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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.

2 Splash - o p- 3

File Edit View Diary Scripts Print Tools

'* swim School Diary Today's Date: 2/2/2018 P

Splash Y
| Login New User
Specify  Monday ~ || feb [~ 20 Jellyfish @ 4:00 PM on Monday with David Smith
class  All v Bookings | Waiting List Achievements.
2 «Q Class ID
5 SessionID 3604 assID JEL Instructor | DS | David Smith
Time  Class E Class Name  Jellyfish Telephone: 027 27314897
R 330PM Tutle BR ||
33 AmES 1 Class Level 4 MaxSize 6 Comments
R 320PM  Penguin Bs 2 4 ||
< . Location Main Pool )
330PH Jellyfst DS
= g StartDate 51212018 EndDate  26/212018
R345PM Seals TBA 4 0 o
i ernoon 8 8 8 8
Rg00PM  Turtles BR 17 n E & 5 B
= J— s 0
£00PM  Penguin BS 2 4 L S ——— — $ %
04 478 6541 Mary Patterson
Q =
0! PTED = L Q simon thomas 8_1m $ X
30PW Penguin BS 1.5 ] 0272222082 janice thomas
B 08 ) u Q william Smith 8_0m $ X
s TEA g ] O 0272222082 David Jones
Turtles BR 0 & | |
M Penguin 8s o6 n
Jellyish DS 1 s u
Seals TBA ||
Turties BR 0 8 n
R 530PM  Penguin BS 0 5 | |
R g30Pm Jellyfisn DS 15 n

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.

2 Splash - [m] p 3
Flle Edit View Diary Scripts Print Tools
. Swim School Diary - Class Grid Today's Date: 2/2/2018 a’ &
Splash )
Start Time = 3:30 PW Interval 30 mins Block  feb = Year 2018 hé Login New User
[E Monaay =y VWadnascy ey Friday e s
E 0s A seliytien s 5[4 penguin woos A & v A Penguin Hs 5|~
- B 4 Turtles os &
H BR 7 [N el A Pengui wos|n P a A Peng W ~
5 s Turtle: 8
Bs 4
T8 A teiy A Penguin [EPRES S S S S
B8R
&8s
g BR 8 |7 Starfish HS 0 |2 Penguin u - - 3 ~. Penguin H 3
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=
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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.

9 Splash
File Edit View Diary Seripts Print Tools

“#64%+** swim School Diary - Dally Grid

Today's Date: 2/2/2018

Splash )
Monday [- PR 2008 [~ Class Al ~ Logi New User
J Q 330eM 2 4] X <00 4 ERRS S 2 4
Turties Penguin
v e Phillp Sith (&_tn)
Tony Zalish (5_2n)
Brian Roberts  Leamers Pool | David Smith ‘ Done r Barbara Smith Hain Pool
5.00PM 0 &
Turtles Seals Turtles at 4:30 PM on Monday with Brian Roberts Penguin
> 5 o Eookings
Student Attendance | Waitist
Joanne Jones 2_10m 0272222082  David Jones
Brian Aoberts  Leamers Pool | Brian Robers Barbara Snith Main Pool
e T s |®™  ssem © Paula Schwass 5_1m 0272222082  Robyn Schwass
seal Turtl
o e Peter Williamson 40m 0272222082  John Williamson
" No Bookinge
T ain Pool | Brian Roberts L
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Working in the Swim School Diary

The content of Swim School Diary is based on three key f

ields; the day of the week, the block,

and the year. In addition to these three fields you may also filter by Class.

File Edit View Diary Scripts Print Tools

* swim School Diary
Splash

2 Splash - o p- 3
File Edit View Diary Scripts Print Tools
* swim School Diary Today's Date: 2/2/2018
Splash
Specify  Monday |~/ e \Jellyﬁsh @ 4:00 PM on Monday with David Smith
class  All ] Bookings | Waiting List Achievements.
/
Q sessionID 3604 ClassID JEL Instructor | DS | David Smith
Time Class Name  Jellyfish Telephone: 027 27314897
Laaeu Tutes L u ClassLevel 4 MaxSize 6 Comments
R 320PM  Penguin 8BS 2 4 || o [P S
R 330PM el 09 L2 L] StartDate  5/2/2018 EndDate 261212018
Rz4PH Seals TBA 4 0 B e e e a
Rg00PM  Turtles BR 17 n g S 8 8
R 400PM_ Penguin BS 2 4 || ——r S5 s %
- o] 044786541  Mary Patterson
430PM Tules BR 3 5 ||
Q@ simon thomas 8_1m
R 430PM  Penguin BS; 18 u Q 0272222082 janice thomas $e%
R 430PM Jeliyfish DS 1 5 || @ willam Smith 5 0m
R s:30Pm s TBA 0 4 ] © O 0272222082 David Jones $+x
R 500PM  Turles BR 0 s ||
R 500PM  Penguin BS 0 6 n
R 5.00PM  Jellyish ps 15 | |
518PM s TBA 1 3 ||
Rg30PM Tutties B8R [ n
R 530PM  Penguin BS 0 6 | |
R 530PM  Jeliyfish DS 15 ||
1. Select the Weekday you wish to view.
Login as a New User
2. Select the Block you wish to view.
3. Select the Year you wish to view. View Preferences
4. Select the specific Class(es) you wish to view (optional).
Drarnace Dauvmani 1
27 Splash

Today's Date: 2/2/2018

J

Specify Monday v feb [+ 201 Jellyfish @ 4:00 PM on Monday with David Smith
Class Al ~ L. Bookings | Waiing List Achievements
N 5 .88
For -5 823 Q sessionID 3604 ClassID JEL Instructor DS | David Smith

Time  Class Instuctor B ® F = Class Name  Jeliish Telephone: 027 27314897
R 330°M Turties B 1 ¥ L Class Level 4 MaxSize | 6 Gomments
R 330PM  Penguin BS 2 4 ||

Location Main Pool -
R 330PU _Jelytsn 2= h L] StartDate  5/2/2018 EndDate | 26122018
R345PU Seals TBA 4 0 & 8 s &
R 400PM Turtles BR 17 | | x| Aemoon g 5 5 §
R aa0pu_penguin L] L Q debra Patterson 8_5m S
o 044786541 MaryPatterson

R g30PM  Turtles B8R 35 n = A— 8 1m $ %
R 430PU  Penguin BS 15 u ) 0272222082 Janice thomas
R 430P Jellyfish DS 1.5 || T william Smith 8_om $ 4
R 430PU Seals a0 4« HE O O 272222082 David Jones
R 500PM Turties BR 0 8 ||
R 5.00PM Penguin BS 0 6 n
Qs Jellish DS 15 | |

515PH s TBA 1 3 u
R 530PM Turtles BR 0 &8 ||
R 520PM Penguin BS 0 6 ||
R 530PM  Jellyish DS 15 [ |
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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.

