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Using Splash Point of Sale

The first section of this guide addresses setting up each area of POS so it is ready for use.

Payment processing is accessed using the green dollar symbol on the top right corner of your
screen. The full point of sale system, however is accessed via the Splash menu on the top

left of your screen. Your user access privileges will define whether you can process a

payment, run reports, enter new products, or order stock. If you have insufficient access to

complete any task, please refer to your system administrator.

Defining Your Point of Sale Location

Your point of sale location determines the interface that will be displayed when you access
the sale entry screen. Splash provides the flexibility to customise the user interface for

multiple locations. The default location when you first begin using Splash is “POS 1”.

Before you can begin using Splash Point of Sale (POS) system you must define your POS

Location.
1. Click once on the Splash icon on the top left corner of your screen.
2. Select the Daily Diary icon
—
1 4 | Diary O
3. Select Set My POS Location from the Scripts menu.
27 Splash - o X
i ) m n or Today's Date: 9/2/2018
54:2‘*;“1 wi oday's Date! N p
*‘ Loain New User
specity Mongay |+ Feo |- 2018 Turtles @ 9:30 AM on Wednesday with Brian Roberts

Class All v Bookings Waiting List Achievement 3

R SessionID 3569 ClassID TUR Instructor  BR | Brian Roberts

Time Class Instructor 2 Class Name  Turtles Telephone:
330em Turtes L u Class Level | 2 MaxSize | 8 Comments
R 330PM Penguin BS 2 4 | |
a a elvion - R . Location Learners Pool
- o B i 2 e StantDate | 71212018 EndDate 281212018
T — . ~ Shit Moming g 3 3 %

Ry Bs 2 4 n :
R 4o Ds 3 3 n
R 43 BR M2 5 ||
Rya 8BS 1 n
R 430Pm DS 1 ||
Q ]
Rs00PH  Turtles n
R 500PM Penguin 8BS 0 s ||
R 500PM  Jellfish DS 15 | |
< n
Qs BR u
Q 8BS 0 ||
K DS 1 ||

+ Add Booking

+ AddWatist |

4. The Preferences dialog will be displayed on your screen.
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Page 2

Preferences ? *

General | Layout | Memory | Plug-Ins | Permitted Hosts

User Interface Options
Allow drag and drop text selection

Show recently opened files: |10
D Enlarge window contents to improve readability

Use Manage Database dialog to create files

Reset dialpgsizes afdNpositions:
User nape: |POS 1
User Interface Language: | English -

Font smoothing style: Darkest -
Motify me when an update is available
Motify me when a new version is available

| OK | | Cancel |

5. If this is your first time accessing POS enter the default POS location of
“POS 1” in the Other box.

6. Click OK to save the changes you have made.

NB: If you have created multiple display options in the POS system, the above
name should match the name of the interface you have defined. To define
additional interface screens see “Defining Your Point of Sale Location” in this
guide.
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Administering Point of Sale (POS)

In order to use the Point of Sale system you will need to define the interface you wish to
display and the products you wish to sell.

This section of the manual guides you through configuring POS to meet your needs.
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Point of Sale icon

2 Splash
Flle Edit View Diary Scripts Print Tools

“#%"* swim School Diary

Splash

Main Menu

Diary

Point of Sale

- Sessions =
“ o =
’: Bookings “ §
(an) —
Students “ =
~ —
'T 1] Families &% =
>
/ Documents gy =

G Exit Splash

Today's Date: 9/2/2018

3. The POS administration screen will be displayed.

2] Splash POS
POS Tools

#%& " Point of Sale

Splash

Setup Display
Customise the POS interface

[=) Suppliers

Invento

Price Settings

Orders

= Discounts

sales Entry
Enter a new sale

@

[ salesList
Display a list of historic sales

= Ssales Reports
Print Sales Summary Reports

[=] Cashsheets

Preferences
Define preferences for FOS

&

Maintain a record of all supplers of preducts sold

Display summary of revenue for a specified shift

Define discount buttons for appication within POS.

