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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

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 Fomilies Format Scripts Print Tools
S Families Today's Date: 17/1/2018 S
Splash N &
Filter By Family Name: [ = 4+ T X g6 (N
Everyone | Active Famity Members Additional Information
Display Family and Child v L2na) ® S Acve
ANDERSON (Jammie, Amelia, Sally) femiyame | S =
APLIN (Paulette, Peter, Susan) Address 89 Roberta Road Q  Jennifer Smith 2.9m  Jelymsn
APOLLO (Anthany, Peter) Tawa X i Smith 5.6m
BEAUCHANP (Anthony) oxcts el Yes: | v Q  Jason Smitn 6.4m  Tutes
BRADLEY (Jared) 1008 okiosus | s |~ T Phillip Smith 6.1m  Penguin
e Primary Contact Telephone
BUCHANAN (Frederick, Garsthy Name | Daniel smith Home 04987 6501
CRANDLEY (Johnny) Relationship Fatner v Work
FAIRBROTHER (onathan, Paul} Email | computerize@tra.co.nz Mobile | 0272222082 v @
HARGREAVES (Gregory, Jessica)
Bookngs Catchups Payments Correspondence Comments Otner Contacts
HUGHSON (Stephanie, Hayden) —— —
JESSOP (William, simon, peter)
[T m————— Q O 1011 Thu 1100 AN Jennifer Smith Jelhish Jan 2018
o @ O aniE  Mon  400PM Phillip Smith Penguin Jan 2018
KIMBLE (Janet) Q 7M207  Thu  11:00 AW Jennifer Smith Jellyfish Dec 2017
KING (David, Craig) Q O 41217 Mon  400PM Philip Smith Penguin Dec 2017
LARSEN (Nicholas) @ O 13117 Mo 500PM Jason Smith Penguin Nov 2017
q 61117 Mon 4:00 PM Phillip Smith Penguin Nov 2017
MCARTHUR (Jack, Melanie) Q 21117 Thu  11:00 AM Jennifer Smith Turtles Nov 2017
MGROUSAL (Hamish, Cameron john) @ © 51017 Thu  11:00AM Jennifer Smith Tuttles o¢ 2017
MORRISON (Gorey) 53 21017 Mon  4:00 PM Phillip Smith Penguin ot 2017
NIGHTINGALE (Sarah, Brendon, Benjamin) Q 710017 Thu  11:00 AM Jennifer Smith Turtles Sep 2017
Q O 4097 Won  400PM Philip Smith Penguin sep 2017
PATTERSON (Sandra, Ann, Gaylene, debra) @ O 7087 Mon  400PM Philip Smith Penguin Aug 2017
PEARSON (stuart) Qq O 30847 Thu 1100 AM Jennifer Smith Turties Aug 2017
PULL (Jonathan) Q © 60717 Thu 11:00AM Jennifer Smith Tutties w217
ROBINSON (Barry, Bridgstie) Q O 3077 Mon  400PM Phillip Smith Penguin w2017
SCHWASS (Paula, Tania) QO sosn7 T 1100AM Jennifer Smith Tutties Jun 2017
SINCLAR (Stuart Jessica) Q O s06M7  Mon  400PM Philip Smith Penguin n 2017
=  Firstswm 5617 Lastswim | 111718 Exit Reason =
SMITH (Jason, Philli, Jennifer, john) - T

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.

% Splash

* Families

Splash

Filter By Family Name:

Everyone [ Active

Display Family and Child =

ANDERSON (Jamie, Amelia, Sally)
APLIN (Paulette, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUGHAMP (Anthony)
BRADLEY (Jared)

BROWN (Mary)

BUCHANAN (Frederick, Gareth)
CRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregary, Jessica)

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)

ROBINSON (Barry, Bridgette)

SCHWASS (Paula, Tania)

SINCLAIR (Stuart, Jessica)

SMITH (Jason, Philip, Jennifer, john)
SOLOMAN (Nathan)

File Edit View Insert Families Format Scripts Print Tools

FamiyD 9
Family Name  Smith
Address 89 Roberta Road

Tawa

Primary Contact
Name  paniel

Relationship Father

Email  computerize @xira.co.nz

Bookings

Total Enrolments (17)

Q 1101118 Thu
B3 2011e Hon
a 71217 Thu
Q 41217 Mon
B3 131117 Men
a 611117 Mon
@ 211117 Thu
Q &10M17 Thu
=3 211017 Hon
a 710917 Thu
Q 410017 Mon
B3 710817 MWon
a 30817 Thu
QO 607H7  Thu
Q 30717 Mon
=3 /0617 Thu
@ 510617 Mon
o First Swim

- o X
Today's Date: 17/1/2018 1 -
v » ¢
L
] Family Wemzers
Status  Active > ‘
£
 Jennifer Smith 2_9m  Jellyfish
 john Smith

o el Yes |~ Q Jason Smith 6.4m  Turlles

2008 e Yea |° Q  Philip Smith 6.1m  Penguin

Telephone
Smith Home | 04 887 6501
- Work
Mabile | 0272222082 ® @

Catchups Payments Gorrespandence Comments Other Contacts
Block/Year
11:00 Al Jennifer Smith Jellyfish Jan 2018
400PM Phillip Smith Penguin Jan 2018
11:00 Al Jennifer Smith Jellish Dec 2017
400PM Phillip Smith Penguin Dec 2017
500PM Jason smith Penguin Nov 2017
400PH Phillip Smith Penguin Nov 2017
11:00 Al Jennifer Smith Turtles Nov 2017
11:00 Al Jennifer Smith Turtles ot 2017
400PM Phillip Smith Penguin ot 2017
11:00 Al Jennifer Smith Turtles Sep 2017
400P1 Phillip Smith Penguin Sep 2017
400PM Phillip Smith Penguin Aug 2007
11:00 A Jennifer Smith Turtles Aug 2007
11:00 Al Jennifer Smith Turtles Jul 2017
400P1 Phillip Smith Penguin 2017
1100 AW Jennifer Smith Turtles dun 2017
400PM Phillip Smith Penguin dun 2017

5i6M7 Last swim 11118 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 Inseit Families Format Scripts Print

Jab&¥ - Families

Splash
Filter By Family Name: Remove Filter
smith [ Active
Display Family and Child 4

SMITH (Jason, Phillip, Jennifer, john)

Tools
TTE R m %X &
FamilyiD 2 Status - Active n/
Family Name Smith
Address 6A Erlestoke Crescent
Churton Park
wellington 4001

Primary Contact
Name | Barpara

Relationship other

smith

Email barbara@computerize.co.nz

Bookings.

Q¥ e A
Q & 1200118 Fri

Catchups Payments

830 Al

- o x
Today's Date: 17/1/2018 y P
Y W ¢
T<oF
Famiy Wembers
=
Q  Jacod (Jake) Smith 5_5m Penguin
Q  Lucas Smith 57m Penguin
OKtoEmail No |~ Q samsmith 3
OKtosms No 7 @ Nicholas Smith 6_3m Turtles
Telephone
Home ' 063724713
Work
Mobile = 0272222082 .
Correspondence Comments Other Contacts
Jan 2018

Page 2
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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.