2 Splash - a X
File Edit View Diary Scripts Print Tools
#0644+ swim School Diary Today's Date: 2/2/2018 $ 5
Splash
Loain New User
Specify Monday v feb [+ 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Class Al 4 Bookings | Waiting List | Achievements.
Q gession D 3565 ClassID TUR Instructor  BR Brian Roberts & Add Bookin
Time  Class nstucor 8 & = 2 Class Name  Turtles e
R 3:30PM  Turtles BR 17 || _ -
. - — = cwaE:D:v:r: Eaamyspml Maxsize 8 Comments +Add Makeup
= S0P aish = o . Start Date  5/2/2018 EndDate  26/2/2018 =+ Add Waitiist
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.
%Y Splash 2 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
X v = @
Assessment 2 . S8 Turtles | S @ 2
£ & =% v g 8% ¢
Dolphins E 8 B % s §ZF
Time| Jellyfish & 8 E 2 Time Class Instructor @ @ F Z
5 20p] Penguin 17 m - Turiles BR 17 n
Q 3 5gp( SeAS ! [ Jellyfish bE 1 5 |
SHARKS Q
R 3.30P srimps 1 5 | 400PM  Turtles BR 17 |
Q Starfish : R 200PM  Jellyfish DS 303 | |
Q 4 e Turlles . g [ R 430PM  Turtles BR 3 5 |
R 100PM Penguin BS 2 4 B R 430Pm Jellyfish Ds 1 & |
Q 400PM Jellyfish D& 3 3 | ] R 500PM  Turtles BR 0 8 |

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.

Page 4
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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.

wish to display.

right of the

screen.

Use the list on the left of your screen to click the class name for session you

All bookings for the selected session will be displayed within the panel on the

=¥ Splash
T o x
File Edit View Diary Scripts Print Tools
** swim School Diary Today's Date: 2/2/2018 ‘*p .
Splash - -
‘ Login New User
Specity  Monday ~ || feb |- 201 Seals @ 3:45 PM on Monday with To Be Advised
class Al Sootngs I Visting Lt Achecements
E «Q Class ID
- SRt 3560 assiD sEA Instructor | TBA | To Be Advised
Time Class 2 Class Name  Seals Telephone: 027 2222084
Qg e
SReW TameS B 1 u ClassLevel 6 MaxSize 4 Comments
R 320PM  Penguin Bs 4 ||
N = Location Main Fool
330 elly s
J30RML Idian = g StartDate 522018 EndDate | 26/212018
shift Afternoon g 8 8 8
Rg00PM  Turtles BR 1 n g 8 9 g
=3 M 2
anPH Penguin 8s 4 | Q craigking oom X
Q £0OPM Jellyish Ds || 0272222082 Nathan King
AR PTiRteS L5 u Q Hamish McDougal 8_11m $ PR
R 430Pu  Penguin 8BS 1 ] 0272222082 Wary licDougal
R 430PU  Jellyfish DS 1 | @ Jack McArthur 8.7m b %
£30PM Seals ! ] © 045667334 Andrew McArthur
R 500PH  Tutes BR o s HE Q Paul Fairbrother 8_om S
S00PM Penguin BS 0 6 | © 0272222082 MarkFairbrother
Jellyfish DS 1 u
Seals TBA ||
Turties BR 0 8 n
M Penguin BS 0 5 | |
Jellyfisn DS 1 n

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.

a Splash

File Edit View Diary Scripts Print  Tools

/ * swim School Diary
Splash
Specify Monday v || feb * | 2018
Class All o=
% , 5 8
Time Class Instructor no:l c‘% 'E %
R 330PM  Turties BR 17 n -
R 3:30PM  Penguin BS 2 4 [ ]
Q 330PM Jellyfish Ds 1 5 ||
Y J45PM  Seals TBA 4 0
R 400PM  Turtles BR 17 |
X 400PM  Penguin BS 2 4 ||
R 400PM Jelyfish Ds 3 3 [ |
R 430PM  Turtles BR 3 s [ |
R £30PM  Penguin BS 1 5 [ ]

User Documentation — Splash V7.0

Page 5




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... “ ) M

Jessop William 4_10m 04 478 3215 180 Essex St, Ngaio, Wellington 4007 Turtles

Smith william 8_0m 0272222082 123 Any St, Wellington Jellyfish
watkins Jamie 4_10m Jeliyfish
White Jane 7_2m 0272222082 76 Moorefield Road, Johnsonwille, Wellington Starfish
Williams Benjamin 4_4m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Turtles

Williams Harry 4_9m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Penguin
Williams Jenny 5_2m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Turtles

Williamson Peter 4_0m 0272222082 987 Essex St, Masterton 5886 Turtles

Wilson James 4 1m 0272222082 123 Any St, Wellington 4000 Jeliyfish
# cancel

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 “ Filter. | w

Jessop William 4_10m 04 478 3215 180 Essex St, Ngaio, Wellington 4007 Turtles

Smith william 8_0m 0272222082 123 Any St, Wellington Jeliyfish
watkins Jamie 4_10m Jellyfish
White Jane 7_2m 0272222082 76 Moorefield Road, Johnsonville, Wellington Starfish
Williams Benjamin 4 4m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Turtles

Williams Harry 4_9m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Penguin
Williams Jenny 5 2m 0272222082 171 Chapel St, Khandallah, Wellington 4005 Turtles

Williamson Peter 4 0m 0272222082 987 Essex St, Masterton 5886 Turtles

Wilson James 4_1m 0272222082 123 Any St, Wellington 4000 Jellyfish
# cancel

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.

Page 6 User Documentation — Splash V7.0



2 Create New Booking

-
oy

) 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.

a

Q

Q

3

1.

Craig King
0272222082

Hamish McDougal
L4 0272222082

R

Jack McArthur
# O 045667804

Paul Fairbrother
= & (272020082

&«

Hamish McDougal

L4 0272222082
Jack McArthur

® O 045607804

Hover your cursor over the status icon to display the current balance of the

booking.

Circle Status Icon — No payment received

9_6m

Mathan King

8 11m

Mary McDougal

8_7m
Andrew McArthur
8 9m
Mark Fairbrother

3_11m
Mary McDougal
8_7m

Andrew McArthur

User Documentation — Splash V7.0

Crossed Status Icon — Part payment received

Ticked Status Icon — Full payment received

% &
¥ x

3 P
x %
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— Negative Status Icon — Booking in credit

Q  Jack McArthur a_7m
L3 ° 04566 7804 Andrew McArthur

R

®x X

& Paul Fairbrother 8_9m

= 0 0272222082 Mark Fairbrother

B

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

X x

R 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.

QL Jack McArthur 8.7m 3 R
# O 045667894  Andrew McArnur '

@ Paul Fq Impaired Hearing | 5 gm

= 0 0272222082 Mark Fairbrother

S

Ly

*

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.

Q& Georgia Taylor * 5_10m
© 0272222082 0

b R
o *:’f ®

X Harry Williams

0272222082 Malcolm Williams

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.