Define each product offered for sale and assign button

Define custom price settings based on weskday and time.

Record purchase order information for allinwards aoods

LIMITED

Point of Sale - Helpdesk Support

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

barbara@computerize.co.nz

Telephone: +64 - 6 372 4713
Mobile: +54 - 27 222 2082
Fax: +64-6372 4714

www.computerize.co.nzicontact
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Updating Swim School Information
1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Point of Sale icon

Point of Sale
b

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

Y Splash POS — o *

POS  Tools

Jﬁtv Point of Sale

Splash

Setup Display
" Customise the POS interface

suppliers

Haintain a record of all suppliers of products sold

Inventery
= Define each product ofered fo sal and assign bution LIMITED

Price Settings
" Define custom price settigs based on weskday and time Point of Sale - Helpdesk Support

Orders

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

For service or helpdesk enquiries please contact

Discounts
= Computerize Limted

barbara@computerize. co.nz

Define discount buttons for application within POS

Sales Entry

Entera new sale

Sales List

Display a list of historic sales

www.computerize.co.nz/contact
sales Reports

Print Sales Summary Reports

Cashsheets
— imary of fevenue for a soe:

Preferences
~ Define preferences for POS

4. The Point of Sale Preferences will be displayed on your screen

5. Complete your school trading name (it will be displayed on receipts) and your
tax information.

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

) Splash POS - o X

File Edit View Inset Format Records Scripts Tools Window Help

Jﬂ*ﬂ * Point of Sale - Preferences
Splash

Trading Name | Your Swim School Name Here
Company No.

Welington TaxPrefix | ABN
Tax Percentage | 10%

GST No.

Telephone

Emai

Price Tiles. | Retal 2 Ts 4 5 6 7 8 s 10 1 12

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

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

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

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

When creating a Location you need to

e Define the Location name.

e Define the POS interface (button configuration).
Creating a New Location

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

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

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

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

2] Splash POS - a x
POS Tools

dﬁ‘# Point of Sale - Setup Display 9 February 2018
Splash

Add Location Delete Location

Filter By Location Name:
Al

POS 1

Location D | LOCOH Button Configuration

Location Hame |_POS 1 Button Name Button Colour Column Row

ault Display O 5 Button Dispiay.
10 Button Display
® 15 Bution Display

Back Button ® Yes O Mo

(33322 %% %X X

3. Click the Add Location button displayed in the blue stripe at the top of your
screen to display a blank Location form.
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“* Point of Sale - Setup Display 9 February 2018

Cad T e
Filter By Location Name:
Al

POS 1 Py

Location D | LOC04 Button Configuration
Location Name |_POS 2 Button Name Button Colour Column Row
- .5 EIE
Defaut Dispiay {55 Bution Dispiay L1 x

10 Button Display

1#) 15 Bution Display

N

. Define a Name for the required interface.

(&)}

. After entering the location defaults you now need to define the Button
Configuration. The button configuration determines which buttons are
displayed on the top left of your screen and their appearance.

»

. The category buttons sit in a grid consisting of columns and rows. This

screen gives you the ability to define each category button, its colour and the
location it will sit within the grid.

7. Enter the names for each category button in the POS Interface fields at the
right of the screen. Remember to define both the column and row where the
button should reside.

- o x
“&V * Point of Sale - Setup Display 9 February 2018
Splash
o e
Filter By Location Name:
a1
Pos 1
Fimin Location D Button Configuration
Locaton Name | POS2 Button Name Coum Row
- Common 1 1 v 0|
Default Display O 5 Button Display
Gogg! 2+ 1 o
10 Button Display .
T
15 Bution Display S
¥ PE
Back Button ® ONe

The above configuration would be displayed as follows;

Commeon Goggles

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

Page 6 User Documentation — Splash V7.0




27 Splash POS
POS Tools

w Point of Sale - Setup Display
Splash

9 February 2018

Add Locaton Delete Location

Location D | LOC04 Button Configuration |
Locaton ame | 905 2 Buton tame oo coon N\ coumn_row
o () e 10

Default Display ()5 Button Display
cospes - i

C10 Button Display
3 v

Swimwear

<
3(3¢ %%

® 15 Bution Display.

