CDW LAN D Print to file
Print range Copies

®al Mumber of copies: 1

Orages  from: to: l:l

_LH_Z’E_Z"E Collate
Mumber pages from:

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 - Year to Date 2018

Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $801.35 $0.00 $502.40 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00
17/01/2018 $0.00 $0.00 $0.00  $302.40 £0.00 £0.00 £0.00 £0.00 £0.00 $0.00
25/01/2018 $0.00 $85.00 $0.00 $0.00  $200.00 £0.00 £0.00 £0.00 £0.00 $0.00
2/02/2018 $0.00 $222.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8/02/2018 $0.00  $258.70 $0.00  $200.00 £0.00 £0.00 £0.00 £0.00 £0.00 $0.00
9/02/2018 40,00 $17.90 $0.00 $0,00 40,00 40,00 40,00 40,00 40,00 40,00
12/02/2018 $0,00 $217.75 $0.00 $0,00 40,00 40,00 40,00 40,00 40,00 40,00
Grand Totals 40,00 $801,35 40,00 $502.40  $200.00 40,00 40,00 40,00 40,00 $0.00
With Detail

Summary by Payment Type - Year to Date 2018
Account Cash Cheque CreditCard Eftpos Internet Mgment Preme Voucher Other
POS 1 $0.00 $716.35 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00 %$0.00 $0.00
2/02/2018 $0.00  $222.00 $0.00 $0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
14733 Mary McDougal $0.00 $72.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14733 Andrew McArthur $0.00 $50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14733 Mark Fairbrather $0.00 $100.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8/02/2018 40,00  $258.70 40,00 $200,00 40,00 $0,00 $0,00 40,00 40,00 $0,00
14735 Cash Sale $0.00 £4.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Cash Sale $0.00 $15.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Barbara Smith $0.00  $151.45 $0.00  $200.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14735 Daniel Smith $0.00 $83.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 F0.00 $0.00
9/02/2018 $0.00 $17.90 $0.00 $0.00 £0.00 £0.00 £0.00 £0.00 £0.00 £0.00
14735 Cash Sale $0.00 £2.50 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Cash Sale $0.00 £2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14736 Cash Sale $0.00 $2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14736 Cash Sale $0.00 $4.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 F0.00 $0.00
14736 Cash Sale $0.00 £3.80 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14736 Cash Sale $0.00 £3.60 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
12/02/2018 $0.00 $217.75 $0.00 $0.00 0,00 $0.00 $0.00 $0.00 $0.00 $0.00
14737 Barbara Smith $0.00  $217.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Grand Totals 40,00 $716,35 40,00 $200.00 40,00 40,00 40,00 40,00 $0,00 40,00

Pg.

Printed at 15012 on Wednesday, 14 February 2018
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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 Iterns Paid For Invoice Total
17 January 2018
POS 1 $302.40 $302.40 $302.40
Transaction Balanced $302.40 330240 $302.40
Cashsheet Total $302 .40 5302 40 $302 40
With Detail
Summary of Transactions
Payments Received Iterns Paid For Invoice Total
08 February 2018
POS 1 $458.70 5458 70 $458 70
Transaction Balanced F458.70 3458.70 F458.70
872/2018 2:54 PM 147338 Cash Sale 50.00 50.00 50.00
87242018 2:56 PM 147339 Cash Sale $0.00 50.00 50.00
8212018 2:58 PM 147340 Gash Sale 50.00 50.00 $0.00
872/2018 2:58 PM 147341 Cash Sale 50.00 50.00
872/2018 2:58 PM 147342 Cash Sale 50.00 50.00
872/2018 2:59 PM 147343 Cash Sale 50.00 50.00 50.00
&72/2018 3:00 PM 147344 Cash Sale 50.00 50.00 50.00
872/2018 3:00 PM 147345 Cash Sale §0.00 50.00 £0.00
87212018 3:01 PM 147346 Gash Sale 50.00 50.00 50.00
&72/2018 3:03 PM 147347 Cash Sale 50.00 50.00 50.00
&72/2018 3:03 PM 147348 Cash Sale 50.00 50.00 50.00
872/2018 3:23 PM 147349 Cash Sale 50.00 50.00 50.00
872/2018 3:29 PM 147350 Cash Sale 54.50 54.50 $4.50
82/2018 3:29 PM 147351 Cash Sale §0.00 50.00
8212018 3:33 PM 147352 Gash Sale 519.75 §19.75 §19.75
872/2018 3:49 PM 147353 Barbara Smith $351.45 5351.45 $351.45
872/2018 3:49 PM 147354 Cash Sale 50.00 50.00
872/2018 3:57 PM 147355 Daniel Smith $83.00 $83.00 58300
22018 11:15 AM 147356 Cash Sale $0.00 50.00
Cashsheet Total $458.70 $458.70 345870
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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

Wednesday, 14 February 2018 F502.85
CASH $201.65
CREDITCARD $167.90
EFTPOS $223.30
ToTaL PAYMENTS REPORTED $592.85
With Detail

Individual Sales by Payment Type
Wednesday, 14 February 2018 1502 B5
CASH $201.65
316 PM 147375 Anthony Thomson F159.85
316 PM 147376 Cash Sale 341.70
CREDITCARD $167.90
15 PM 147373 Raobyn Schwass F167.80
EFTPOS $223.20
3168 PM 147374 Malcalm Wiliams £168.30
317 PM 147378 Cash Sale 265.00
TotaL Payments REPORTED $592.85
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Totals by Day
This report displays the total sales grouped by date of payment.