Page 8 User Documentation — Splash V7.0



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

27 splash
File Edit View Diary Scripts Print Tools

“$% " swim school Diary
Splash

Today's Date: 2/2/2018

Login New User

Specify | Monday i Jan |~ 2018 Seals @ 3:45 PM on Monday with To Be Advised
Class Al Bookings | Watting List | Achievements
Q session D 3444 ClassiD SEA Instructor | TBA | To Be Advised o J
Time  Class Instructor B & F 2 Class Name  Seals Tetepnone. 027 2222084 |
Q 330 . ; P pommm—
330PM Turtles = I ClassLevel 6 VaxSize 4 Comments | +Add Makeup
< Penguin 8BS 2 4 7 L
- Location Main Pool | g =
33 Jeliyish s 5
= At g L= Start Date 81,2018 EndDate 2912018 + Add Wast
3 ‘.
Shift Afternoon =) o P) P
Q Tuttles BR 17 g 5 § 3
enoiin L 2 QU Craigking 9_6m PP P A $px”
Aelhgsh L] 0272222082 Nathan King -
Turmes w P35 Q. Hamish McDougal 8_11m P P &%
Penguin BS 1.5 0272222082 Mary McDougal N
X e30Pu Jelytsn b8 4 5 Q- Jack McArthur 8_7m P INAlP [P $ X
< 045667894  Andrew McAthur -
R500PH Turtles = o 8 R Paul Fairbrother 8_8m P P P P $ X
R 500PM  Penguin 8s 0 & © 0272222082 MarkFairorother -
R mnnom  lalhdich na B
27 Splash = o %
o
File Edit View Diory Scripts Print Tools
%% * swim School Diary Today's Date: 2/2/2018 $ 4
Splash
| Login New User
Specify  Monday || Jan ¥ 2018 Seals @ 3:45 PM on Monday with To Be Advised
Class Al 1™ Bookings | ‘Watting List | Achievements
|~ Q sessionID | 3444 ClassID | SEA Instructor | TBA | To Be Advised _ J
& Time Class Instructor & Class Name  Seals Telephone: 027 2222084 |
3:301 le: 7 —
SM0EM, “Thifiss B Class Level | 6 MaxSize 4 Comments | #aca uakeup
R 330PM  Penguin Bs 2 4 i L
Location  Main Pool | 5 -
R 330P Jeliylish DS 1 5 o - —
— StartDate | 8112018 EndDate 29112018 [+ adawatist J
= shit Afemoon ] '
R g00PM  Turtles BR 17 g
Q 2
400PM  Penguin BS 2 4 = p—— — B S @ X
R 400PM Jeliyish = 0272222082 Nathan King N
R 20 g s 5
430eM, TS R M3 os @ Hamish McDougal 8_11m PP ER
R $
R 430PH  Penguin BS 15 0272222082 MaryMcDougal A
R 430PH selish DS 908 @ Jack McArthur 8_7m P inalp |C &R
$ %
= 045657804 Andrew McArthur “
R500PH  Turties BR 0 8 @ PaulFairbrother a_ém rplr e S
R 500PM  Penguin BS 0 6 © 0272222082 WarkFairbrother v

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.

User Documentation — Splash V7.0
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2 splash
File Edit View Diary Scripts Print Tools

p ** Swim School Diary
Splash

Specify Wonday ~ || Feb
Class Al .
Class i o
Turtles BR 1
Penguin R
Jellyfish DS 1
R s00PM  Turtles B8R 1
R £00PM  Penguin B8 2
R 00PM  Jellyfish Ds 3
QR 430PM  Turtles BR 3
R 4:30PM  Penguin BS 1
R 4:30PM Jellish s 1
Turtles BR 0
Penguin 8 0
Jelfish DS 1
Turties BR 0
Penguin B 0
Jelyfish s 1

Today's Date: 2/2/2018

Login New User

[~ 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Bookings ] Wattng List Achievements
8=z e BT ClassID | TUR Instructor  BR | Brian Roberts
&= = Class Name Turies L
7 n
M ClassLevel 2 MaxSize | 8 Comments +4dd Makeup
4 . Location Learners Pool ko
2 StartDate  5/212018 EndDate | 26/2/2018 + AddWatist
Shift Afiernoon g 8 8 8 ;
7 u B oo e
4 u & Joanne Jones * 2_10m e =
& m » ¥
4 0272222082 David Jones
5 m @ Paula Schwass *5 1m o<
5 u $ © 0272222082 Robyn Schwass -
5 un @ Peter Williamson 4_0m $ PR
u 0272222082 John Williamson
8 | ]
6 n
5 n
n
g ||
6 n
5 | ]

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

A~

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

smith
Smith
Smith

Smith
Smith
Smith
Smith
Smith

Select a Student

Jacod
Jason
Jennifer

Lucas
Nicholas
Phillip
gam
william

® cancel

o6

5_6m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
6_5m 0272222082 89 Roberta Road, Tawa 4008 Turtles
2_9m 0272222082 89 Robera Road, Tawa 4008 Turtles
5_8m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
6_3m 0272222082  GAErlestoke Crescent, Churton Park, Turtles
6_2m 0272222082 89 Robera Road, Tawa 4008 Penguin
6_3m 0272222082  GAErlestoke Crescent, Churton Park, Penguin
8_0m 0272222082 123 Any St, Wellington Jellyfish

you wish to book the catchup for.

student and session details will be completed for you.

Page 10

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

The Enter New Catchup Details dialog will be displayed on your screen. The
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¥ Creste New Booking

=

]

-

Comment

Enter New Catchup Details

Must Pay at Time of Booking

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

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.

27 splash

Splash

File Edit View Diary Scripts Print Tools

“$4%& " swim school Diary

Specify Monday

Class Al

Class
M Turies

W Penguin

M Jellyfish

R 400PM  Tutties
R 400PM  Penguin
R go0Pm Jeliyiish

Instructor &

BR

- o x
Today's Date: 2/2/2018 3
¥ $ ¢
| Login New User
201 Turtles @ 4:30 PM on Monday with Brian Roberts
Bookings | ‘Watting List | Achievements |
Q session D 3565 Class D TUR Instructor | BR | Brian Roberts ‘ [Epr—
Class Name Turtles Telephone:
(—
Class Level 2 MaxSize 8 Comments | 4 4dd Makeup
Location Leamers Pool | ‘ g
StariDate 522018 EndDate 261212018 [+ Adawatist J
snift_ Atemoon g g8 g g8 -
. =
Q Joanne Jones 2_10m b P %
0272222082 Navid lones
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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.

2 splash - o X
File Edit View Disry Scripts Print Tools
"4+ swim School Diary Téday's Date: 2/2/2018 y 9
splash b 4
‘Login New User
Specify  hlonday ~ || Feb v 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Class Al Bookings ek >
Current Bookings
Smm iems Instructor_ & Q. Joanne Jones 2.10m 0272222082 Level : TURTLES
R 330PM Turtles BR 17 | | Q. Paula schwass 5_1m 0272222082 Level: TURTLES
QE M Penguin Bs u Q@ Peter Williamson 4_0m 0272222082 Level : TURTLES
Qs Jellyfish D5 15 u Q Level: TURTLES
Q
Q 400! BR 1 n
R 500Pm B8 n
= Pom— o8 ] Displaying Goals for: JOANNE JONES (Last Goal Achieved
X ga0em BR 3 m 1 Happyinthe water Master ®
R 4:30PM  Penguin BS 15 n Date Achieved
R g30PM  Jeliyfish DS 15 n
Q [] 2 Blowing bubbles and eyes under Learming ®
R 500PM  Turtles 0 n Date Achieved
QR s00PM Penguin 8s 0 6 n
L J——— = P ™ 3 Frontstarfloat Intraduced ®
Q [ | Date Achieved
R 530PM  Turtles n
Qs Penguin 8s o 6 n 4, Temede ®
x Jellyfish DS 15 [ ] 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.
aokngs | Waiting List [ Achievements
Current Bookings
Q  Joanne Jones 2_10m 0272222082 Level: TURTLES
Q@ Paula Schwass 5 1m 0272222082 Level: TURTLES
Q  Peter Williamson 4. 0m 0272222082 Level : TURTLES
23 Level: TURTLES
Displaying Goals for: Joanne Jones (LastGoal Achieved )
1 Happyinthe water Mastered = gt
4— Date Achieved
2 Blowing bubbles and eyes under Leamning _
Date Achieved
3 Frontstarfloat Introduced v %
Date Achieved
4 Torpedo R
Date Achieved
Page 12 User Documentation — Splash V7.0




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.