Back Bution @ Yes ONo

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

Colouring Buttons

Please Enter a number between 1 to 255

Red

Green
65

Blue
150

| Cancel || oK |

10.The colour representing the numbers you have entered will be displayed in
the button configuration list.

11.Repeat steps 7 through 9 until the required buttons have been defined.

12.When you have finished click the Splash Menu button to return to the POS
home screen. Your information is saved as you type.

NB: For a comprehensive list of colours see the RGB Colour Palette (page 392).
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Displaying a Location

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

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

" Splash POS. — o x
POS

/** Point of Sale - Setup Display 9 February 2018
Splash

Filter By Location Name:
Al

POS 1 o]

Button Configuration

Location D | LOCO1
ocation

Button Name. Button Colour Column Row

I

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

Filter By Location Name:
All

v

POS 1 A

Updating Location Details

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

2. Update any details as required.

Button Configuration

Button Name B

g
o

m

H
k4
H

Common

Passes

Bathers

ARARRNEAD

Chcliaedclaiarad a3

floni] wi| | o[ f|msi[ ] =1[~1]8

9 96/9¢ 3¢/3¢ 3¢ [%¢ 3¢ 3¢ ¢

o
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Deleting a Location Record

Location records can only be deleted in Setup Display. Deleting a Location will remove all
POS interface settings for the selected Location.

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

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

27 Splash POS — o X
POS  Tools

“$W4& " Point of Sale - Setup Display 9 February 2018
Splash

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

Delete Location

Are you sure you want to delete the location record for POS 27

| oK || Cancel |

4. Click OK to delete the record, or Cancel to return to the form without making
any changes.
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Entering Supplier Information

Although it is not essential for successful operation, it is recommended you create a supplier
record for each company you will be purchasing stock from.

Creating a New Supplier

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

of Sale).

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

9 Splash POS.
POS T

5ad& * Point of Sale

Splash

- a x

[=] setup Display

=] Suppliers
Maintain a record of all suppliers of products sold

Define each product offered for sale and assign button

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

[=] Orders
Record purchase order information for allinwards aoods

[=] Discounts
Define discount buttons for application within POS

[=] salesEntry
Enter a new sale

Sales List
Display a list of historic sales.

Sales Reports
Prit Sales Summary Reports.

Cashsheets

Display summary of revenue for a specified shift
=| Preferences

Define preferances for FOS

LIMITED

Point of Sale - Helpdesk Support

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

barbara@computerize.co.nz

Telephone: +64 -6 372 4713
Mobile: +64 - 27 222 2082
Fax: +84 -8 372 4714

www.computerize.co.nzicontact

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

9 Splash POS.
POS Tools

watd& * Point of Sale - Suppliers
Splash

Filter By Supplicr Name:  Show All
Al

Funky Trunks. o ‘Company Details

Moore Wison S

9 February 2018

Rl R L

Orders.

S Company | Funky Trunks

Date. Ordered B:

Status Value

Veraee Address.

Suburb

City.

State

Cantact Person

Fost Code.

Ll

Tile  FirstName

Last Name

‘Work Phone

Mobie Phone

Fax

Email

Comments

Page 10
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4. Click the Add Supplier button displayed in the blue stripe at the top of your
screen to display a blank Supplier form.

5. Complete as many details as possible for the selected supplier.

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

NB: Each supplier must be created with a unique ID
Displaying a List of Suppliers

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

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

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

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

27 Splash POS — o pe
POS Tools

w Point of Sale - Suppliers 9 February 2018

Splash
- . - o Add Supplier Find Supplier ‘Show All Suppliers Delete Supplier

4. l ‘ records in the found set will be displayed in the list.