Without Detail
Totals By Day
G Tora ke Tora GST
Pos 1 $2.005.80 §16.83
Wednesday, 17 January 2018 5302.40
Thursday, 25 January 2018 $2B85.00
Friday, 02 February 2018 5222.00
Thursday, 08 February 2018 B45E.70 54.33
Friday, 09 February 2018 §17.80 §1.83
Monday, 12 February 2018 5217.73 5013
Wednesday, 14 February 2018 BOB2.85 51299
Total Included in Report 32.005.80 51983
With Detail
Totals By Day
Qirr Toma e Toara GST Tora Ex
Pos 1 §2.006.80 $10.683 $2.076.97
Wednesday, 17 January 2018 $302.40 5302.40
Jacob {Jake} Smith - Penguin - 3:30 PM Mon (Block 1 $82.23 39225
Jacob {Jake} Smith - Penguin - 3:30 PM Mon (Biock 1 $1.35 £1.35
Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 1 £80.00 550.00
Nichaolaz Smith - Turtlez - 11:00 AM Thu (Term Jul 1 £35.40 £55.40
Nichaolaz Smith - Turtlez - 11:00 AM Thu (Term Jun 1 £35.40 £55.40
Thursday, 25 January 2018 5285.00 52B5.00
Jenny Williams - Turtles - 10:30 AM Thu (Block Feb 1 $34.50 £34.50
Jemny Williams - Turtles - 10:30 AM Thu (Black Jan 2 34050 34050
Lucas Smith - Penguin - 4:30 P Mon (Block Feb 1 #1.20 $1.20
Lugaz Smith - Penguin - 4230 P\ Mon (Block Jan 2 §73.80 57380
Nichaolaz Smith - Turtles - 11:00 AM Thu (Block Feb 1 5545 E5.45
Nichaolaz Smith - Turtles - 11:00 AM Thu (Block Jan 2 $44.55 B44.55
Robert Thomazon - Starfish - 5:00 PM Tue {Block Feb 1 $13.00 £13.00
Robert Thomazon - Starfish - 5:00 PM Tue {Block Jan 2 §72.00 £72.00
Friday, 02 February 2018 $222.00 $222.00
Hamizh McDougal - Sealz - 3:45 PM Maon (Block Feb 1 §72.00 572.00
Jack McAritwr - Seals - 3:45 PM Mon (Block Feb 1 3000 $50.00
Faul Fairbrother - Seals - 3:45 PM Mon (Block Feb 1 £100.00 F100.00
Thursday, 08 February 2018 B45E.70 54.83 453,87
Aguastream 1 $12.95 5118 STLTT
Chips 1 £1.90 5017 §1.73
Chupa Chups 2 s1.20 $0.10 $1.10
Cometio 1 5350 5032 5318
Fredddo Frog 1 30.60 005 5055
Jacob {Jake} Smith - Penguin - 3:30 PM Mon (Biock 1 §73.80 E73.80
Lugaz Smith - Penguin - 4:30 P Mon (Term Aug 1 7200 7200
Printed on Wednesday, 14 February 2018 Page 1
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Totals by Week
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Week

Qe Tomas e Tora GST Tora Ex
Pos 1 $2.006.80 516,83 $2.076.97
Week 3 $302.40 $302.40
Week 4 $285.00 $265.00
Week 5 522200 $222.00
Week & 476,80 5.48 5470.14
Week 7 581080 $13.47 §767.43
Total Included in Report $2.005.60 516,83 32.076.97
With Detail
Totals By Week

Cirr Toraw e Tora GST Tora Ex

Pos 1 $2.006.80 $19.63 $2.076.87
Week 3 $302.40 §302.40
Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block 1 §92.25 §92.25

Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block 1 §1.35 §1.35

Lucag Smith - Penguin - 4:30 PM Mon {Term Jul 1 $50.00 $90.00

Nicholaz Smith - Turtles - 11:00 AM Thu (Tem Jul 1 $59.40 §50.40

Nicholaz Smith - Turties - 11:00 AM Thu (Tem Jun 1 §50.40 $55.40

Week 4 5285.00 §265.00
Jenny Williams - Turtles - 10-:30 AM Thu (Block Feb 1 534.50 §34.50