27 Splash — u] x
File Edit View Insert Families Format Scripts Print  Tools
Families Today's Date: 17/1/2018 é
Splash v -
Filter By Family Name: RemoveFiter | v = 4 'm X @& NP
smith [ Active Famiy Members /Agddtional Information
Display Family and Child & FamilyID 2 Staus  Adive o [
Family Name Smith N
Address A Erlestoke Crescent Q  Jacob (Jake) Smith 55m  Penguin
SMITH (Jacob, Sam e Q  Lucas Smith 5_7m  Penguin
SMITH (Jason, Phillip, Jennifer, john) Churton Park oKtoEman |No |~ Q@ sam Smith
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 Correspondence Comments. Other Contacts
Date InvID Amt
Q9T 147278 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $1.00 LiscouniBatadl| 5% unal Percent; |~
Qq 911AT 147276 Lucas Smith - Penguin - 4:30 PN Mon (Block Nov 2017) $1.00
Payment Authority Held  Yes |
Q 9MT 147277 Nicholas Smith - Turtles - 11:00 AW Thu (Block Nov 2017) 51.00
Withdraw funds using Bank Debit
QM7 147278 Jake Smith - Penguin - 4:00 PM Mon (Block Nov 2017} §1.00 ;
ACCOUNt NUMber #e-#a8 amssnss
Q91117 147285  Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $1.00
Q9T 147286 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017 52,00
Q9T 147288 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017} 52,00
Q91T 147298 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $330
@ GHIMT 147289 Lucas Smith - Penguin - 4:30 P Mon (Block Nov 2017) 5330
Q9T 147301 Nicholas Smith - Turties - 11:00 AW Thu (Block Nov 2017) $330 BOE N IITIGS A C
Q917 147302 Jake Smith - Penguin - 4:00 PM Mon (Block Nov 2017) $330
Q121017 147243 Jake Smith - Penguin - 3:30 PH Mon (Term Jun 2017) 50.00
Q 12n0M7 147243 Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 2017) 50.00
Q121017 147261 Jake Smith - Penguin - 3:30 P Mon (Term Jun 2017) §54.00
Q121017 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 b ] é
Splash
Filter By Family Name: Remove Filter L + W X g6 S—
smith [ Active Family Members ‘Addiional information
Display Family and Child v E2nI) 2 Status _Adve | s
FamilyName Smith -
Address 64 Erlestoke Crescent Q@ Jacob (Jake) Smith 5.5m  Penguin
SMITH (Jaceb, Sam, s, Lucas Q@ Lucas Smith 5.7m  Penguin
SMITH (Jason, Philig, Jennifer, jonn) Churton Park OKtoEmail Mo [v Q  Sam Smith E
Wellington 1001 oKosus [No |~ @ Nicholas Smith 6.3m  Tutles
Primary Contact Telephone
Name | Barbara smith Home | 083724713
Relationship  Wother v Work
Email  parbara@computerize.co.nz Mobile 0272222082 O
Bookings. Catchups. Payments Correspondence Comments Other Contacls
Greate Correspondence s
X 150118 Email Jacob Smith Happy Birthday ] -
Q110118 Letter Jacob Smith Happy Birthday
Q1101118 Booking Barbara Smith Swim School Multiple Booking Confirmation 3
Q27017 Email Barbara Smith We are updating our Details o
Q181017 Letter Barbara Smith We are updating our Details 3
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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.

% Splash — o X

File Edit View Insert Families Format Scripts Print Tools

" Families Today's Date: 17/1/2018 .
Splash . -
Filter By Family Name: Removefiter | = = 4 Tm X g@ BT
smith [ Active Famiy Wemsers
Display Family and Child ~ Family D 2 S Adve e [
Family Name | Smith Py
Address | 64 Erlestoke Crescent @ Jacob (Jake) Smith 5_5m  Penguin
SMITH (Jacob, Sam, PR er ¢ Lucas Smith 5_7m  Penguin
SMITH (Jason, Phillip, Jennifer, john) Churten Park OKtoEmail  No \v R_SamSmith 6_3m
Wellington 4001 oktosms Ne [~ R INichokee Sinin 5i3m “ruries
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 Contacts

Mums Occupation

Dads Occupation

Custom Text3

Custom Tesxt4

Custom Texts
Custom Date 1 (=]
Custom Date 2 =]

Family Other Contacts — The Other Contacts tab card contains fields for recording one
additional contact and one emergency contact.

2 Splash - o X
File Edit View Inset Families Format Scripts Print Tools

Jab&¥ - Families Today's Date: 17/1/2018 &
Splash - - :
Filter By Family Name: Removefiter | v = 4 fm X gb N—
smith [ Active Famiy Wembers
Statt ve o
Display Family and Child v EamID] 2 R FcNe ¢
FamilyName | Smith %
Address | 64 Erlestoke Crescent Q Jacob (Jake) Smith Penguin
T TE LT T T e e Q  Lucas Smith Penguin
SMITH (Jason, Phillip, Jennifer, john) Churton Park OKtoEmail No [+ R Sam Smith
e 001 e |~ @ Nicholas Smith Turtles
Primary Contact Telephone
Name | Barpara Smith Home | 063724713
Relationship Mother v Work
Email parbara@computerize.co.nz Mobile = 0272222082 C)
Bookings. Catchups Payments Correspondence Comments Offer Contacis
Other Contact Person Emergency Contact Person
Name | Davig smith Name
Relationship . Relationship M
Address | BA Erestoke Crescent Address  6A Erlestoke Crescent
Churton Park Churton Park
Wellington Wellington
Email | parbaral@computerize.co.nz Email  carertonswimraces ecretary@gmail.com
Telephone Telephone
Home Home
Work Work
Mobile Mobile
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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 Insert Families Format Scripts Print Tools
S A
w * Families Today's Date: 17/1/2018 é
Splash
Songy LastBookingDate |~ [ + 0 X & « <>
D Family Name Contact Name Address Children Discount Telephone Last Booking Select for Merge
Q
g 2 Smith Barbara Smith 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, 5% 0272222082 191112018 v
Q9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 11112018 vd
Q 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 0272222082 14112018
Q1 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 1512018 bd
X 12 zZimmerman Andy Zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 8i112018
g 15 Thomson Anthony Thomson 25 Churten Drive, Churton Park, Wellington 4001 Caroling, Bobby, John, 0272222082 12112018
X 43 ‘Wilson Mary Wilson 123 Any St, Wellington 4000 James 0272222082 15/1/2018
Q u Pearson Jenny Pearson 456 Any St, Wellington 4000 stuart 0272222082 12172018
Displaying all (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

I“‘i: Families Today's Date: 17/1/2018 P é
Splash

Filter By Family Name: | -, &+ m X &6 4 <2

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

I'#‘.': Families Today's Date: 17/1/2018 P é
Splash

Filter By Family Name: & = @rr. X g6 <

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.

r
Enter New Student Details

op

Student Name

Annabelle {  Harper

Date of Bith ~ 5/9/2015
® Female (O Male
Reason for Lessons Water Safety -
Raollover Bookings  Yes =

Family Details

“ Anna Harper

45 Whangaehu Valley Rd,
Masterton 5886

0272222082

Discount Rate Type | ~
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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

-
’ i 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

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)

ROBINSON (Barry, Bridgetie)

SCHWASS (Paula, Tania)

SINCLAIR (Stuart, Jessica)

Everyone [ Active

Famiy D 39123 status  Active
Family Name Harper

Address 45 Whangaehu Valley Rd

Wasterton 5686

Primary Contact
Name  anna Harper
Relationship  Mother

Email barbara@computerize.co.nz

Bookings Catchups Payments

Total Enrolments ()

Home

Work

WMobile | 0272222082 ® @

Correspondence Comments

OKtoEmail Yes |+
OKtosms Yes |+

Telephone

- o
File Edit View Inset Families Format Scripts Print Tools
e l'-tv‘ * Families Today's Date: 17/1/2018 5 &
Splash b <
Filter By Family Name: wE 4+ Wm X &6 Ty

Famiy Members |

@ Annabelle Harper 2_4m

Other Contacts.