23 Splash POS - o X
File Edit View Inset Format Records Scripts Tools Window Help

‘#A%& * Point of Sale - Suppliers 0 February 2018

Splash
EmmrT e —
| D ompany Contact Telephone Hobie Emai
X ww 04385 9987
@ wvor
X see Speedo
X Funky Trunks

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

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

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

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

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

) Splash POS — o pe
POS  Tools

4‘& Point of Sale - Suppliers 9 February 2018
Splash

] stvew AddSuuuﬁ:wAlSuupﬁers Delete Suppler
4. The Search for a Supplier dialog box will be displayed on your screen.

_'/ﬁ Search for a Supplier

Company L

Contact Person L

Address
Suburb
City

State ; Post Code X

Telephone L

Mobile | G

Email | C.

# cancal =" New Request == Omit Records Constrain Set Extend Set @% Find Now

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

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

Updating Supplier Details

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

2. Update any details as required.

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

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

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

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

23 Splash POS
File Edit View |Insert Format Records Scripts Tools Window Help

“#A% * Point of Sale - Suppliers 9 February 2018

Splash
SortBy | Contact -1 List View ‘Add Suppler Find Supplier __ Showr All Delete Suppler

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

Delete Supplier

Are you sure you want to delete the supplier record for
Speedo?

| OK || Cancel |

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

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

POS Tools

ai.v * Point of Sale - Inventory
Splash

¥ Splash POS - a X
P
POS  Tools
? Point of Sale
Splash
[=] setup Display
Customse the POS terface
[=] suppliers
Tecerd of ol Suppiers o7 IO
Inventory
Define each product offered for sale and assign butan LIMITED
Price Settings
Define custom prce setings based on weskday and time Point of Sale - Helpdesk Support
=] ‘::fﬂ:’;mu e nformatien for st mwarcs asods Shoukd you have questions or comments please contactthe author of this database.
For service or helpdesk enquires plesss cantact:
CEsumE Computerize Limted
Define discount buttons for application within POS barbara@computerize.co.nz
LS Teleph +64-63724713
clephone: +64 -
EErarTeTs Mobile: +64 - 27 222 2082
Fax: +64 -6 372 4714
Sales List
Display a st of istoric sales.
Sales Reports
Print Sales Summary Reports.
Cashsheets
Display summry of revenue for a specifid shif
5 Preferences
Define preferences for POS
¥ Splash POS - a x
P

9 February 2018

Fiter By Product Name:
A
e
e [2] | [stock information Stock Hame Button Display & Bfreodes /1 ey Repotting Cocee,
ipper 1-15.
Stock Number  (Button Dispiay) E— Barcodes
Flipper 15-19. 134 Water ) |~
e s Long Deseription ‘ =
Focis Bl 60omi water P>
Freddo Frog
Frut Box
Funky Trunks T
Gaytine yA
Gift Voucher Posiion POS Category Button Button Name .[ Poak Lovel Min Level Re-Order @
Girs Bathers. [ post % Common Water d
ey Twist || ‘ POS 1 oo MM o Water
Jet Stream
Kiler python Retail prices  ®TAX ONOTAX  TaxRate 10%
Ladies Batners Tt Retail 2 3 4 s 8 7 s 9 10 11 2
i Price o s200
Price ex st 5000 5000 50.00 50.00 5000 5000 5000 5000 5000 5000 50.00
Wars Bar GsTS 50.18 s0.00 s0.00 50.00 50.00 50.00 50.00 50.00 50,00 50,00 50.00 50.00
ens Bathers argin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
i Pump Wargin S o2 50.00 5000 50.00 s0.00 s0.00 50.00 50.00 50.00 s0.00 5000 5000
ssis Goses  —
utrankn I M0 e s \Oa s [Tz 0s Duls [0x0s Pals Owls [als Duls [Ow O% Os
Nestea \
Stk Lot Reporiing ‘Additional Information
Opal o] <1 )
e Opening Date [ a02i2m18 | Group | Kio ~J WinmumLevel | ]
Padde Po — T a———
» Opening Qty 2] Category | Drinks - Peak Level [ |
Pop Top )
oty Soid [ 18 Type LN ReOrgerLevel | ]
:nwerade Qty Received [ ] MYOB Code
ume Oty on Hand [ 2] on Order [ ]
Seasquid :
SmallSnake
Spice
Swim Nappy E .
Retail Price
Torque .
Reporting
Vitarin Water
Vorgee Jnr
Water
Zoggs Cap
Zoggs Seal Search =
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Creating an Inventory Item