27 Splash

File Edit View Diary Scripts Print Tools

& swim School Diary Today's Date: 2/2/2018

Splash

v L4

Specity  Monday

Class Al

Class

30PM Turlles

R s00Pm
R 4:00PH
R s30Pm
R 4:30PM
R 4:30P0
Q

5:00PM
5:00PW

5:00PH

Q
Q
Q
Q
Q
Q

M Penguin

M Jelylish

M Turies

Penguin
Jellfish
Turties

Penguin

Jelifish

Tutties
Penguin

Jelifish

30PM  Turles

W Penguin

Jelhfish

| Loain New User

|~ 2018 Turtles @ 4:30 PM on Monday with Brian Roberts
Bookngs 1 Waiting List | Achievements
X session D 3565 ClassID TUR Instructor  BR | Brian Roberts lisina ‘
= Class Name Turtles Telephone: L -
: ClassLevel 2 axsize 8 Comments +Add Makeup
Z 4 Location Leamers Pool | :
15 || -
- Start Date  5/2/2018 EndDate  26/2/2018 < Add Waitist J
shift Aftermoon 8 8 o8 o = 8
17 AN g § & §
2 3 L Q Joanne Jones *2_10m & ‘
3 L] 0272222082 David Jones -
2 5 n QU Paula Schwass *5.1m &%
1 u $ © 0272202082 Royn Schwass -
) L Q Peter Williamson 4.0m R
™ $
0272222082 John Williamson
) n
0 ||
1 ||
u
0 ||
06 u
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 || OK |

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
Williamsan in to.

| Cancel || OK |

Display the new session details on your screen by updating the Day, Bock
and Year settings at the top of the diary screen.

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. @

2 Splash B o x
File Edit View Disry Seripts Print Tools \ 4
* swim School Diary Today's Date: 8/2/2018 $ ¢
Splash — -
T Loain New User
Specify  Monday v [ Feb [+ 2018 Seals @ 3:45 PM on Monday with To Be Advised
Class Al B B Bookings 1 Waiting List Achievements
JE8=2 Q Class ID
: 8% SessionlD 3560 assID | SEA Instructor | TBA | To Be Advised
Time  Class instructor 8 & F =2 Class Name  Seals Telephone: 027 2222064
a =
OGN TTwie o S u ClassLevel 5 MaxSize | 4 Comments +Add Makeup
R 330PM  Penguin 8s 4 |
= m Location Main Pool -
4 Start Date  5/2/2018 EndDate  26/2/2018
Shift Afiernoon g & 8 8
R 4:00PM  Turtles BR 17 | | g S8 & g
Q 0 ~
400PM  Penguin 83 2 4 || R Craig King — $ b X
R 00PN Jeliish 23 3.3 a 0272222082 Nathan King
Q
S30EW "Tuifics Bm 2 6 n Q Hamish McDougal 8_11m %
R 430PM  Penguin BS 15 u 0272222082 Mary McDougal
R gz0Pm Jelyfisn Ds 15 n T Jack McArthur 8. 7m S
R 430PM  Seals TBA 0 4 n ® O oase67304  Andrew Mornur
R5:00PM Turties BR 17 | ] T Paul Fairbrother 8_om b
R 5:00PM Penguin BS 0 6 u — 0272222082 Mark Fairbrother
R 5:00PH Jelifish DS 15 n
R 5:15PM  seals TBA 1 3 n
R 5:30PM  Turties BR 0 & n
R 5:20Pm  Penguin BS 06 n
R 5:30PM Jelifish DS 105 n

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
s

Passes Goggles

Ice Creams

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

Page 14
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Chupa Chups|

Small Snake

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

27 Splash POS. - a x
POS Tools

Family ID

With Balance Zero Balance

User Member

barbara smith
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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

Page 16
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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.

27 Splash — o X
File Edit View Diary Scripts Print Tools

“#a&¥ * swim School Diary Today's Date: 12/2/2018 b ¢
Splash N
‘ Loain New User
Specify  Monday ~ | |[FeD [ 2 Seals @ 3:45 PM on Monday with To Be Advised
Class Al - Bookings | Wating List [ \cnievemen ts
Q sessionID 3560 Class D SEA Instructor  TBA To Be Advised + Add
Time Class Class Name | Seals Telephone: 022222084

R3308M  Turties

B B W extweek

in
Class Level 6 MaxSize 4 Gomments +Add Makeup

Location ain Pool

StartDate 51212018 EndDate  26/212018

R 330PM Penguin BS 2 4

Jeliyfish

- _1m) shift Afternoon & & & 2
R 400PM  Turtles BR ) 8 & = g
R 400PM  Penguin BS n = p— — v
4:00 e = S
Rs00PM  Jellyfish Ds u 0272222082 Nathan King
L PR & 2 6
430PH Turties BR M2 ¢ u Q Hamish McDougal 8_11m R
R 430PM Penguin 8BS 18 ] W& 0272222082 Mary McDougal N
R 430PM Jelyfisn DS 1 5 n Q Jack McArthur 8. 7m
Q ; [ 3 - $ bR
4. 04566 7894 Andrew McArthur
K500 Turtles BR 17 | @ Paul Fairbrother 8_am &%
x s s mE =0 T
W Penguin BS 0 6 0272222082 Mark Fairbrother
Jellish DS 15 |
a A n
N Tuties BR 0 8 |
M Penguin BS 0 6 | ]
W Jelyfish DS 15 ||

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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9 Splash POS.

- o x
POS Tools
P .t (Al Contecn - a o iy 23
5 MCARTHUR (Andrew McArthur)
p— : [ ——— Wi Bonce \ ZeroBaee
Jack MoArthur - Seals - 3:45 PM Mon (Block Feb 201)
Jack McARhur $54.00
e Seals - 3:45 PN Mon (Term Jun 2017)
® Percent Disc 10
Jack McArthur $90.00
Seals - 345 P Mon (Term Jul 2017)
® Percent Disc 10
Jack McArthur $72.00
Seals - 345 PM on (Term Aug 2017)
® Percent Disc 10
Jack McArthur $72.00
Seals - 345 PM on (Term Sep 2017)
® Percent Disc 10
Jack McArthur 572,00
Seals - 3.45 PM Mon (Term Oct 2017)
® Percent Disc 10
Jack McArthur $72.00
Seals - 3.45 PM Mon (Block Nov 2017)
User Member
@Peeemt D 10
AR Jack MeArthur $54.00
Seals - 3.45 PM Mon (Block Dec 2017)
® Percant Disc 10
Jack McARhur $54.00
Seals - 3.45 P Mon (Block Jan 2018)
® Percent Disc 10
Melanie McArthur $72.00
Penguin - 3:30 PM Wed (Block Jan 2018)
® Percent Disc 10
Welanie McArthur $72.00
Penguin - 3:30 P Wed (Block Feb 2018)
@ 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.