Block/Year

Family Relocating
Financial

Goals Met

Other

Otner Commitments
Personal Reasons

Senice
Time Constraints

= First Swim Last Swim Exit Reason \v |

it Exit Date
SMITH (Jason, Phillip, Jennifer, john) X

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

File Edit View Inset Families Format Scripts Print Tools

“‘V Families

Splash

Filter By Family Name:
Everyone
Display Family and Child &

ANDERSON (Jamie, Amelia, Sally)
APLIN (Paulette, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUCHANP (Anthony)

BRADLEY (Jared)

BROWN (Mary)

BUCHANAN (Frederick, Gareth)
GRANDLEY (Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregary, Jessica)
HARPER (Annavelle)

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 (Bary, Bridgette)
SCHWASS (Paula, Tania)
SINCLAIR (Stuart, Jessica)

SMITH (Jason, Phillig, Jennifer, jonn)

FE ¥ W X

Family D 2

Family Name Smith

Address BA Erlestoke Crescent

Churton Park

Wellingtan

Primary Contact

Status  Acive

4001

Name | Barbara smith

Relationship igther

Email | barbara@computerize.co.nz

Bookings catchups
Total Enrolments (27)
Q 110118 Thu  330PM
g 4100418 Thu  11:00 AW
Q 10001118 Wed 4:00PM
Q 80118 Mon 430 PM
@ THZHT  Thu 1100 AW
Q 61217 Wed 4:00PM
Q 412117 Man  3:30PM
Q 41217 Mon  4:30PM
Qq ® 61T Won  330PM
Qq ® B11AT Mon  4:30 PM
Q#6117 Mon  4:00 PM
Q R 2HAT Thu 1100 AM
Q S0MT  Thu  11:00 AW
Q 211017 Men  3:30PM
Q 211017 Mon  4:30PM
Q 709M7  Thu 1100 A
Q 4109117 Mon  3:30PM
Q 40917 Mon  4:30PM
First Swim 56117

I

Payments.

Today's Date: 17/1/2018

OKto Email No
OKtosus  Yes

Telephone

Home | 083724713
Work

Wobile 0272222082

Jacob (Jake) Smith
Nicholas Smith
Jacob (Jake) Smith
Lucas Smith
Nicholas Smith
Jacob (Jake) Smith
Jacob (Jake) Smith
Lucas Smith
Jacob (Jake) Smith
Lucas Smith
Jacob (Jake) Smith
Nicholas Smith
Nicholas Smith
Jacob (Jake) Smith
Lucas Smith
Nicholas Smith
Jacob (Jake) Smith
Lucas Smith

Last Swim 191118

v

<

Famiy Hembers

Addtional Information

DiscountRate 5%

Referred From

School

Referral Family (if applicable)

Type  Percent

Correspondence

ExitReason  Poor Senice -
Exit Date 191312014
Alert Message
o ®
Comments Other Contacts.
BlockiYear
Penguin Jan 2018
Tuttles Jan 2018
Penguin Jan 2018
Penguin Jan 2018
Tuttles Dec 2017
Penguin Dec 2017
Penguin Dec 2017
Penguin Dec 2017
Penguin Nov 2017
Penguin Nov 2017
Penguin Nov 2017
Tuttles Nov 2017
Tuttles ot 2017
Penguin ot 2017
Penguin ot 2017
Tutties sep 2017
Penguin sep 2017
Penguin Sep 2017 -
Exit Reason | Poor Senice i
ExitDate  19/32014

3.

Edit Tools

.

%Y Create SMS

Message

’/ib Enter New SMS

Thank you for your enquiry, we look forward to meeting
Sam tomorrow for his assessmen

Message Length : 86 Chars

X

4. Enter the message you wish to send.

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

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.

User Documentation — Splash V7.0
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- o x
File Edit View lnsett Famiies Format Scripts Print Tools
* Families Today's Date: 17/1/2018
Splash
THier sy FamiyName: |0 = 4 Tm X g6 <D
Everyone ClAdive Famiy embers
Display Family and Child v EamID] 2 Staus Adve | e
FamilyName  Smith Py

ANDERSON (Jamie, Amelia, Saly) 2l
APLIN (Paulette, Peter, Susan) Address | B4 Erlestoke Crescent @ Jacon (Jake) Smith 5.5m  Penguin
APOLLO (Anthany, Peter) R Lucas Smith 5.7m__ Penguin
BEAUCHANP (Antnony) Churton Park OKtoEmail No [+ R Samsmih 6.3m
BRADLEY (Jared) v 001 s [ @ Nicholas Smith 8.3m  Tutles
BROWN (B Celia, Amanda, paul)
oW Bty Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name | garara Smith Home | 083724713
GRANDLEY (Johnny) Relationship Hother |~ Work
EARBROTHER {lonalhan, Paul) Email parbara@computenize.co.nz Mobile | 0272222082
HARGREAVES (Gregory, Jessica)
HARPER (Amelia, Rebert) Bookings. Catchups. [ Payments [ Correspondence [ Comments Other Contacts
HARPER (Annaelle) T otat Enroments. (27

otal Enrolments
HUGHSON (Stephanie, Hayden) 20, Block/Year
) QO 1oiAe  Thu  330PM Jacab (Jake) Smith Penguin Jan 2018 |°
oy — — QO 10118 Thu 1100 AU Nicholas Smith Turles Jan 2018
JONES (Jason) (o3 10/01/18 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
MHHEHEON 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 ¥ osning Mon 4:30PM Lucas Smith Penguin Nov 2017
NIGHTINGALE (Sarah, Brendon, Benjamin) %
COOMELL e e ot Q® BT Mon  400PM Jacob (Jake) Smith Penguin Nov 2017
R 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 Jacod (Jake) Smith Penguin ot 2007
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 40017 Mon  330PM Jaced (Jake) Smith Penguin sep 2007
SINCEAR (Shiart JCoaice) QO 40917 Mon  430PM Lucas Smith Penguin Sep 2017 -
SMITH

ATH ) = Exit R Poor S [~
o . First Swim 546117 Lastswim 191118 xitReason | Poor Senvice

SHITH (Jacob, $am, Nicholas, Lucas) BlDate | 1952014
SMITH (Jason, Phillp, Jennifer, jonn) 2

3. The POS Sales Entry screen will be displayed. The selected family details will
be entered with all outstanding bookings displayed on the right of the screen.