Jenny Williams - Turtles - 10-:30 AM Thu (Block Jan 2 $40.50 $40.50

Lucas Smith - Penguin - 4:30 FM Mon (Block Feb 1 §1.20 §1.20

Lucas Smith - Penguin - 4:30 PM Mon (Block Jan H §73.80 §73.80

Nicholaz Smith - Turtles - 11:00 AM Thu (Block Feb 1 5545 5545

Nicholaz Smith - Turtles - 11:00 AM Thu (Block Jan 2 $44.55 $44.55

Robert Thomson - Starfish - 5:00 PM Tue (Block Feb 1 $13.00 §12.00

Robert Thomson - Starfish - 5:00 PM Tue (Block Jan 2 §72.00 §72.00

Week 5 5222.00 §222.00
Hamizh McDougal - Seals - 3:45 PM Mon (Block Feb 1 §72.00 §72.00

Jack McArthur - Seals - 3:45 PM Mon (Block Feb 1 §50.00 §50.00

Paul Fairbrother - Seals - 3:45 PM Mon (Block Feb 1 5100.00 $100.00

Week & 476,80 5.48 5470.14
600m water H §4.00 50.36 $3.64

Aquastream 1 §12.95 §1.18 $11.77

Chips 1 §1.90 s0.17 §1.73

Chupa Chupz H §1.20 50.10 §1.10

Coffee 1 §4.00 §0.36 §3.64

Cometto 1 §3.50 §0.32 §3.18

Fredddo Frog 1 $0.60 50.05 §0.55

Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block 1 §73.80 §72.80

Printed on Wednesday, 14 February 2012 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

Qe Toma e Tora GET Tova Ex

Pos 1 32.006.80 519.83 $2.076.97
January $567.40 567,40
February $1.500.20 519.83 31.480.57

i Total Included in Report 32.086.80 $16.83 $2.07m8.97

With Detail
Totals By Month

Qv Toma, e Torw GST o Ex

Pos 1 32.008.80 519.83 32.076.87
January $567.40 $567.40
Jacob {Jake} Smith - Penguin - 3:30 PM Mon (Block 1 £92.25 $92.25

Jacob {Jake} Smith - Penguin - 3:30 PM Mon {Block 1 §1.35 §1.35

Jenny Williams - Turties - 10:30 AM Thu (Block Feb 1 534,50 $34.50

Jenny Williams - Turties - 10:30 AM Thu (Block Jan 2 540,50 $40.50

Lucas Smith - Penguin - 4:30 FIM Man (Block Feb 1 §1.20 $1.20

Lucas Smith - Penguin - 4:30 FIM Man (Block Jan 2 £73.80 §73.80

Lucas Smith - Penguin - 4:30 FM Men (Term Jul 1 £50.00 £50.00

Nicholas Smith - Turties - 11:00 AM Thu (Block Feb 1 5545 §5.45

Nicholaz Smith - Turties - 11:00 AM Thu (Block Jan 2 544,55 $44.55

Nichalas Smith - Turties - 11:00 AM Thu (Term Jul 1 £55.40 $55.40

Nicholas Smith - Turties - 11:00 AM Thu (Term Jun 1 £55.40 $55.40

Robert Thomeon - Starfish - 5:00 PM Tue (Block Feb 1 £13.00 $13.00

Robert Thomaon - Starfish - 5:00 PM Tue (Block Jan 2 £72.00 §72.00

February $1.500.20 £10.83 $1.480.57

1

600m| water 3 §6.00 $0.54 §5.46

Aquastream 2 525,90 5236 $23.54

Benjamin Williams - Turties - 10:00 AM Thu ( Term Jur 1 £54.00 $54.00

Caroline Thomson - Shrimps - 9:30 AM Thu (Term Jun 1 £54.00 $54.00

Chips 1 $1.90 5017 §1.73

Chupa Chups 2 §1.20 §0.10 §1.10

GCoffee 2 $8.00 §0.72 §7.28

Cometto 1 $3.50 5032 53.18

Flex 1 515.95 s1.81 s18.14

Freddde Frog 1 5060 50.05 50.55

Fruit Box 1 $1.90 5017 $1.73

Hamizh McDougal - Seals - 3:45 PM Mon (Block Feb 1 £7200 §72.00

Printed on Wednesday, 14 February 2012 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
Qv Toma, Iuc Tora GST Tara, Ex
. Pos 1 $2.37.40 522.51 32.348.38
2017 5274.80 5288 sz7i.ez
2018 32.096.80 §19.83 $2.0m8.97
Total Included in Report 32.371.40 52251 $2.346.98
With Detail
Totals By Year

Qe Tora e Tora GET Tora. Ex

Pos 1 §2.371.40 52251 §2.348.99
207 $274.80 $288 27182
E00m! water 4 £8.00 .72 Er.28