9 Splash POS
POS Tools

Gl Family D

Vit Balance Zero Balance.

User Member

barbara smith

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 Select a Family

Enter allor part of the family name to display fewer records.
Select the family name from the list below... “ Fitter:

Smith Unknown 0272222082 -
Smith Bridget 0272222082 1243 Any Street, Welington

Smith Barbara 0272222082 6A Erlestoke Crescent, Churton Park, Wellington 4001 Jacob, Sam, Nicholas, Lucas

Smith Daniel 0272222082 &9 Roberta Road, Tawa 4008 Jason, Philip, 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.

2¥ Splash POS - o X
POS Tools
Family ID 2
SMITH (Barbara Smith)
With Balance | Zero Balance
$50.40ea.
$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 Man (Black Aug 2017} <]
Lucas Smith - Per - 4:30 PM Mon (Term Aug 2017)
Nicholas Smith - Turtles = 11:00 AM Thu {Term Aug 2017)
Jacob (Jake) Smith $73.80

Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017) Frenguin - 3.30 P on (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 Al Thu (Term Cct 2017)

® Percent Disc 1

Jacob (Jake) Smith 564.50
Penguin - 3:30 PM Mon (Block Nov 2017)

Member

® Percent Disc 10

Lucas Smith 88950
Penguin - 4:30 P Mon (Block Nov 2017)

Barbara Smith

® Percent Disc 10

Nicholas Smith 6995
Turtles - 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

Jacob (Jake) Smith $55.35

Penguin - 3:30 PM Mon (Block Dec 2017)

® Percent Disc 10
Jacob (Jake) Smith 5535
Pancuin . 400 U War (Black Dac 2017)

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 i Date 3/02/2015
syment Methoc ount 5 Time 1:31:44 PM

DEL CreditCard 2842 Sam Brown
DEL

Total
$259.50

Change

$0.00

CREDIT

CASH EFTPOS CARD

CHEQUE

GIFT
VOUCHER

MANAGE-

INTERNET MENT

DIRECT SESSION
DEBIT PASS SOURNAE 1

Total : $259.50

9 [ Back]
6 [ eno |

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 LA,

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.
15.Complete the sale by clicking the End or Next button.

Page 20
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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¥ Splash POS - o X
POS Tools
Family ID 2
SMITH (Barbara Smith)
] With Baiance | Zero Baiance
@  $59.40¢ea
$59.40 Jacob (Jake) Smith 573.80
D Penguin - 3:30 PM Mon (Block Sep 2017)
— ® Percent Disc 10
cob (Jake) Smith - Penguin - 3:30 PM Mon (Block Aug 2017) <=
Lucas Smith - Penguin - 4:30 PM Men (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 Mon (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 Al Thu (Term Cct 2017)

® Percent Disc 1

Jacob (Jake) Smith 564.50
Penguin - 3:30 PM Mon (Block Nov 2017)

Member

® Percent Disc 10
e Lucas Smith 69,50
Penguin - 4:30 Phi Mon (Block Nov 2017)

® Percent Disc 10

Nicholas Smith 6995
Turtles - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1

Jacon (Jake) Smith $69.50
Penguin - 4:00 PM Mon (Block Nev 2017)

® Percent Disc 10

Jacob (Jake) Smith 55535
Penguin - 3:30 PM Mon (Block Dec 2017)

® Percent Disc 10
Jacob (Jake) Smith 5535
Pancuin . 400 U War (Black Dac 2017)

1. 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.

A~ W

Discounting a Sale Item o
. 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.

o

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

Invoice # 147355
PO

Shift:

Vorgee Missile Goggles
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POS 1

Item Name
Vorgee Missile Goggles

Quantity
1

Item Price/Payment Amount

MANAGEMENT $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.

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 Booking

Please specify the amount of the part payment.

Payment Amount
2 |

| Cancel || OK |

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

[ Lesson |
1 Phillip Smith - Penguin - 4:00 PM Mon (Term Jun 2017)

10.Repeat steps 4 through 9 until all relevant bookings have been selected.
11.Complete your sale by clicking the End or Next button.

NB: The above command does not reduce the price of the initial booking, it
simply applies a part payment to the outstanding balance.
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Managing the Waiting List
Adding a Student to a Waiting List

1.

Select the required Day, Block and Year at the top of the diary screen.
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
session will be displayed on the lower right corner of your screen.

2 splash

Splash

File Edit View Diary Scripts Print Tools

. 4+ swim School Diary Today's Date: 9/2/2018

b A 4

specify  Friday

Class Al
Time Class

R 530A  Penguin

R gasan Jelifish

R 5:00AH  Turtles

Turtles
00AM Turtles

R 10:30A1  Penguin
QR 10450 Starfish
Q 41004 Penguin
R 11:30am  Penguin

~ | Feb

Instru
TBA

TBA

‘ Login New User

[~ 200 Starfish @ 9:15 AM on Friday with Lisa Wilson
v T [ Waiting List e
m; :EE SEZ QsessionlD 3578 ClassiD  STA T Bobby Thomson 5_11m S %
P [] Class Name | Starfish & 0272222082 Anthony Thomson ¥
15 . ClassLevel §
5 & ™ Programme | Sehool Age
Sessions Details
o 2 u StartDate 21212018 EndDate 237212018
b 2 u StartTime | 9:15 Al Weekday  Friday
u Block | Fep Year 2018
Po s a No. of Lessons 4
o 4 MW Frequency  weekly [
2 4 u Location | Wain Pool |~
Mo s | ]

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

Q 9/02H8 @ Jane White r 3 s

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

Waiting List <

Q o02/18 Q Jane White X s

Page 24

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.

~
Select a Student
Enter all or part of the student name to display fewer records. .
Select the family name from the list below... “ Fiter: |
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

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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Name
Telephone
Address
Age

Class ID
Class Name

Instructor

Start Time
Weekday

Notes

Current
Booking

" Create New Wait List

Gregory Hargreaves
0272222082
24 lane St, Wallaceville, Upper Hutt 5014

6_7m

STA
Starfish

Lisa Wilson

9:15 AM
Friday

Currently booked in Starfish on Tuesday at -

" & Enter New Waitlist

Gender

Session ID

Block

Year

5:00 PM with Harry Sims

Male

3578

Feb
2018

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.

Time
R g.304M
Q g.a5m
R g.poam
R g 15aM
R g.304M
R 10:004m
Q

R 10:30AM
R 10:4540
R 11004
R 11:3040

Specify  Friday

Class All

Class
Penguin
Jdellyfish
Turtles
Starfish
Turtles
Turtles

Penguin
Starfish
Penguin

Penguin

|~ Feb

Instructor
TBA
L

TBA
TBA

TEA M
LW
TBA
TBr

Bookings

3. You will be taken to the waitlist screen.
selected session will be displayed on the lower right corner of your screen.