2 Splash POS - o X
POS  Tools

Date 1 Family ID 2

Common  Bathers Accessorie Canteen =5 2 ,
B Barbara Smith SMITH (Barbara Smith)
. ey With Balance ] Zero Balance.
Jatob (Jake) Smith $1.35
Penguin - 3:30 PM Mon (Block Jun 2017)
®Percent Disc 10
Nicholas Smith $50.40

Turtles - 11:00 AM Thu (Term Jun 2017)

® Percent Disc 1

Jaco (Jake) Smith §9225
Penguin - 3:30 PM Mon (Block Jul 2017)

® Percent Disc 10

Lucas Smith 30,00
Penguir - 4:30 PM Mon (Term Jul 2017)

®Percent Disc 10

Hicholas Smith 559 40
Turtles - 11:00 AM Thu (Term Jul 2017)

® Percent Disc 1

Jacob (Jake) Smith $7380
Penguirt - 3:30 PM Mon (Block Aug 2017)

User Member

@percent  Disc 10

Barbara Smith

Lucas Smith 572,00
Penguin - 4:30 PM Mon (Term Aug 2017)

® Percent Disc 10

Nicholas Smith §7425
Turties - 11:00 AM Thu (Term Aug 2017)

® Percent Disc 1

Jacab (Jake) Smith 57380
Penguin - 3:30 PM Mon (Block Sep 2017)

® Percent Disc 10

Lucas Smith $72.00
Penguir - 430 PM Mon (Term Sep 2017)

® Percent Disc 10

Nicholas Smith 59 40
Turtias - 4400 AM This (Tarm San 20471

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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27 Splash POS. - o %
POS Tools

FamilyID 2
SMITH (Barbara Smith)
[ . Vit 3dance ] T
1 //Nicholas Smith - Turtles - 11:00 AM Thu (Term Jul 2017) $50.40¢a.
$59.40

1 [ 3acob (zake) Smith - Penguin - 3:30 BM o (Elock Jun 2017) 5135 4] Jacob Uske) Smih 7250

Penguin - 3:30 PM Mon (Block Aug 2017)
1| Nicholas Smith - Turtles - 11:00 AM Thu (Term Jun 2017) $s9.40

@ Percent Disc 10
£\ Jacob (Jake) Smith - Penguin - 3:30 PM bon (Block Jul 2017) s52.25

Lucas Smith 57200
N S —— o / == Penguin - 4:30 PM 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 873.80
Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
Lucas Smith $72.00
Penguin - 430 PM Mon (Term Sep 2017)

[ carcnoemtier | ([ cardeumber | ® Parcent Disc 10

LI Nicholas Smith $59.40

Turtes - 11:00 AM Thu (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
Pengui - 4:30 PM Mon (Term Oct 2017)

@® Percent Disc 10
$302.40 Nicholas Smith $59.40
Turtles - 11:00 AM Thu (Term Oct 2017)

® Percent Disc 1
Jacob (Jake) Smith $64.50
3 Banmiin - 30 DL Kinn (Binsk Al 90471

5. When all the bookings you wish to process are displayed in the centre of the
screen, click the END button (if paying by Cash or Eftpos) or click NEXT to
specify alternative payment methods.

6. If NEXT is clicked the End Sale screen will be displayed.

% splash POS
POS Tools

Jacob (Jake) Sm in - 3:30 PM Mon (Block Jun 2017)

Nichelaz Smith - Turtle= - 11:00 AM Thu (Term Jun 2017)

$302.40

Change

1
1

1 aceb (3ake) Smith - Penguin - 3:30 BM Mon (Block Jul 2017)
1 Lucas Smith- Penguin - :30 PM Mon (Term Jul 2017)

1

Nichela Smith - Turtles - 11:00 AM Th (Term Jul 2017)
$0.00

CHEQUE

MANAGE-
MENT

SESSION
PASS

—— 7. Choose the required method of payment — edit the value of the payment and
select and select additional payment types for the same sale if required.

8. Click the END button to complete the sale.

. 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.

% Splash — o X
File Edit View Insert Families Format Scripts Print Tools
Today's Date: 17/1/2018 p
Splash .
Filter By Family Name: CE O m X ée <3
Everyone ] Active [ Famiy Memzers ‘Addtional Information |
5 s ace: L T
Display Family and Child ~ Fyin 2 S Adve (-
FamilyName Smith %
ANDERSON (Jamie, Amelia, Sally) B
APLIN (Paulette, Peter, Susan) Address BA Erlestoke Crescent Q@ Jacob (Jake) Smith 5.5m  Penguin
APOLLO (Anthony, Pster) Q  Lucas Smitn 5.7m  Penguin
BEAUGHAWP (Anthony) SRS e TN Q samsmin
BRADLEY (Jared) Wellington 4001 OKlosMs Yes |~ S {Ncholas Smin OF3m “inies
ety Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name | Barbara Smith Home | 063724713
CRANDLEY (Johnny) Relationship  Mother = Work
FAIRBROTHER (Jonathan, Paul) Email barbara@computerize co.nz Mabile | 0272222082 o €
HARGREAVES (Gregory, Jessica)
Bookings. Catchups. Payments Correspondence 1 Comments Other Contacts
HARPER (Annabelle)
HUGHSON (Stephanie, Hayden) Dele InvD Al DiscountRate | 5% Type | Percent
JESSOP (William, simon, peter) Q 170118 147319 Jacod (Jake) Smith - Penguin - 230 P Won (Black Jun 2017) 138 5 ¥
JONES (Billy, Joanne, wiliam, sam) Q170118 147319 Nicholas Smith - Turtles - 11:00 AM Thu (Term Jun 2017) $59.40
Payment Authority Held  Yes |
JONES Uason) Q 170118 147318 Jacob (Jake) Smith - Penguin - 3:30 PH Mon (Block Jul 2017) 59225 4 i
Witharaw funds using Bank Debit
oML S anc) Q1700118 147312 Lucas Smith - Penguin - 4:30 P Mon (Term Jul 2017) 590.00 wrtnss uen
KING (David, Craig) Aocoupt Nuer
Q170118 147319 Nicholas Smith - Turtles - 11:00 AM Thu (Term Jul 2017) $59.40
LARSEN (Nicholas)
Q 97 147275 Jake Smith - Penguin - 3:30 PM Hon (Block Nov 2017) $1.00
MCARTHUR (Jack, Melanie) Q ez 147276 Lucas Smith - Penguin - 4:30 PH Mon (Block Nov 2017) $1.00
MCDOUGAL (Hamish, Cameron, john) Qq 9nT 147277  Nicholas Smith - Turtles - 11:00 AM Thu (Block Nov 2017) $1.00
MORRISON (Corey) a7 147278 Jake Smith - Penguin - 4:00 PN Mon (Block Nov 2017) §1.00
L b G L Qe 147285  Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $1.00 Account Number ###-#if# R+
Qa7 147286 Jake Smith - Penguin - 3:30 PM Mon (Block Nov 2017) $2.00
PATTERSON (Sandra, Ann, Gaylene, debra) @ 97 147288 Jake Smith - Penguin - 3:30 PM Hon (Block Nov 2017) 200
PEARSON (stuar) Q ez 147298 Jake Smiln - Penguin - 3:30 PN Hon (Block Nov2017) $3.30
PULL (Jonathan) Qw7 147299 Lucas Smith - Penguin - 4:30 PM Mon (Block Nov 2017) $3.30
SOSISON By Dadoste) Qg 147301 Nicholas Smith - Turlles - 11:00 Al Thu (Block Nov 2017) 53.30
SCHWASS (Paula, Tania)
Q ez 147302 Jake Sl - Penguin - 4:00 PN Hon (Block Nov 2017) $3.30
SINCLAIR (Stuart, Jessica)
Q1211017 147243 Jake Smith - Penguin - 3:30 PM Mon (Term Jun 2017) 50.00
SHITH (Jason, Philip, Jennifer, john)

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.