Jake Smith - Penguin - 3:30 PM Mon {Block Nov 4 £8.30 £8.30

Jake Smith - Penguin - 3:30 PM Mon [Term Jun 2017) 2 £534.00 £54.00

Jake Smith - Penguin - 4:00 PM Mon {Block Nov 1 £3.30 £3.30

Jezzica Sinclair - Shrimpz - 10:00 AM Thu (Term Jul 1 $54.00 554.00

Jessica Sinclair - Shimpz - 10:00 AM Thu (Term Jun 1 $54.00 $54.00

Lecas Smith - Penguin - 4:30 PM Mon {Block Nowv 1 £3.30 £3.30

Luecas Smith - Penguin - 4:30 PM Mon (Term Jul 1

Lecas Smith - Penguin - 4:30 PM Mon {Term Jun 1 £534.00 £54.00

Nichalaz Smith - Turtlez - 11:00 AM Thu (Black Nov 1 §3.30 £330

Faula Schwazz - Turtles - 3:30 PM Mon (Term Nov 1 $3.30 $3.30

Water 12 £24.00 E2.T6 £21.84

William Jessop - Turtles - 10:30 AM Thu {Term Nov 3 £5.30 £5.30

2018 $2.085.80 §10.83 §2.0m8.87

1

BO0m! water 3 56.00 50.54 5546

Agquaztream 2 $25.90 $2.36 $23.54

Benjamin Williama - Turties - 10:00 AM Thu (Term Jun 1 £534.00 £54.00

Caroline Thomaon - Shrimps - 3:30 AM Thu (Term Jun 1 £534.00 £54.00

Chips 1 £1.90 17 §1.73

Chupa Chups 2 £1.20 E0.70 £1.10

Coffea 2 58.00 3072 5728

Cometfo 1 $3.30 5032 53.18

Flex 1 £15.95 181 E18.14

Freddde Frog 1 E0.60 £0.05 £0.55

Fruit Box 1 £1.90 17 §1.73

Hamizh McDougal - Seals - 3-45 PM Mon (Block Feb 1 7200 E72.00

Printed on Wednesday, 14 February 2012 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 - Year To Date 2018 Total Sales Total Sales Tota < Total
Sokd Inc 35T Ex G5T GST Sales
PO5S1 79 $1,778.55 $1,769.03 $9.52 99.77%
P05 2 4 $4.00 $4.00 0.23%
Total Sales 23 §1,782.55 $1,773.02 $9.52
With Detail
Sales By Location - Year To Date %911«8 Tatal Sales Tatal Sales Total % Tatal
Sold Ine GST ExGST GST Sales
POS1 79 $1,778.55 $1,769.03 $9.52 99.77%
&00ml water T $14.00 31274 $1.26
Aguastream 1 $12.95 $11.77 $1.18
Chips 1 $1.90 $1.73 3017
Chupa Chups 2 $1.20 $1.10 $0.10
Coffee 1 $4.00 $3.64 $0.36
Cometto 1 $3.50 $3.18 5032
Fredddo Frog 1 $0.60 $0.55 $0.05
Hamish McDougal - Seals - 345 PM 1 §72.00 §72.00
Jack McArthur - Seals - 3:45 PM Man 1 $50.00 $50.00
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $73.80 $73.80
Jacob (Jake) Smith - Penguin - 3:30 PM 1 §92.25 39225
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $1.35 $1.35
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $73.80 §7380
Jake Smith - Penguin - 3:30 PM Mon 4 $8.30 $8.30
Jake Smith - Penguin - 3:30 PM Mon 2 $54.00 $54.00
Jake Smith - Penguin - 4:00 PM Mon 1 $3.30 $3.30
Jenny Williams - Turtles - 10:30 AM Thu 1 $34.50 $34.50
Jenny Williams - Turtles - 10:30 AM Thu 2 $40.50 240.50
Jessica Sinclair - Shrimps - 10:00 AM 1 $54.00 354.00
Jessica Sinclair - Shrimps - 10:00 AM 1 $54.00 $54.00
Lucas Smith - Penguin - 4:30 PM Mon 1 $1.20 $1.20
Pg. 1 Printed at 4:30 PM on Monday, 12 February 2018
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Sales by Group

This report displays a summary of sale items summarised by product group.

sales By Group b Year To Date 20!u§|bel Total Sales Total Sales Total % Total
Sokd Inc GST Ex 35T BST Sales
Goggles 3 $95.95 $92.13 $3.82 5.20%
Kiosk 31 $63.20 $57.50 3570 3.24%
Mot Defined 5 $384.00 $384.00 21.66%
Parent & Child 22 $458.00 $458.00 25.83%
Preschool 21 $696.40 $696.40 39.28%
School Age 1 $85.00 £85.00 4.79%
Total Sales 83 §1,782.55 $1,773.03 $9.52
With Detail
Sales By Group - Year To Date 20]u§m Tatal Sales Total Sales Tatal % Total
Sold Inc GST Ex GST @57 Sales
Goggles 3 $95.95 $92.13 $3.82 5.20%
Aguastream 1 $12.95 $11.77 $1.18
Phillip Smith - Penguin - 4:00 PM Mon 1 $54.00 $54.00
Vorgee Missile Goggles 1 $29.00 $26.36 52,64
Kiosk 3 $63.20 $57.50 $5.70 3.24%
600ml water T $14.00 $12.74 $1.26
Chips 1 $1.90 $1.73 5017
Chupa Chups 2 $1.20 $1.10 30.10
Coffee 1 $4.00 $3.64 $0.36
Cometto 1 $3.50 $3.18 $0.32
Fredddo Frog 1 $0.60 $0.55 50,05
Mars Bar 2 $4.00 $3.64 $0.36
Mippys 375ml Milk 1 $2.50 $2.27 $0.23
Powerade 1 $3.80 $3.45 $0.35
Pump Water 1 $3.60 $3.27 $0.33
Snakes Alive 1 $0.10 $0.09 30.01
Water 12 $24.00 $21.84 32,16
Not Defined 5 $384.00 $384.00 21.66%
Hamish McDougal - Seals - 3:45 PM 1 $72.00 $72.00
Jack McArthur - Seals - 3:45 PM Mon 1 $50.00 $50.00
Lucas Smith - Penguin - 4:30 PM Mon 1 $80.00 $90.00
Lucas Smith - Penguin - 4:30 PM Mon 1 §72.00 §72.00
Pg. 1 Printed at 4:27 PM on Monday, 12 February 2018
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Sales by Type
This report displays a summary of sale items grouped by product type.