Entering a new stock item is a five-step process. All five steps should be completed when a
new item is created.

1. Define the stock item name

2. Define the button colour

3. Define the location for the POS button
4.
5. Define the classifications for reporting

Define the price of the product

Each of the above steps is completed within the Point of Sale — Inventory screen. When you
have completed all of the above steps the stock item will be available for use in the sale entry

screen.

2] Splash POS - o
POS Tools
'aﬂik Point of Sale - Inventory 9 February 2018
Splash
Add tem Fndtem  ShowAllems  Delelo fem Stocktake List oA b
Filter By Product Name:
Al
e
[~] Stock Information e Bution Display & Barcodes | Supplier Reporting Codes
Fipper 11-15 5
Stock Number (Button Display! POS Button Display Barcodes
Fipper 1519 134 Waler 8|~
Fipper Chidrenis sz =
Long Descripion
o e 500mlwater
Freddo Frog
Frut Box
Funky Trunks costpries [ s1.00] openng aty 20 [2s0][es] [Croz] =
Gaytime
Gift Voucher Position  POS Category Button Button Name Peak Level MinLevel Re-Order @
Girs Bathers ‘ PoS 1 oo HH common Water 8-
hoy et L] [ rost s Wl ois Waer @ [T
Jet Stream
Kiler python Retail Prices _@TAX OMNOTAX  TaxRate 10%
e Tile Retai 2 3 4 6 T s o 10 11 2
Price inc 5200
Wagnum
Price ex sia 50.00 50.00 $0.00 50.00 5000 50.00 50.00 000 50.00 5000 50.00
il GSTS 50.18 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
Wens Bathers Margin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Vini Pump Margn s 508 50.00 50.00 50.00 50.00 5000 5000 50.00 5000 50.00 5000 50.00
Missie Googles [ Markus % |
[ Markup § |
it Frankiin H% Os O% Os O% Os O% Os O= Os O% Os 0% Os O% Os O% Os D% Os Ow% Os O% Os
Nestca e Reporting ‘Additional Information
Opal Mirror
Opening Date ai0212018 Group. Kiosk v Winimum Level
Paddie Pop Opening Oty 20 Category | Drinks o Peak Level
PopTop
poweras Qiscd 12 Type 0 ReOrder Level
owerade Oty Fosareot 1108 Code N
o
L Gty on Hand 2 On Order
Seasquid
Small Snake
Splce
Swim Nappy
TcTac
Torque.
Vision
Vitamin Water
Vorges Jnr
Water
Zoggs Cap
Zoggs SesiSearch =

—_

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

'@ Point of Sale ‘
1. Defining a New Stock Item

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

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

9 Splash POS - [u] x
POS Tools
ks’ Point of Sale
Splash
[=] setup Display

Customise the POS interface

=) Suppliers

-] Invento
Define cach product offered for sale and assign button LIMITED
Price Settings
Define custom price seftings based on weekday and time