(710118 447319 Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block Jun 2017) $1.35
pro1118 147319 Nicholas Smith - Turtles - 11:00 Al Thu (Term Jun 2017) §59.40
101118 147319 Jacob (Jake) Smith - Penguin - 3:30 PM Mon Block Jul 2017} §92.25

4. A copy of the receipt will be displayed on your screen.
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2 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 GS $302.40

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

Everyone Active

Display Family and Child E2nI) 2

Family Name Smith
ANDERSON (Jamie, Amelia, Sally)

APLIN (Paulette, Peter, Susan)
APOLLO (Anthony, Peter)
BEAUCHANP (Anthony)
BRADLEY (Jared)

Churton Park

Wellingtan

BROVN (Hary) Primary Contact
BUCHANAN (Frederick, Garth)
CRANDLEY {Johnny)
FAIRBROTHER (Jonathan, Paul)
HARGREAVES (Gregory, Jessica)

Name  garpara

Relationship igther

Bookings.
HARPER (Annabelle)
HUGHSON (Stephanie, Hayden)
JESSOR (William, simon, peter) & 150118 Email
JONES (Billy, Joanne, william, sam) Q110118 Letter
HONED Clason) Q11104118 Booking
KIMBLE (Janet

el Q27017 Email
KING (David, Craig)

Q181017 Letter

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)

Email barbara@computerize

L

Status  Acive

Address 6 Erlestoke Crescent

Today's Date: 17/1/2018

Famiy Members

Q  Jacob (Jake) Smitn
Q@ Lucas Smith
OKtoEmail No |- Q  Sam Smith
2001 ORieu [ Yes |~ @ Nicholas Smith
Telephone
Smith Home | 063724713
work
conz Wobile | 0272222082 ® @
catchups Payments Correspondence Comments
Jacob Smith Happy Birthday
Jacod Smith Happy Birthday

Barbara Smith
Barbara Smith We are updating our Details

Barbara Smith We are updating our Details

Swim School Multiple Booking Confirmation

v ¢
<O

Addiional Information |

Penguin
Penguin

3m  Tutles

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.

User Documentation — Splash V7.0
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%Y Creste Document

/ Create New Document
=

Please select the type of document you would like to create

[ Email [-]

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 Creste Document

/ Create New Document
=

Please selectthe template you would like to use

=Blank Template>' |v

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

As - O X
File Ed \ Insert Documents Format Scripts Print  Tools
&5 - Documents Today's Date: 17/1/2018 ,
Splash .
Displaying Documents For [ = &+ m X g6 ¥ = Ty
Barbara Smith Document - Email DocumentType  Emall v
ATHAS Subject Date 17 Jan 2018
15118 Happy Birthday e Family Details q
114H&  Swim School Multiple Booking Ef’é’ﬁéﬁﬁ%ecm
RAGGE] Happy Birthday C’f"m'nm;Parku N
27TA0M7  We are updating our Details Weliington 4001
18M0/17  We are updating our Details
Email
barbara@computerize.co.nz
‘Attachment
7. Edit the document as necessary.
8. Click the Print or Email button.
9 Splash - u] X

File Edit View Inset Documents Format Scripts Print Tools

%% - Documents

Today's Date: 17/1/2018
Splash

Displaying Documents For = 0 Tm X g T<o"

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

%+ ' Documents

Splash

Scripts Print Tools

Displaying Documents For

Barbara Smith

17A18  Swim School Newsletter
16(118  Happy Birthday

11118 Swim Schoal Multiple Booking
11118 Happy Birthday

2710117  We are updating our Details
1810117  We are updating our Details

T
Document - Email

e =

®x %

Subject ~ Swim School Newsletter

Please find attached the swim school newsletter for January 2018.

Today's Date:
-

~ Family Details
bara Smith <

=
rton Park
Weilington 4001

Email
barbara@computerize.co.nz

Attachment

He

17/1/2018

Document Type  Email

Date

17 Jan 2018

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

1.

Ensure the correct email document is displayed on your screen.

Click once on the Insert PDF button.

27 Insert File

Quick access

Deskiop
m

Libraries

X
Lookin: | = USE DISK @) v @ o mr

Name . Date modif... Type Size

4 Feb sessions.fmp12 9/01/201 .. FileMaker ... 524 KB
|6 Happy Birthday,pg 15/01/2018... PG File 138

2] Intro Jacob.pef 10/D4/2017...  Fooit Read... 50 KB
] Jcob Smith.dooe 21/11/2014...  Microsoft ... 131 KB
[ Jacob Smith jpg 21/11/2014...  JPG File 1,221 kB
2] Jacob_Mar2017 petf 10/D4/2017...  Foodt Read... 1,373 KB

¥ Medical Infofmp12 17712/2014...  FileMaker ... 120K8

| Newsletter. plf 15/01/2018...  Foit Read... 13Kk8
[ Mick and Jake Lesson017jpg ~ 19/05/2013... JPG File 128 KB
& ession Data.xlsx 9/01/2018 .. Microsoft . 9KkB
& student Data.xlss 16/01/2018...  Microsoft ... 11KB
File name: [Newstetter pat v|  [open
Files of type: Al Files () v Cancel

Store only a reference to the file

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

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

User Documentation — Splash V7.0
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k< ]

File Edit View Insert Documents Format Scripts Print Tools

J‘U ‘ Documents Today's Date: 17/1/2018 é
Splash

Displaying Documents For | = W X & v =

Baroara Smith Document - Email Document Type  Email &

1TAME  Swim School Newsletter Subject | Swim School Newsletier Date 17 Jan 2018
18118 Happy Birthday

11118 Swim School Multiple Booking
11118 Happy Birthday

27HONM7  We are updating our Details
18MOM7  We are updating our Details

Please find attached the swim school newsletter for January 2018, &

Email .
barbara@computerize.co.nz

Attachment

Newsletter.

filewin/GiNeffsletter. par

5. Click the Print or Email button.

% Splash — o x

File Edit View Insert Documents Format Scripts Print Tools

I"‘ * Documents Today's Date: 17/1/2018

Splash
Displaying Documents For I = W X d6 ’