Sales By Type - Year To Date 201 ﬁunbe( Tatal Sales Tatal Sales Tatal % Total
Sold Inz GST Ex G5T GST Sales
Goggles 2 341.95 $38.13 $3.82 2.15%
Hot Drinks 1 $4.00 $3.64 $0.36 0.21%
Kiosk 30 $59.20 $53.86 $5.34 3.04%
Lesson 50 $1,677.40 $1,677.40 94.61%
Total Sales 83 $1,782.55 $1,773.03 $9.52
With Detail
Sales By Type - Year To Date 201 ﬁunm Tatal Sales Total Sales Total % Total
Sold Inc GST Ex GST GST Sales
Goggles 2 $41.95 $38.13 $3.82 2.15%
Aguastream 1 $12.95 31177 $1.18
Vergee Missile Goggles 1 $29.00 32636 52.64
Hot Drinks 1 $4.00 $3.64 $0.36 0.21%
Coffee 1 $4.00 $3.64 $0.36
Kiosk 30 $59.20 $53.86 $5.34 3.04%
600ml water 7 $14.00 $12.74 $1.26
Chips 1 $1.90 $1.73 $0.47
Chupa Chups 2 $1.20 $1.10 $0.10
Cometto 1 $3.50 $3.18 $0.32
Fredddo Frog 1 $0.60 $0.55 50.05
Mars Bar 2 $4.00 $3.64 $0.36
Nippys 375ml Milk 1 $2.50 $2.27 $0.23
Powerade 1 $3.80 $3.45 $0.35
Pump Water 1 $3.60 3327 $0.33
Snakes Alive 1 50.10 50.09 50.01
Water 12 $24.00 $21.84 $2.16
Lesson 50 $1,677.40 $1,677.40 94.61%
Hamish MeDougal - Seals - 3:45 PM 1 §72.00 37200
Jack McArthur - Seals - 3:45 PM Maon 1 $50.00 $50.00
Jaceb (Jake) Smith - Penguin - 3:30 PM 1 $73.80 $73.80
Pg. 1 Printed at 4:22 PM on Monday, 12 February 2018
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Sales by Category
This report displays a summary of sale items summarised by product category.

sales By category b Year To Date I@rgv;lts Total Sales Total Sales Total % Total
Sold Inc GST Ex G5T GST Sales
Confectionary [ $5.90 $5.38 $0.52 0.30%
Drinks 23 $51.90 $47.21 $4.69 2.66%
Frozen 1 $3.50 $3.18 $0.32 0.18%
Googles 1 $12.95 $11.77 31.18 0.66%
Lesson 50 £1,677.40 $1,677.40 9461%
SNACKS 1 $1.90 $1.73 3017 0.10%
Vorgee 1 $29.00 $26.36 $2.64 1.49%
Total Sales 83 §1,782.55 $1,773.03 $9.52
With Detail
Sales By category - Year To Date lgrg:;lrs Tatal Sales Tatal Sales Total % Total
Sokd Inc GST Ex GST GST Sales
Confectionary 6 $5.90 $5.38 50.52 0.30%
Chupa Chups 2 $1.20 $1.10 50.10
Fredddo Frog 1 $0.60 $0.55 50.05
Mars Bar 2 $4.00 $3.64 $0.36
Snakes Alive 1 $0.10 $0.09 30.01
Drinks 23 $51.90 $47.21 $4.69 2.66%
G00ml water 7 314.00 $12.74 $1.26
Coffee 1 $4.00 $3.64 $0.36
Mippys 375mil Milk 1 $2.50 $2.27 5023
Powerade 1 $3.80 $3.45 $0.35
Pump Water 1 $3.60 $3.27 $0.33
Water 12 $24.00 $21.84 32,16
Frozen 1 $3.50 $3.18 $0.32 0.18%
Cometto 1 $3.50 $3.18 3032
Googles 1 $12.95 $11.77 $1.18 0.66%
Aguastream 1 $12.95 31177 $1.18
Lesson 50 $1,677.40 $1,677.40 94.61%
Hamish McDougal - Seals - 3:45 PM 1 $72.00 $72.00
Jack McArthur - Seals - 3:45 PM Mon 1 $20.00 $50.00
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $73.80 $73.80
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $82.25 $82.25
Pg. 1 Printed at 4:25 PM on Monday, 12 February 2018
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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.