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

2 Splash POS - O X
POS  Tools
w Point of Sale - Inventory 9 February 2018
Splash
Addtem Fndtem  ShowAltems  Delsteltem Stocktake Lit A
Filter By Product Name:
=
‘ = M [ stoek inrormation stock tame | | Button Display & Barcodes I Suppiier Reporting Codes
9 Splash POS. - a X
POS Tc
g * Point of Sale - Inventory 9 February 2018
Splash
Add tem Fdtem  SnowAltems  Dekletem Stockake Lis A
Filter By Product Name:
A
= =l e T \ = T
ipper 11-15 3
Stock Number (Button Dispiay] e Barcodes
Flipper 15-19 40 P =1
Flipper Children's ) o =
Long Description Gl
Focus Eite 2
Freado Frag
Frut Box
Funky Trunks Cost Price | 1 Opening aty
Gaytime
Gift Voucher Position POS Category Button Button Name: Peak Level Min Level Re-Order @
Girs Bathers. ‘ ) [~
ley Twist ‘
Jet Stream |
idler python Retail prices [ ®TAX ONOTAX ' TaxRate 10%
Ladies Bathers. Tile Retail 2 3l 4 8| 73 8| 9| 10 11 12
Magnum Price inc i i i i
Price ex $0.00 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 50.00 $0.00 $0.00 50.00 $0.00
ibaes Bar GsTS 50.00 50.00 s0.00 50.00 50.00 s0.00 50.00 s0.00 50.00 $0.00 50,00 50.00
Mens Bathers. Margin % 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Mini Pump. Wargin § s0.00 $0.00 5000 $0.00 $0.00 5000 0.00 s000 | $0.00 $0.00 50,00 $0.00
il Goggles [ ertio | i I
[Marksps | i i
it Frankin [ D% s Ow Os v Os g Os  Ow Os  Elg Os O Os Plo TUs —Tlw Ts % Os
Nestea
Stock Levels Reporting Additional Information
opall ., . i || ommaitee o
el Opening Date Group Mnimumtevel | ]
Paddle P ey }
addle Pop. Opening Qty Category Peak Level i
PpTop. (WS cs T | .
Qty Sold Type L el ReOrderLevel [
e Qty Received MYOB Code 2
e Qty on Hand On Order
Seasquid
Small Snake
Splice
Swimiappy
TieTae
Torque
Vision
Viamin water
Vorgee Jnr
Water
Zogos Cap
Zoggs Seal Search ]

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

2. Defining the Button Colour

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

Colouring Buttons dialog.

POS Button Display

R G B

Colouring Buttons

Red

Please Enter a number between 1 to 255

El

Green

3

Blue

1102

| Cancel | |

ok |

6. Enter numbers between 1 and 255 within the fields for Red (R), Green (G)
and Blue (B). See the RGB colour palette (page 392) of this document for a

selection of colours. Click OK.

Page 16
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7. The button will be displayed as it will appear in the sale entry screen.

Button Display & Barcodes | Suppler | Reporting Codes.

POS Button Display Barcodes

‘ ‘ 941600000854

=) (=)

[Czs0][ es][ 10z]

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

3. Defining the POS Button Location

Position POS Category Button Button Name Peak Level MinLevel Re-Order@
‘ POS 1 oo [l common Water |~
‘ POS 1 oo M oriks Water C) R

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

required.
Position POS Category Button Button Name Peak Level Min Level Re-Order @
oo M commen i water @) |~
99 Il orins Water L e

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

sition POS Category Button Button Nhme Peak Level Min Level Re-Order @
POS 1 commen {_Water 8l |~
POST M [vE | e ] Ol