<
&)
=
=
@

This Week

m
HEEENENENNN N N vetwyeek

6
4
4
6

All students wait listed for the

4. Click the four directional arrow to the right of the student name in the wait list.

User Documentation — Splash V7.0

Page 25



9 splash - o p- 3
File Edit View Diery Scripts Print Tools
Today's Date: 9/2/2018 $ 4
Splash -
| —" ‘Login New User |
Specity  Friday [~ Fep [~ 2018 Starfish @ 9:15 AM on Friday with Lisa Wilson
Class Al v Bookings [ Waiting List Achievements.
E BRI QsessionID | 3578 ClassID | STA Q. Bobby Th 5_11m “
Time  Cass Instructor & @ F Z i R S on';;o" 087 AnthonyTh - $$
& /ass Name 2222 ony Thomson
R 530A  Penguin TBA 1 [ Starteh o6 A
R gasan Jelifish W 15 | ClessLedll] o
R g:00A1  Turtles TBA 0 u ERCEatEl| saiool Abe
% Sessions Details.
S0 “TiNcE A 0 8 u StatDate 2722018 EndDate  23/2/2018
X 1000aM Turtes TBA 0 8 u StartTime | 9:15 Al Weekday  Friday
Q 10:00a1  Seals w2 2 ] Block Feb Year 2018
R 10:30A1  Penguin A Mg n No. of Lessons | 4
:mnﬁAM Starfish w0 o4 | ] Frequency  Weekly [
A1:00AM Penguin TBA 2 4 n e aaits Cool =
‘R 11:30AM  Penguin A Mo g n
Costof Session
CostMethod | CostPer Session
DefaultCost | §20.00 DD Cost | 52050
Default Total | $80.00 DD Total | $62.00
Instructor Details
Instructor LW | Lisa Wilson
Telephone:
Comments
Waiting List
-
Q@ o218 @ Jane white X
-

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

Are you sure you want to transfer Jane White into the Starfish
class at ::15AM7

Cancel | [ oK

6. Click OK to continue.

% Creste New Booking *
Edit Tools

“1=| Enter New Booking Details

| 4 .J_

Jane White # Bookings This Block = 2

76 Moorefield Road, Johnsonville, Wellington 4001
Telephone: 0272222082

Age: 7_2m Gender: Female

Has been bookedin to Starfish lessons on Friday at 9:15 AM with
Lisa Wilson

Stat Date 2/2/18 =
EndDate 232118 |B

Mo. of Lessons 4

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
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 Frigay « | Feb « 2018

Class Al - L.
s = = %

Time Class Instructor 2 & F =
Qgapam  Penguin TBA 1 5 [ |
R gasam Jeliyfish L 1 s [ |
R 900aM  Turlles TBA 0 B | |
Q91540 Starish w Mg o3 | |
R 93040 Turtles TBA ¢ [ |
R 10.00AM  Turlles TBA [ |
K [ |
D 40:308M  Penguin TBA M o 5 [ |
R 104540 Starfish Lw 0 4 [ |
R 11.008M  Penguin TBA 2z 4 |
R 11:304M  Penguin Tea Mo ¢ [ |

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?

oK | | 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 Grid

T
Bk

| Weekly Booking Statistics

2 Splash - o X
File Edit View Diary Scripts Print Tools
B | Listof ,
i T Swim Sc Summaryof > Today's Date: 9/2/2018 Y é
sPIash | Chart Showing 3 h 4 2

Starfish @ 9:15 AM on Friday with Lisa Wilson

Login New User

Achievements

Class Al — Bookings | Waiting List
. f 822
S 223 Qs D | 3578 ClassID | STA =
Time  Class Instructor 8 & F = eesen S Hoby Siousee s $ %
R g:a0aM  Penguin TBA - [] Class Name  Starfish & 0272222082 Anthony Themson T
R gasad Jellyfish 0 9 & n ClassLevel | 5 Q Jane White 7_2m P
T;\m's . ; ™ Programme | School Age & 0272222082 Julie White * ¥
Starfish w e o2 u Sessions Details
AL [ TBA 0 8 u StatDate | 21212015 EndDate  23/2/2018
Tuiles TBA o 8 u StartTime  9:15 AW Weekday  Friday
a Block  Feb Year 2018
R 10:30a  Penguin TBA Mg 5 n ettt B
R 1p45a1  Starfish W 0 4 n Frequency | Weskly [~
Q !
(D0 enouin o2 4 WE Location | Main Pool |~
Q 41304 Penguin TBA Mo 5 L}
Costof Session
Costhlethod  Cost Per Session
DefauttCost | §20.00 DD Cost | $20.50
Default Total ~ $30.00 DD Total  $82.00
Instructor Details
Instructor LW Lisa Wilson
Telephane

Comments

+ Add Watist

R

Waiting List

Q 9218 Q@ Gregory Hargreaves

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.

Block
Feb

Year

|zo1a| |

| 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 Name

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).

27 Splash - a X
9" Records  Tools
! & &
SaveosExcel SaveasPDF | Print  Print Setup
Layout: View As: ExitPraview [ —
6.
List of Waitlisted Students
Penguin
peter jessop 04 478 3215 10:30 AM Fri TBA @218
stuart pearson 0272222082 11:30 AM Fri TBA @218
Barry Robinsen 0272222082 3:30PM WWed LW @218
branda thomas 0272222082 3:30 PM Wed LW @218
Starfish
Gregory Hargreaves 0272222082 8:15 AM Fri Lw azZne
Turtles
Georgia Taylor 0272222082 10:00 AM Wed BR @218
Geargia Taylor 0272222082 10:30 AM Wed EBR @i2n8
22018 : 124141 P Page 1

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

Print Report

‘Would you like to print the waiting list report?

| Cancel || OK |

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.

A Splash - o X

Today's Date: 9/2/2018

e o &
Splash
Loain New User
Specify Wednesday |- Feb - | 2018 Penguin @ 3:30 PM on Wednesday with Lisa Wilson
Class Al - [ Bookings 1 Waiing List Achievemen s
Q SessionlD 3581 ClassID| PEN Instructor | LW | LisaWilson Pp— ‘
Class Name  Penguin Telephone:
R | S,
- Class Level 3 MaxSize | 6 Comments “eadd Makeup |
B = . Location Main Pool =
Ll StartDate 77212018 EndDate | 28222018 + Add Watist J
2 10:30A0 _Turties R Mo s | | e ! -
Shift ARernoon 8 8 8 8
Q@ 330PM  Penguin W M5 | = F % 8 pu
L . 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.

Block

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.