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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2
File Edit View

w Families

Splash

Insert  Families

Format  Scripts

Print Tools

Today's Date: 17/1/2018

L &

i e

Addiional Information

5.5m
5.7m

6_3m

Penguin
Penguin

Tuttles

Filter By Family Name: TE 4+ m X g6
Everyone Dlactve Famiy lenbers
Statt Active
Display Family and Child v E2nI) 2 B At
FamilyName Smith
ANDERSON (Jamie, Amelia, Sally)
APLIN (Pauletie, Peter, Susan) Address 6A Erlestoke Crescent QX Jacob (Jake) Smith
APOLLO (Anthony, Peter) & Lucas Smith
BEAUCHANP (Anthony) Churton Park OKtoEmail Ne |- R Sam Smith
BRADLEY (Jared) Wellingion 1001 ORieu [ Yes |~ @ Nicholas Smith
BROWN (Wam) Primary Contact Telephone
BUCHANAN (Frederick, Gareth) Name | Barbara Smith Home 083724713
CRANDLEY (Johnny) Relationship | Hother . Work
FAIRBROTHER (Jonathan, Paul) (o [ —— Mabile | 0272222082 v @
HARGREAVES (Gregory, Jessica)
= : Bookings Catchups Payments Correspondence Comments
HARPER (Annabelle)
Total Enrolments (27)

HUGHSON (Stephanie, Hayden)
) @ O 110118 Thu  330PM Jacob take) Smith Penguin
T M cmm— — Q O 110ts T 1100AM Nicholas Smith Tuttes
JONES (Jason) =1 10001118 Wed 4:00PM Jacob (Jake) Smith Penguin
KIIBLE (Janet) Q O aoi1s Mo 430PM Lucas Smith Penguin
KING (David, Craig) @ O TH2HT T 1100AM Nicholas Smith Tutes
LARSEN (Nicholas) q 61217 ‘Wed  4:00 PM Jacob (Jake) Smith Penguin

Q O an217  wen  330PM Jacob (Jake) Smith Penguin
MGARTHUR/(Jack MefEnie) Q © 41217 Mo 430PM Lucas Smith Penguin
UCDOUICAL G lamish: Cameronsiohn) Qq R BMNT Mon  3:30PM Jacob (Jake) Smith Penguin
MORRISON (Corey) .

Qq ® e Mon 430 PM Lucas Smith Penguin
NIGHTINGALE (Sarah, Brendan, Benjamin) :

| Q ® EMMT Mon  400PM Jacob Uake) Smith Penguin

@ ® O2MAT T 1100AM Nicholas Smith Tutes
EATTERSON (Sandra, Ann, Gaylene, deora) Qq @ ston7 Ty 11:00AM Nicholas Smith Tutties
PEARSON (stuar) QO 21017 wen  330PM Jacob (Jake) Smith Penguin
PULL (Jonathan) @ O 21017 Mon  430PM Lucas Smith Penguin
ROBINSON (Barr, Bridgstie) QO 7097 T 1100AM Nicholas Smith Tuttes
SCHWASS (Paula, Tania) Q O 40917 Men  330PM Jacob Jake) Smitn Penguin
SIHCENR St eSoica) QO 40917 Mon  430PM Lucas Smith Penguin

. B - FirstSwim 50617 Lastswim 19118 boleacally EoorSemics

SMITH (Jason, Phillip, Jennifer, john) [ Account Statemen |

3.
4.

Select one of the following;

Balance — to include bookings with an outstanding balance
Some — to include bookings within a specified date range
All —to include all bookings ever made for related family members

Specify Records for Reporting

‘Would you like to include ALL booking records or SOME
bookingsrecords or only bookings with a BALANCE in the
activity report

| Balance || Some | | All

5. The report will be previewed on your screen.

User Documentation — Splash V7.0

Other Contacts.

BlockiYear
Jan 2018 2,
Jan 2018
Jan 2018
Jan 2018
Dec 2017
Dec 2017
Dec 2017
Dec 2017
Nov 2017
Nov 2017
Nov 2017
Nov 2017
ot 2017
ot 2017
ot 2017
sep 2017
sep 2017
Sep 2017 i
ExitDate  19/32014

The Specify Records for Reporting dialog will be displayed 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 $22.20 $1,362.00
SMITH Jacob [Jake) Penguin Mon  BS Black: Aug 207 §73.80 30.00 §72.80
SMITH Jacob [Jake) Penguin Mon  BS Black: Sep 207 §73.80 30.00 §72.80
SMITH Jacob [Jake) Penguin Mon  BS Bllock: Oct 207 §73.80 30.00 §72.80
SMITH Jacob (Jake) Penguin Mon BS Black: Nov 2017 57380 38.30 384.50
SMITH Jacob (Jake) Penguin Mon BS Black: Nov 2017 57380 $4.30 $89.50
SMITH Jacob (Jake) Penguin Mon BS Black: Dec 2017 $55.35 30.00 355.25
SMITH Jacab (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 37380
SMITH Jacob (Jake) Penguin Thu BS Block: Jan 2018 $55.35 30.00 355.35
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 Lueas Penguin Mon BS Block: Oct 2017 37200 30.00 F72.00
SMITH Luzas Penguin Man BS Block: Nov M7 F73.80 4.30 $89.50
SMITH Lucas Penguin Man BS Block: Dac 2017 $55.35 %0.00 35535
EMITH Lucas Penguin Mon BS Block: Jan 2018 §73.80 30.00 §73.80
EMITH Hichelas Turtles Thu DS Block: Aug 2017 57425 30.00 374.25
SMITH Nicholas Turiles Thu DS Block: Sep 2017 550.40 30.00 355.40
SMITH Micholas Turtles Thu DS Block: Oct 2017 $50.40 $0.00 358.40
SMITH Nichelas Turtles Thu DS Block: Nov 207 574.25 $4.30 $69.95
SMITH Nichelas Turtles Thu DS Block: Dec 207 54455 30.00 $44.55
SMITH Nichelas Turtles Thu DS Block: Jan 2018 54455 30.00 $44.55
1TH/2018 - 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 KB)

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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¥ Splash

File Edit View Inset Format Records Scripts Tools Window Help

S8 Families Today's Date: 17/1/2018 b 4
Splash

Filter By Family Name: T = W @ &

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 remave 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).

27 Splash - o X
File Edit View Insert Families Format Seripts Print Tools
RS o "
‘S04 * Families Today's Date: 17/1/2018 2
Splash o
SonBy| LastBooking Date |~ [ + W X g6 >
D Family Name Contact Name Address Children Discount Telephone Last Booking Select for Merge
q v Smith Barbara Smith BA Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, 5% 0272222082 19/1/2018 v
q 9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 11112018 v
q 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 0272222082 14/1/2018
X 1 Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 151112018 vl
q 14 zZimmerman Andy Zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 8112018
3. Select the Scripts menu... choose Send SMS...choose Send SMS to
Family [Found Set].
2 Splash - [m] X

File Edit View Insert Families Format | Scripts Print Tools

S - Families S B ] — - Today's Date: 17/1/2018 2
é
Splash Perform Mail Merge
Songy LastBookingDate |~ Import Family Data W X g% >
D FamiyName  GontactNaml__or Famiy Data Children Discount  Telephone Last Booking Selectfor Merge

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.
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2 Creste SMS X
Edit Tools

| A Enter New SMS

Message

Just a quick reminder the swim school will be closed on
Australia day (January 26th

WMessage Length : 84 Chars

#& cancal | 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.

2 splash - o X
File Edit View Insert Families Format Scripts Print Tools

i S
4.*&‘ Families

Splash

Today's Date: 17/1/2018

Import Family Data
Export Family Data

SortBy LastBookingDate |~

ID  FamilyName Contact Nam( Children Discount  Telephone LastBooking Select for 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 broadcast email to all families in the
FOUND 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.