Accessories

Bathers

Canteen

Common

Goggles

Ice Creams

Nisc

Passes

Swimwear

Position POS Category Button Button Name Peak Level MinLevel Re-Order @
‘ POS 1 99 [l common Water 8|~
‘ POS 1 oo [l ook Water 3~
4. Defining the Price of the Product
1. Click the Tax Rate button to define whether the item attracts GST or not.
2. Define the retail price (price inc) of the selected product.
Retail Prices ©TAX_OMNOTAX  TaxRate 10%
Title Retail |\ 2 3 4 s & 7 s s 10 1" 12
Price inc s2.00 )]
Price ex £1.82 $0.00 $0.00 $0.00 $0.00 £0.00 £0.00 $0.00 $0.00 $0.00 $0.00 £0.00
GsTS 50.18 50.00 $0.00 30.00 50.00 50.00 50.00 50.00 $0.00 $0.00 50.00 50.00
Margin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin s082 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
Warkup %
Warkup 5
He% Os O Os O Os  [d% Os Do Os Oee s [Hew Os O Os O% Os  [d% Os Do Os O Os |

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

5. Defining Reporting Options
4. When you first create a product remember to enter the current number of

items held in stock. If you are about to place your first order, enter zero in the
opening quantity field.

Stock Levels Reporting Additional Information
Opening Date 8/02/2018 Group Kiosk v Winimum Level

Opening Qty 2] < Category | Drinks v Peak Level

Qty Sold 18 Type < U TEvET

Qty Received WYOB Code v

Qty on Hand 2 On Order

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

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

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

Listing Stock Items

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

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

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

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

2} Splash POS - [u] x
OS5 Tools
“$a&+ * Point of Sale - Inventory 12 February 2018
Splash
List View Add tem Fid tem Show Alfiems. Dekls tem ‘Stockake List
%Y Splash POS - [=] X
POS Tools
Jad# ** Point of Sale - Inventory 12 February 2018
Splash
SoAEYY Growp < Detai View Add tem Find tem Show Altems Delete fem Stocktake List ” >
[ StockNo__Stock Hame Supplier Group Category Type Counted _ SystemQty Varance
Qa2 Girs Bathers Spe  Speedo Bathers v ers ~ Bathers v a7 a7
Qw03 Ladies Bathers sPE Speedo Bathers v Ladies ~ Bathers - . A
Qa0 Boys Bathers T Funky Trunks Bathers. ~ Boys ~ Batners v 19 19
X 4035 Mens Bathers Spe. Spesdo Batfers. v Mens ~ Bathers v 89 8
Q a03m Gift Voucher Miscellaneous ¥ Voucher ~ Woucher v 69 &9
Q4041 Freddo Frog uw Moore Wisons iciosk:  Confectonary v 13 13
Qw042 Chupa Chups uw 1oore Wisons sk ~ Confectionary » P
Q a0a3 Mars Bar W Moore Wisons Kiosk. ~ Confectionary ~ v 59 55
X 4044 Chips. uw Moore Wisons Kiosk  snacks v - s 9
Q a0as Tic Tac W Woore Wisons Kiosk. ~  Confectionary - v 83 8
Q4050 Small Snake 1w Moore Wison iciosk: © Confectonary v o7 &7
qQ a0s2 Pop Top W Moore Wison Kioskc v Drinks v ¥ 7 i
Q4053 450ml Coke Product W Moore Wison Kiosk. ~ Drinks ~ X a2 @2
054 Frut Box 1w Moore Wison Kiosk v Drinks v - % %

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

Listing Stocktake Results

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

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

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

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

) Splash POS
POS  Tools

Jﬁh Point of Sale - Inventory 12 February 2018

Splash
List View Add tem Find tem Show All tems Delete ftem

4. All records in the found set will be displayed in the list.
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27 Splash POS — o x
POS Tools
v =
‘Sabd&i  Point of Sale - Stocktake Listing 12 February 2018
Splash
Soby Group . Detail View Add tem Find tem Show Alltems Deete tem Print Stocktake List .,
StockNo  Stock Name Suppler Opening ol On Hand Varince
Q4032 Girls Bathers Spe. Spesdo 37 37 [¥)
Qw0 Ladios Bathers s spesdo a a Q
Q40 Boys Bathers FT Funky Trunks 19 13 (V)
Qq ws Wens Bathers Spe spesds o & Q
Q03 it Voucher 68 68 (7]
Qa4 Freddo Frog W Hoore Wikans 14 1 13 (9]
Q wa Chupa Chups MW Moors Wisons » 2 » Q
Qe Hars Bar W Moore Wisons 51 2 s (V]
[ QN chps MW MooreWisons 10 e Q
Q a0as TicTac W Hoore Wisons 8 8 (V)
Qs Small Snake MW Moors Wikon e P Q
Q ws2 Pop Top nw Woore Wison ™ ™ (V)