9 Splash POS.

With Balance Zero Balance

2. Click once on the EoS (End of Shift) button displayed on the lower left of your
screen.

End of Shift

Are you sure you want to complete the End of Shift? Please
ensure all machines have exited the POS screens,

[ ok || chex || cancel |

3. You will be asked whether you want to end the shift or simply check the
takings for the current shift.

Reconcile Shift Totals

Balanced By
Barbara |

4. You will be prompted to enter your name.
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2 Reconcile Shift Totals X
POS Tools
Reconcile Shift Totals
Overview Actual Cash Transactions
ACTUAL Coins
ss 2 $0.10 Total Cash Counted $1,133.00
10's 15 5150 EEIROS Recoiz $535.30
o - zz Credit Card Receipts 68090
s0's 8 $4.00 Cheques
s1's 12 $12.00 Amex Receipts
525 10 $20.00 Counted Total Cash /Receipts 234920
Coin Value $43.00
System Total Cash /Receipts 5234920
ACTUAL Notes
Variance s
s5's 2z $110.00 HOTES 00
s10s 3 $300.00 Widday balence for staff change over,
$20's 24 $480.00
$50's 4 $200.00
$100's $0.00
51,09
Notes Value  $1,080.00 o

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.

" Reconcile Shift Totals X
POS  Tools
Reconcile Shift Totals
Overview Actual Cash Transactions
Other Pavments System Totals in POS | Actual Cash
Accounts Cash 51,133.00 51,133.00
Direct Debit $22.20 EFTPOS $535.30 $535.30
Internet Credit Cards $680.90 $580.90
Journal Cheques
Fromation Amex
Redeemed Gift_Vouchers
Total Cash/EFTPOS 5234520 5234920
Management
Other
Session Pass :
Variance 50.00
T NOTES
otal Other Payments $22.20
Widday balance for staff change over. L
Theoretical Cash / EFTPOS $2.349.20
Total Invoices / Sales 5237140
Done

8. If there is a variance between the system figures and your counted receipts
enter a reason within the Notes field. You cannot proceed without entering a
Note when a variance occurs

9. Click the Done button to save the information and return to the POS Sale
Entry screen.

10.The cashsheet will be printed when you click the Done button.
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Cashsheet for 9/02/2018
Shift : 2842

Closed:
Balanced by: Barbara

POS Totals  Actual Cash on Hand

Cash $1133.00 $1133.00
SFTPOS $535.30 5535.30
CreditCards $680.90 S680.90
Cheques
SubTotalB 5234020 5234820
Till Variance 50,00

Additional Payments
Midday balance for staff change over.

Accounts

Internet

Jourmal

Promotion

Redeemed Gift Vouchers
Management

Other

SubTotalA $22.20

Total Invoices | Sales

52371.40

ACTUAL Coins ACTUAL Notes
5's | 2 $0.10 $5's | 22 £110.00
10's [ 15 $1.50 $10's | 30 $300.00
20's [ 27 $5.40 $20's | 24 $480.00
so's [ § $4.00 $50's 4 $200.00
$1'e [ 13 $12.00 $100's £0.00

$2's [ 10 $20.00

$43.00 $1,090.00
Total Cash Counted  $1,133.00

Total Cheques
Total $1,133.00
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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.

27 Splash POS. - o X
POS  Tools
w Point of Sale - Cashsheet 14 February 2018
Splash
LstView  FindCashshest  Show Al Cashshests -
Filter By Location:
Al LastBalanced at  14/2/18 3:45:01 PM
Wed, 14 Feb 2018 ul Shift 2842 Date 3218 Location  pOS 1 Balanced By Barbara
|| Fri-o9 Feb 2018 Overview ] ‘Actual Casn | Transactions. |
Sun, 27 Apr 2014
Other Payments System Totals in POS | Actual Cash
Get Figures
Accounts Cash $1,133.00 $1,133.00
Direct Debt s2220 E = pant eFTeOS
Internet Credt Cards 580,90
Journal Cheques
Promotion Amex
Redeemed Gift_Vouchers
Total CashIEFTPOS | 5234320 52,349.20
Hanagement
Other
Seeson Poes Variance $0.00

NOTES:
Widday belance for staff change over.

Total Other Payments

Theoretical Cash / EFTPOS

Total Invoices | Sales

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.