Page 20 User Documentation — Splash V7.0



? 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 View Inset Families Format Scripts Print  Tools
‘0% - Families Today's Date{17/1/2018 p.
Splash

SortBy LastBooking Date |~ ] + W™ X g8 >

D Family Name Contact Mame Address Children Discount Telephone Last Booking Selectfor Merge

q 2 Smith Barbara Smith BAErlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, 5% L T “TUrTIZoT. ; v

q 9 Smith Daniel Smith 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, 0272222082 111112018 v

X 10 Brown Sam Brown 345 Nowhere St, Brooklyn, Wellington 4009 Bobby, Celia, Amanda, 0272222082 141112018 v

q " Anderson David Anderson 876 Somewhere Rd, Tawa, Wellington 4010 Jamie, Amelia, Sally 0272222082 151112018 v

q 14 zZimmerman Andy zimmerman 786 another road, Porirua, Wellington 4008 Zac, Amanda, JOSEPH 0272222082 81112018 v

Q 15 Thomson Anthony Thomson 25 Churton Drive, Churton Park, Wellington 4001 Caroline, Bobby, John, 0272222082 12112018 v

C( 16 King Nathan King 46 Brooklyn Rd, Brooklyn, Wellington 4008 David, Craig 0272222082 121112018 v

X 17 ‘White Julie White 76 Moorefield Road, Johnsonville, Wellington 4001 Jane 0272222082 112018 v

q 18 Fairbrother Mark Fairbrother 56 Watt St, Tatahi Bay, Wellington 4012 Jonathan, Paul 0272222082 1612018 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
[ ~ cra
) Families \

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.

Q2112 Williamson John Williamson 987 Essex St Masterton 5886 Peter 0272222082 1512018 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.

2 Creste Merge Document X
Edit Tools

'J/; Select Merge Document

Please select the type of document you would like to create

Email [~]

Cancel Continue %

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

é_:' Select Merge Document

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

| We Are Updating Qur Details [~

# cancal 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.

2 Splash - o X
File Edit View Insert Femilis Format Seripts Print Tools
. ’ ~
S - Families Today's Date: 17/1/2018 .
Splash erge
SortBy LastBooking Date |~ W X & 4« <>
D FamilyName o U EE Ly |Dst Children Discount  Telephone Last Booking Selectfor Merge

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.
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2 OpenFile X

Look in: | = USB DISK (@) ] @@# = E-
* Name . Date modif... Type Size
] Family Data s 17/01/2018...  Microsoft ... 7Ke
Quickaccess 5 £opy cecsions.fmp12 9/01/2018...  FileMaker ... 324K
Val i Happy Birthdayjpg 15/01/2018... PG File 13KB
Intro Jacob.pdf / . Fosit Read... 50 KB
Desktop @) 1acob Smith.docx .. Microsoft ... 131KB
i Jacab Smithjpg . JPGFile 1,221 kB
m Jacab_Mar2017.pdf . Foxit Read... 1,373 KB
Libraries § Medical Info fmp12 T712/2004... FileMaker ... 120 KB
Newsletter.pdf 15/01/2018...  Foit Read... 13KB
iy & Mick and Jake Lesson017pg  19/05/2013.. JPG File 183 KB
This PC ] Session Dataxss 9/01/2018..  Microsoft ... 9KkB
N ] student Datasdss 16/01/2018...  Microsoft ... 11K8
Network
Flle name: Farmily Dataxlsx «|  [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 =p & Family ID
Family Name =$ ¢ Family Name

Address 1 =p & Address 1

Address 2 =p # Address2

Address3 =p # Address3

Address4 = ¢ Address4

Post Code = ¢ Post Code

Email =b ¢ Email
<< Record 1 of 43 Arrange bY: | custom import order v
Import Action Field Mapping
(@) Add new records = Import this field

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

Add remaining data as new records Manage Database..,
D Don't import first record (contains field names)

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

() Update existing records in found set

®omo|

() 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.

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 Family 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.

" bxport Recerds to File

Savein \ = USB DISK (G

Y @@ @

dl
¢ Name <

(] Session Dataxlsx
Quickaccess (&) 5ty dent Datauxsc

esktop

ibraries
L
This PC

=

Network

Date modf.. Type e
9/01/2018...  Microsoft ...
16/01/2018.. Microsoft ...

SKB
11KB

Flle name: [Famiy Data

Save

Save as type: Excel Workbooks (*xdsx) s

After saving: [ Automatically open file
[create email with fle as attachment

Cancel

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

button. v

7. The Excel Options dialog box will be displayed on your screen. If you wish to
name the worksheet the data is bfing 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

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. 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 *

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

Current Layout ["FA_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
I FA_BO_Bookings on 1D Status

FA_CC_Credit Card

FA_CU_Custom Fields
FA_DO_Dacuments

FA_DT_Document Templates on Subject
FA_FA_Families Marked

FA_FA_Families ReferralFamily

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.

I & 9 I= Family Data.xlsx - Microsoft Excel non-commercial use
Home Page Layout Formulas Data Review  View @@ =
cut = ) 5 EEE X Autosum v
# Calibri - Siwrap Text General - ii‘ ii% Normal Bad e §< | W Eﬁ

" 2 copy - 5 ! J IRl : @ ru- &
paste B|7 U- HMerge & Center - § - % » | %8 9 Conditional Format | Good Neutral || insert Detete Format Sorta Find &

~ FFormatPainter (5] ¢ = 71 = Sty B0 30 | pmatting = as Table ¥ = - v | @Cear~  Finer~ select~

Clipboard Font 5 nment : Number s Styles celis Editing
Al /| Family D -

1 Eamily ID. Family Name Address 1 Address 2 Address 3 Address a Post Code Email Telephone default conta
2 2 Smith 6 Erlestoke Crascent Churton Park Wellington 4001 barbara@computerize co.n'0272222082 Barbara
3 9 smith 89 Roberta Road Tawa 4008 computerize@xtra.conz 0272222082 Daniel
4 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
5 14 zimmerman 786 another road Forirus Wellington 4008 computerize@xtra.conz 0272222082 Andy
7 15 Thomson 25 Churton Drive Churton park Wwellington 4001 computerize@xtra.conz 0272222082 Anthony.
) 16 King 45 Brooklyn Rd Brooklyn wellington 4008 computerize@xtra.conz 0272222082 Nathan
9 17 White 76 Moorefield Road Johnsonville wellington 4001 computerize @xtra.conz 0272222082 lulie
10 18 Fairbrother 56 Watt st Tatahi Bay wellington 4012 computerize@xtra.conz 0272222082 Mark
1 15 Hughson 98 Barrett St Neaio Wellington 4007 computerize@xtra.conz 0272222082 Neaire
12 20 McDougal 118 South 5t Newlands Wellington 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
% Families Summary of > Today's Date: 17/1/2018 3
Splash et ST »
SortBy LastBookingDate |~ Szt e 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 1412018 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
8 [=) £l

SaveasExcel SaveasPDF | Print  Print Setup

Sitprevie scrptpaused [ SR

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

Print Report

Would you like to print the List of Families?

| cancet |[ 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

User Documentation — Splash V7.0 Page 27



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

- ~ Cra
) 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.