- o x
Summary of Today's Date: 9/2/2018 ¢ é
Chart Showing v bk -
Class Grid s )
‘Waiting List . N
Specity  Monday |- Turtles @ 9:30 AM on Wednesday with Brian Roberts
- = ics
Cuss [ i \ R
£ : X Session D 3569 ClassD TUR Instructor  BR | Brian Roberts
Time  Class Instructor B = Class Name  Turties Tetephone:
R 3 7 ;
LI0EW e L u Class Level 2 Maxsize 8 Comments +AdaMakeup
R 330PM  Penguin 8BS 2 4 ||
Location Leamers Pool -
R 330PM Jellyfish DS 15 ||
Start Date  7/2/2018 EndDate  28/2/2018 4 Add Waitiist
Rza5Pu Seals 80
Shift Moming § 8 & 8§
R 400PM  Turties BR 17 || = 3 2 =
R 400PM  Penguin BS 2 4 [ ]
R 400PM Jellyfish DS ||
R 430PM Turties R M2 6 ||
M Penguin B3 18 [ ]
0P Jellyish DS 15 ||
Sea 8 0 n
M Turlles BR 17 ||
M Penguin Bs 05 ||
M Jelish DS 15 ||
: T8 |
U Tutes BR 0 s n
M Penguin BS 0B ||
30FM Jellyfish Ds 1.5 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
Saript paused [[Gontinue 1|
Attendance List
Supervisor Listing for Monday
| 3:30 PM - Turtles (Leamers Pool)  Brian Roberts (1 Students) |
=
Brian Roberts o =l % 2
b @ Pauls Schwass 8 1m Rabyn Schwass I B
| 230 PM - Jellyfish (Main Pool)  David Smith {1 Students) |
David Smith 2E5 2 2
Jarmes Wilson 4_1m Mary Wilsen - e e e e e e e e 2
| 3:30 PM - Penguin (Main Pool) Barbara Smith (2 Students) |
Barbara Smith S8 S g g
[+] Georgia Taylor 8_10m Martha Taylor - - = = = = = = - 14
Harry Williams 4_gm Malealm Willia -]
3:45 PM - Seals (Main Pool]  To Be Advised (4 Students) |
To Be Advised o 8 8 % 5
Craig King g _8m Mathan King = = = = = = = = = @
% Hamish MeDougal  B_11m Mary McDougal T -
# O Jack MoArthur B_Tm Andrew MeArthu -
== @ Paul Fairbrother B_fm Mark Fairbroth T

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

Do you want to print the Supervisar list?

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.

9 splash

Class Al

Time
R z30Pm
R 330P1
R 330P1

R s00Pm
R 400P1
K a00PM
R 430P1
R :30em
R 430PM

5:00PM
5:00PM
5:00PM

5:30PM
5:30PM

AL RLARRLAR

5:30PM

Specify  Monday

Class
Turties
Penguin

Jellyfish

Turtles
Penguin
Jellyfish
Turties
Penguin

Jelvfish

Turtles
Penguin
Jeliyfish

Turtles
Penguin

Jelivfish

File Edit View Diary Scripts Print  Tools

S swim sc

Splash

List of v
Summary of 3
Chart Showing v

T

Today's Date: 9/2/2018

P N

Waiting List

Turtles @ 9:30 AM on Wednesday with Brian Roberts

Loain New User

Weekly Booking Statistics

— Bookings | Watting List Achievements.
Z Q session D ClassID TUR Instructor BR | Brian Roberts i

Instructor = Class Name ii:geg Telephone.
2 I u Class Level 2 Maxsize 8 Comments
B 2 4 . Location Learners Pool -

s L= . Start Date  7/2/2018 End Date  28/2/2018
E'R . = Shift Morning g ] % %

Bs 2 4 || -
DS 3 ||

B8R M2 & ||

BS 1 u

DS 1 ||

BA ||

BR 1 ||

BS 0 8 ||

Ds 1 n

TEA n

BR 0 s n

8BS 0 8 u

DS 1 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).

Page 32

Edit View Insert FormaN Diary Scripts

2 Splash
e
i 1
Tota)
Pages

Layout: [SSDPRT Class Grid 21 »|  View As:

Tools Window Help
B =1 = il
SaveasExcel SaveasPDF | Print  Print Setup

Exit Previen

- o X

Sapt pase [EEREI]
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Monday Afternoon - Block Feb - 2018

3:30pm 1 7% 3:30pm 1 5 3:30pm 2 4} 3:4%m 4 0} 4:00pm 17} 400pm 3 3 4:00pm z 4
Turtles Jeliyfish Penguin Seals Turtles Jeliyfish Penguin
Paula Schwass (5_1m) £ James Whison (4_1m) Geaorgia Taplor {5_9m) | Craig King (9_6m)} Billy Jones (5_8m) wilkiarn Srmith {7_19m) Phillip Smith (&_1m)
Harry Willams (4_8m) Hamish MeDougal simon thomas (8_0m) Tony Zelish (3_2m)
(8_11m) debra Patferson (8_5m)

Jack Medrthur (8_7m)
Paul Fairbrother (8_8m)

BR Learners Pook DS Main Pool! BS Main Pool: TBA Main Pool; BR Leamers Pool, DS Main Pool! BS Main Pool
4:30pm 2 B 4:30pm 0 4 4:30pm 1 5 4:30pm 1 5 5:00pm 17 500pm 1 5 5:00pm [
Turtles Seals Jeliyfish Penguin Turtles Jellyfish Penguin

Joanne Jones {2_10m)  : Mo Bookings Jamie walkins (4_10m) | Lucas Smith (5_7m) Peter Wiliamson (4_Om) | Jamie Anderson (3_6m) | No Bookings

Faula Schwass (5_1m)
Jason Smith (§_5m) *

BR Learners PooE TBA Main Pool: DS Main Pool: BS Main Pool: BR Learners Pool: DS Main Pool: BS Main Pool
5:45pm 1 3% 5:30pm 0 8i530pm 1 5 530pm [

Seals Turtles Jellyfish Penguin

Zac zimmenman (10_1m) : No Bookings Corey Momrison {4_2m) Mo Bookings

TBA Main Pook BR Learners Pool: DS Main Pool: BS Main Pool:

Prinfed 8/2/18 at 12:48 PA{

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 Print menu.

2 splash

Class Al

Time
R z:30Pm
R 3:308m
R 3:30PM

R 00Pm
R s00em
Q s00Pm
R 4:30em
X s30Pm
4:30PM

5:00PM
5:00PM
5:00PM

5:30PM
5:30PNM

FRRERLRERRARL

5:30PM

File Edit View Diery Scripts Print Tools

w Swim Sc

Splash

Specify  Monday

Class
Turtles
Penguin

Jelifish

Turlles
Penguin
Jellfish
Turtles

Penguin

Jelifish

Turles
Penguin

Jelifish

Turlles
Penguin

Jelhfish

List of 3

Today's Date: 9/2/2018

Summary of ’
Chart Showing ’ n s s
Class Grid

Waiting List

Weekly Booking Statistics

Loain New User

Turtles @ 9:30 AM on Wednesday with Brian Roberts

Bookings | Watting List | Achievements

Q SessionID 3569 ClassID | TUR Instructor | BR | Brian Roberts < Add Booking
Telephone: -

Class Name Turtles

Class Level 2 MaxSize 8 Comments +4da Makeup
|

Location Learners Pool |

StartDate  7/2/2018 EndDate 281212018 |4 Asa watist

shitMoming

Instructor
BR 1
BS 2 4
DS g

o702
14002
21002
28002

BR i7
BS 2 4
DS

o
3
EEEENEEEEEEEEENE NEN:©e

Page 34

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
3/2n8

Week End
92118 |

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.