Y splash POS = o x
POS  Tools
#d+  Point of Sale - Cashsheet 14 February 2018
Splash
ListView  Find Cashsheet  Show Al Cashshests o
Fitter By Location:
[ an J LastBalanced at | 1472113 3:48.01 Pl
Wed, 14 Feb 2018 I shift  z8s2 Date  gr2/18 Location  pOS 1 Balanced By | Barbara
08 et 2016 ‘ e I G ‘ TR
Sun, 27 Apr 2014
ACTUAL Coins ACTUAL Notes
5 2 $0.10 $5's 2 $110.00
10s 15 $1.50 $10's 30 $300.00
205 7 5540 s20s 2 543000
50's 8 $4.00 $50's 4 $200.00
sts 12 $1200 s100s $0.00
10 s2000
Coin Value $43.00 Notes Value $1,090.00
Total Cash Counted $1,133.00

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.
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" Splash POS
POS Tools

Point of Sale - Cashsheet 14 February 2018
Splash
Frereytosstor S

Al LastBalanced at  14/2/18 3:48:01 PM

Wed, 14 Feb 2018 i Shift 2842 Date  srrs Lecation  pPOS 1 Balanced By  Barbara

i, 08 Fob 2018 Overview ‘Actual Cash Transactons

Sun. 27 Apr 2014
Date Time. Sale ID Family D Family Invoice Total _Payment Type
SomE TR 1470 $0.00 Casi Saie =
802118 3:29PM 147350 $450 Cash Sale
sos  329mu 1473t Cash Sale
802118 3:32PW 147352 51975 Cash Sale
sozs  3aPM  erss 2 SUITH (Barbara Smitn) $35145  Barbara Smin
802118 3:45 P 147354 Cash Sale
wozs  3aoPM 147388 ° SUITH (Daniel Smit) $5300 DanielSmitn
802118 3:57 Pl 147356 Cash Sale
oozs  m13AM  1a73sT 5250 Casn Sale
510218 11:14 AN 147358 5200 Cash Sale
oozs  mtaAm 14730 $0.00 Casn Sale
510218 11:15 AN 147360 5200 Cash Sale
o218 11:15 AM 147361 $0.00 Cash Sale
ooze  m1SAN 147362 cash Sale
o218 11:18 AM 147363 $4.00 Cash Sale
oozt m1BAM 147364 5380 Casn Sale
on21e 11:19 AM 147365 $360 Cash Sale
oozie  1T19AM 14736 5000 Casn Sale
810218 113 PM 147367 $0.00 Cash Sale
oozs  1iaPM 147388 $0.00 Casn Sale
1210218 1:23PM 147369 Cash Sale.
120218 126PM 147370 Cash sale
12102118 1:30 PM 147371 2 SMITH (Barbara Smith) 821775  Barbara Smith
0218 13sPM 14mn2 Cash Sale =
14102118 315PM 147373 72 SCHWASS (Robyn Schwass) $167.90 Robyn Schwass.
1an21e 31sPu e 2 WILLIAUS (iaicolm Wilams) $16620  Malcomm wiiams
14102118 316 PM 147375 15 ‘THOMSON (Anthony Thomson) §159.95 Anthony
14102118 316 PM 147376 $41.70 Cash Sake
10218 316RM 147377 5000 Casn Sale
14102118 316 PM 147378 §55.00 Cash Sale

L] 10z1s  317RM 147379 Cash Sale <]

The final tabcard in the cashsheet displays a list of all transactions entered during the shift.

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.

2 Splash POS
POS Tools

Point of Sale
Splash

a X

=] Setup Display
Customise the FOS interface

Suppliers
Maintain a record of all suppiers of products sold

= Inventory
Define each product offered for sale and assign bution

=] 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 appication within POS.

L

5| sales Entry
Enter a new sale

sales List
Display a list of historic sales

°| sales Reports

=] Cashsheets
Display summary of revenue for a specified shift

Preference:
Define praferences for POS

3. The Point of Sale — Cashsheet Screen will be displayed.

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 Limted

barbara@computarize.co.nz

Telephone: +64 - 6 372 4T13
Mobile: +64 - 27 222 2082
Fax: +64-6 3724714

www.computerize.co.nz/contact

4. Click once on the List View button displayed in the blue stripe at the top of
your screen.
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2
POS Tools

4% Point of Sale - Cashsheet

Splash @
5. A‘ records in the found set will be displayed in the list.

27 Splash POS
POS  Tools

14 February 2018

sw; l' h’ Point of Sale - Cashsheets 1d:February 2018
plas

SortBy | Date -1 Ocail View  Find Cashshect  Show AllCashsheets
[ Date Shf_ Locatien

\\\\\\\\\\

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.