% Splash - o X
File Edit View Insert Families Format Seripts Print Tools
List of | =
S’ Families Today's Date: 17/1/2018 é
Splash Chart Showing b Families by Referral Source
J— Families by Exit Reason
= ustom Repo T3

SortBy LastBooking Date
ID  FamityName  ContactName Statement of Account
Statement of Outstanding Account [Found Set]

Families by Posteode
ldren Discount  Telephone Last Booking Selectfor erge

Custom Report
KX 1 Anderson David Anderson Jamie, Amelia, Sally 0272222082 150112018 %

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
& (= 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 Exits?

| 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 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.

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 Families by Referral
Source from the pop-out menu displayed.
27 Splash - o x
“ Families ‘ Exits by Date Today's Date: 17/1/2018 é ’
Splash Chert Showing O o eferral Source

Families by Exit
SortBy LastBookingDate |~ e Families by Postcode <3
D FamilyName  ContactName Statement of Account Idren Discount  Telephone Last Booking Select for Merge

Custom Report
QA n Anderson David Anderson Statement of Outstanding L Set] r Jamie, Amelia, Sally 0272222082 15112018 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
& 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 Referrals?

| 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 Referrals Number Number
of Families of Students

34 80
Existing Client 2 5
School 1 4
Total Reported r 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
File Edit View Inset Families Format Scripts Print Tools
f . List of v A
** Families Bxits by Date Today's Date: 17/1/2018 é
SPIash Chart Showing
SonBy LastBookingDate |~ Crmm i >
D FamilyName  ContactName Statement of Account — Idren Discount  Telephone Last Booking Selectfor Merge
X 1 Anderson David Anderson Statement of Qutstanding Account [Found Set] [—{amie, Amelia, Sally 0272222082 15/1/2018 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
1] [=] £l

SaveasExcel SaveasPDF | Print  Print Setup

o A Extrreven scrpt paused

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

006 Print Report

Would you like to print the Summary of Exits?

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

Summary of Families

Number Number

Summary of Exits of Families  of Students
Financial 1 3
Goals Met 2 2
Other Commitments 1 4

Page 30 User Documentation — Splash V7.0




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.

2 Splash = o ~

File Edit View Insert Families Format Scripts Print  Tools
e List of > | =
o4 Families ET R ; Today's Date: 17/1/2018 ?
Splash Chart Showing 3

SortBy LastBookingDate |~ Custor Report T

D FamilyName Contact Name Statement of Account. Idren Discount  Telephone Last Booking Selectfor Merge

K 1 Anderson 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).
8

- |o x
[=) £l
SevezsEucel SaveasPDF | Print  Print Setup

e As Bitprevie —

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

Print Report

Would you like to print the Summary by Postcode?

| cncet |[ 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 Number Number
of Families  of Students
PC = :4000 2 2
PC = :4001 4 10
PC = :4002 1 3
PC = :4005 2 [
PC = :4006 1 3
PC = :4007 4 g
PC = :4008 [ 16
PC = :4009 1 4
PC = :4010 T 18
PC = :4012 1 2
PC = :5886 1 1
PC = :8007 1
Total Reported k1| T4
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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.

- a X
Format Scripts  Print  Tools
i iy List of » =
3 " Families Summary of 4 Today's Date: 17/1/2018 é
Splash Chart Showing y
SOy LastBooking Date |~ 5

D Family Name Contact Name Statement of Account. Chilaren Discount  Telsphone Last Booking Select for Merge

KX 1 Anderson David Anderson Statement of Outstanding Account [Found Set] Jamie, Amelia, Sally 0272222082 151112018 v

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

e | Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 ! Choose Existing Report Format

ReportMame  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

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.
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If you wish to include detailed information about each family in your report, click the Show

Detail button.

Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Referred From -4

Group2 Summarize by Post Code i
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

Existing Client
School
Signage
Television

Total Reported

Number Number
of Families  of Students

3
1

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.

5
4
1

10

Summary of Families
Summary by Referral Source

Existing Client
Smith
Srnith
Williamsan
School
Srnith
Signage
Harper
Television
Srnith
Total Reported

Number
of Families

3

80 Roberta Road, Tawa 4008
Q87 Essex 5t Masterion 5888

1
B4 Erestoke Crescent, Churtan Park, Wellingtan

1
45 Whangaehu Yalley Rd, Masterton 5386

1
1242 Any Street, Wellington
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Number
of Students

&
0272222082

0272222082

Q272222082

4
Q272222082

1
0272222082

Q272222082

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.

9 Splash - a X
File Edit View Inset Families Format Scripts Print Tools
i it List of = il
3 " Families Summary of Today's Date: 17/1/2018 ‘«[
)
Splash
P Custom Report s

SortBy LastBooking Date |~
D Family Name Contact Name Statement of Account
X 1 Anderson D Statement of ling Account [Found Set] T Jamie, Amelia, Sally 0272222082 150112018 ¥

Children Discount  Telephone Last Booking Select for Merge

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

Layout: [FA_CHT Display Famiy... | View is: : 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?

| 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
Referral Summary
35 35
a0 30
25 25
w
2 2.0 2.0
E2 !
(vl
(T
T1s 15
o
'_
1.0 1.0
05 05
0.0 0.0
e.\\o& &,0? . \,‘,\é\
< ] &
& <&
Summarize by Referred From
17/1/2018 : 03:23:26 PA 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

nsert Families Format Seripts | Print

L

Families Today's Date: 17/1/2018 '\\
®

Last Booking Date ‘v_ AEIpm s pos P <O
FamilyName  ContactName Statement of Account Cortom Chat | Children Discount  Telephone LastBooking  Selectfor Merge
Anderson David Anderson Statement of Outstanding Account [Found Set] SR Jamie, Amelia, Sally 0272222082 15/112018 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).

Loyout:[FA_GT_Detay Fariy. v View s Etrrevew ———

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

Print Report

‘Would you like to print the Exit 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

Exit Summary
2.4 2.4
22 22
20 20
18 18

w18 16
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02 02
0.0 0.0

@p\ \}e‘ e“‘\" &
Q\{(o 00&% A :96&
06‘6\ Qoo\
=]
&.\\é
Summarize by Exit Reason
17/1/2016 - 03:24:57 PM Page 1
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Printing a Chart Showing Families by Postcode

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

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

3. Select Chart Showing ... from the Print menu and select Postcode from the
pop-out menu displayed.

Insert Families Format Seripts Print Tools

List of 4

Families Summary of Today's Date: 17/1/2018 p
Splash N
SorBy| LastBookingDate |~ G T
D FamilyName  ContactName Statement of Account Children Discount  Telephone LastBooking Select for Merge
Q1 Anderson D st o prEmerFarEis] Jamie, Amelia, Sally 0272222082 15112018 |

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).

Layouts [FA_CHT Display Famiy... =] View As: — Exit Preview Script paused [ Gontinue. |
5. The Print Report dialog will be displayed on your screen.

Print Report

‘Would you like to print the Postcode 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

Postcode Summary
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Summarize by Post Code
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17172018 : 03:28:05 PI Page 1
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