User Documentation — Splash V7.0




Specify Term and Year

Please enter the Term and Year for reporting

Term
[fenl

Year
208

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
P |

| Cancel || OK |

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 0 0 0 0
Jedlyfish 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Penguin 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Seals 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Turfles 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Tuesday B02 1302 20002 2702 ‘
] ] ] ] 0 ] ] ] 1] ] ] ] ] ]
Jedlyfish ] ] ] a ] ] Q a Q Q Q Q Q
Starfish ] ] ] a ] ] Q a Q Q Q Q Q
‘Wednasl:lay 702 14002 21002 2802 ‘
E] 0 0 0 0 0 0 0 ] 0 0 0 0 0
Penguin 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Turtles 0 0 0 [ 0 0 0 [ 0 0 0 0 0
‘Thur&day 102 802 15002 22102 ‘
1 0 0 0 [i] 0 0 0 1] 0 0 0 0 0
Shrimps Q Q Q a Q a a a a a a a a
Turtles Q Q Q a Q a a a a a a a a
‘Fma‘, 2002 902 1602 2302 ‘
T 1] 1] 1] 0 1] 1] 1] ] 1] 1] 1] 1] 1]
Jedlyfish 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Penguin 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Seals 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Starfish 0 0 0 [ 0 0 0 [ 0 0 0 0 0
Y2016 12:52:17 PAT Page 1

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

Message

Would you like to print the Attendance Summary?

| conce || eoF | [ Pt |

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 il 0
Monday 22 V] ]
Jellyfish 7 ] 1]
Penguin 5 V] ]
Seals 3 0 0
Turlles 5 0 o
| Tuesday a8 V] ] |
Jellyfish 4 0 0
Starfish 4 V] o
| Wednesday E} 0 0 |
Penguin T V] ]
Turlles 2 1] o
| Thursday 14 0 ] |
Shrimps [ 0 0
Turlles 8 0 ]
| Friday 7 |
Jellyfish 1 ] 1]
Penguin 3 V] ]
Seals 2 0 0
Starfish 1 0 o
Sunday L] V] ]
Dolphins 1 0 0
Penguin 3 V] ]
Total Reported 66 0 0
2018 12:53:32 P Fag

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

Message

Do you want to print the selected report?

| Cancel | |

PDF

print |

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.

2¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
ReportMame  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

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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Summary of Bookings
W Bookings [ Catchups M Exits
24 24
22 22
20 20
18 18
P 16 16
© 14 14
°
3
a 12 12
—
© 10 10
2
8 8
6 6
4 4
2 2
o N : : : : 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?

| cancet || poF | [ 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).
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Bookings - Current Balance of Booking
Balance as at 9/2/2018
Balance
Anderson {David Anderson) 0272223082 $126.00
Jamie : Jellyfish 5:00 PM Mon block Feb 20718 (§72.00)
Sally : Shrimps 10:00 AM Thu block Feb 2018 (854.00)

Aplin {Sylvia Aplin) 0272223082 $72.00
Peter : Penguin 5:00 PM Wed block Feb 2018 (§72.00)

Apollo (Martha Apollo) 0272223082 $108.00
Anthony : Turtles 11:00 AM Thu block Feb 2018 (§54.00)
Peter : Shrimps 10:00 AM Thu block Feb 2018 (£54.00)

Brown [Sam Brown) 0272223082 $72.00
Amandsa : Penguin 3:30 PM Sun block Feb 2018 (§72.00)

Buchanan {Debbie Buchanan) 0272223082 $144.00
Frederick : Penguin 5:30 PM Sun block Feb 2018 (§72.00)
Gareth : Jellyfish 4:00 PM Tue block Feb 2018 (§72.00)

Fairbrother (Mark Fairbrother) 0272223082 $72.00
Jonathan : Jeilyfish 3-30 P Tue block Feb 2018 (§72.00)

Hargreaves (Susan Hargreaves) 0272222082 $160.00
Gregory - Starfish 5:00 PM Tue block Feb 2078 (880.00)
Jessica - Jellyfish 4:30 PM Tue block Feb 2018 (880.00)

Harper (Edith Harper) 0272222082 $60.00
Robert : Turlies 10:00 AM Thu block Feb 2018 ($60.00)

Hughson [Ngaire Hughson) 0272223082 $126.00
Hayden : Turlles 5:00 AM Wed block Feb 2078 (§54.00)
Stephanie  Jellyfish 8:45 AM Fri block Feb 2018 (§72.00)

jessop (Tony Jessop) 04 478 3215 $136.00
peter | Penguin 5:00 PM Sun block Feb 2018 (882.00)
William : Turties 10:30 AM Thu block Feb 2078 (854.00)

Jones (David Jones) 0272223082 $320.80
Billy : Turtles 4:00 PM Mon block Feb 2018 (§54.00)
Joanne : Turfles 1100 AM Thu block Feb 2018 (854.00)
Joanne : Turfles 4:30 PW Mon block Feb 2018 (854.00)
sam : Dolphins 6:00 PM Sun block Feb 2018 (§80.00)
william : Jelyfish 4:00 PM Mon black Feb 2018 (§78.80)

Kimble (Amanda Kimble) 0272223082 $72.00
Janet : Starfish 5:00 PM Tue block Feb 2018 (§72.00)

King (Mathan King) 0272223082 $144.00
Craig : Seals 3:45 PM Mon block Feb 2018 (§72.00)
David : Penguin 11:00 AM Fri block Feb 2018 (572.00)
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22.The Print Report dialog will be displayed on your screen.

Message

Do you want to print the selected report?

| conce || eoF | [ ennt |

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

B o

Save as Excel Save as PDF Print  Page Setup

S (earrrim A viewns: =[] e | | (ourreven) Scriptis 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
Starfish 1 1} 0

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?

| cancet || eoF | [ prnt |

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 0

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

Print Report

‘Would you like to print the Summary of Exits?

| cancat |[ 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

2 Splash - o X
File Edit View Diary Scripts Print Tools
“#&4& * swim School Diary Today's Date: 9/2/2018 p
Splash > < -
| ( Login New User >
Specify  Monday ~| Feb [~ 2018 Turtles @ 9:30 AM on Wednesday with Brian Roberts
Class Al ~ Bookings ] Wating List Achievements
M - 5 Q sessionID 3569 Class D TUR Instructor  BR | Brian Roberts
Time Class Instructor @ =z Class Name Turles Telephone:
X 330, e 7
350PM Tores = o W Gasaom 2 Meran |5 e
R 330PM  Penguin BS 2 4 | |
Q ™ Location  Learners Pool L
330 ellfish s s
S0EHL I 2 L= StartDate 71212018 EndDate 281212018
) Shift Morning g 8 8 8
R 400PM  Turties B8R 17 u E S5 £ 8
R 400PM  Penguin Bs 2 4 ||
R 400PM  Jeliish 3 |
R 430PM  Turtles BR M2 & ||
X 430PM  Penguin BS 15 ||
R gz0Pm Jelyfisn DS 1.5 n
@ |
R 500PM  Turties BR 17 n
R 500P Penguin BS 0 6 n
R 500PM  Jeliish DS 15 ||
< n
R 530PM  Turtles BR 0 s | |
R 530PM  Penguin BS 0B u
R 530PM  Jeliyfish DS 15 | |
Welcome to Splash
Username
Password
Cancel | | oK
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