2

POS  Tools

Jﬁ*ﬂ Point of Sale - Cashsheet 14 February 2018
Splash

= e
4. A blank Cashsheet will be displayed on your screen.
5. Enter the criteria for your find in the appropriate field/s.
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.
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' Splash POS
POS Tools

Splash

[Fiter By Lozatior
A

Point of Sale - Cashsheet

Wed, 14 Feb 2018
Fri, 09 Feb 2018
Sun, 27 Apr 2014

14 February 2018
|| Gstvew  Fnocasmsnest showaAlCastshess |
': Last Balanced at  14/2/18 3:48:01 PW
=] Shift 2842 Date apis Location  poOS 1 Balanced By  Barbara
overview ActualCash Transactons
Date Time. Sale ID Family D Famiy Invoice Total _ Payment Type
L] 300 Cash S
80218 3:29 P 147350 5450 Cash Sale
swuiz  320Pu 147351 Cash Sale
80218 3:32 P 147352 51975 Cash Sale
swuiz  vmoPw  1asss 2 SUITH (Barbara Smitn) 535145 Barbara Smin
80218 3:49 P 147354 Cash Sale
swuiz  waoPw  1asss 9 SUITH (Dariel Smih) 5300 Daniel Smin
80218 3:57 Pl 147356 Cash Sale
onuiz  1A3AM 147357 $250 Cash S
90218 11:14 AR 147358 5200 Cash Sale
onuiz  1114AM 147350 $000 Cash Sl
90218 11:15 AR 147360 5200 Cash Sale
oM2/18 11:15 AW 147381 $0.00 Cash Sale
snzis  1AsAM 147362 Cash Sale
oM2/18 11:18 AWM 147363 $4.00 Cash Sale
onis  1118AM 147366 $360 Cash Sake
9218 11:19 AWM 147385 $360 Cash Sale
onis  1119AM 147366 5000 Cash Sake
9/02/18 113 PM 147387 $0.00 Cash Sale
onuiz  t1aPu 14738 $0.00 Cash Sale
120218 1:23 P 147389 Cash Sale
OIE 1P 147370 Casn Sale
120218 1:30 PM 147371 2 SMITH (Barbara Smith) $217.75  Barbara Smith
e 1P 1emn2 Casn Sale
1400218 315 PM 147373 72 SCHWASS (Robyn Schwass) $167.90  Robyn Schwass
1wone 3isPa e 21 WILLIAS (iaicolm Wilams) 516830 isleom Wilams
1400218 316 PM 147375 15 ‘THOMSON (Anthony Thomson) $155.95  Anthony
140218 3116 PM 147376 $41.70  Cash Sale
10218 6P 147377 5000 Cash Sake
140218 3116 PM 147378 $55.00 Cash Sale
H 1e0z1s 3R 147379 Casn Saie

Deleting a Cashsheet Record

4. This screen displays a single line for each transaction, it does not display the
method of payment or the content of each transaction.

Cashsheet records cannot be deleted.
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Printing a Cashsheet

Although the cashsheet is always printed at the time the End of Shift is performed there are
times when you may need to reprint a historic report. This report displays the system total

and actual receipts for a selected date.

1. Use the Finding a Cashsheet function to locate the cashsheet you wish to

print.
2. Click the Print button displayed in the centre of your screen.
¥ Splash POS. - [m) X
POS Tuu
“$d - Point of Sale - Cashsheet 14 February 2018
Splash
S List View Find Cashsheet  Show Al Cashsheets
— it 2g. Date M8 Locat POS 1 Balanced By  Barbara
i Overview Actual Cash Transas ctions.
Amwmmnervamems e — J System Totals in POS | Actual Cash
Direct Debit 52220 [m
Redeemed Gm,v:u’?::‘emr: -
Total Cash | EFTPOS $2,349.20 $2,349.20
Management
Session Pass. o \Variance $0.00
Total Other Payments -
b A I Widday balancs for staff changs over.
Total Invoices / Sales
3. The cashsheet report will be sent directly to the printer..
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Cashsheet for 9/02/2018
Shift : 2842

Closed:
Balanced by: Barbara

POS Totals  Actual Cash on Hand

Cash $1133.00 $1133.00
SFTPOS $535.30 5535.30
CreditCards $680.90 S680.90
Cheques
SubTotalB 5234020 5234820
Till Variance 50,00

Additional Payments
Midday balance for staff change over.

Accounts

Internet

Jourmal

Promotion

Redeemed Gift Vouchers
Management

Other

SubTotalA $22.20

Total Invoices | Sales

52371.40

ACTUAL Coins ACTUAL Notes
5's | 2 $0.10 $5's | 22 £110.00
10's [ 15 $1.50 $10's | 30 $300.00
20's [ 27 $5.40 $20's | 24 $480.00
so's [ § $4.00 $50's 4 $200.00
$1'e [ 13 $12.00 $100's £0.00

$2's [ 10 $20.00

$43.00 $1,090.00
Total Cash Counted  $1,133.00

Total Cheques
Total $1,133.00
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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

204,255,255

204,255,204

204,255,153

204,255,102

204,255,51

204,255,0

204,204,255

204,204,204

204,204,153

204,204,102

204,204,51

204,204,0

153,255,255 | 153,255,204 153,255,153 153,255,102 ' 153,255,51 | 153,255,0

153,204,255 153,204,204
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102,255,255 102,255,204 102,255,153 102,255,102

51,255,255 51,255,204 51,255,153 51,255,102 - -

102,255,51 102,255,0
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