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

Finding Inventory Items

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

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

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

screen.
¥ Splash POS - [u] x
POS Tools ;
jﬁ‘i Point of Sale - Inventory 12 February 2018

Splash
ListView Add tom owr Alltems Dekte fem Stocktake List

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

_,'/“ Search for an Inventory Item
StockNo. | &
Stock Name § O
Long Description | &
Supplier | @
Group | Kiosk
Category
Type
Cost Price © & Opening Qty | &
SellPrics £ O Oty Received
Tax | @ aty Soid !
TaxRate | & | On Order | &
#® cancel 4= New Request | |==Omit Records Constrain Set Extend Set @ Find How

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

6. Click the Find Now button.

7. If one record is located the record will be displayed on the Inventory detail
screen. If multiple records are located the found set will be displayed in the
list view.
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Displaying Inventory items in the Portal

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

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

3. The Inventory data entry screen will be displayed, enter the name (or part
______thereof) of the product you wish to display in the filter field at the top of the
portal list on the left of your screen.

4. Click once on the product item you wish to update.

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

9 Splash POS. - a X
POS  Tool
* Point of Sale - Inventory 9 February 2018
Add tem Frdllem  ShowAlfems  Deelefiem ‘Stocktake List et
Fitter By Prodigiam:
Al
s [~] R T Button Display & Barcodes | Supplier Reporting Codes
i 2
Stock Number (Button Display) e Barcodes
43¢ Wiater ~
52 8
Long Description
00 wrater ‘
R B
CostPrice 51,00 Openingaty 2 [(2s0][es ][ 102]
Position POS Category Button Button Name PeakLevel MinLevel Re-Order@
‘ PoS 1 oo [l common water @ |~
|| ‘ POS 1 oo Ml oo Water ® T
e ©TAX ONOTAX  TaxRate10%
Ttle Retail z 3 4 s 6 T s s 10 n 12
Price o s2.00
Price ex s1sz s0.00 s0.00 s0.00 s0.00 s0.00 50,00 s0.00 $0.00 s0.00 s0.00 s0.00
GSTS s0.18 50.00 50.00 50.00 $0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
e Balers Margin % 45.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin § s0.82 50.00 50.00 50.00 s0.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
| Markup % |
| Markup § |
I D% Os 0% Os  [O0w Os  [O% Os  O% Os  [0% Os  [O% Os  O% Os  [O% 05 [O% Os % Os 0% Os
Stock Levels Reporting ‘Additional Information
Opal Mirar
Opening Date 8022018 Group Kiosk - Minimum Level
FadiieFhp Opening Qty 2 Category [ Drinks - Pk Level
Pop Top
coweras Qeyisokd 18 Type & ReOrder Level
i Qty Received 11Y08 Code
3
e Gty on Hand 2 n Order
Seasquid
SmallSnake
Spice.
Swim Happy
TicTac
Torqu
Vision
Vitamin Water
Vorgee Jnr
Water
Zoggs Cap
Zoggs Seal Search =

Updating Inventory Details

1. Use the Finding Inventory items instructions (or select the item in the portal)
to locate the record you wish to update.

2. The Inventory entry form should be displayed on your screen.
3. Update any details as required.
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Deleting an Inventory Item

Inventory items can be deleted from within either the Inventory entry form or list view. Anyone
who has access to POS administration has the ability to remove an inventory item.

1. Use the Finding Inventory Items instructions (or select the item in the portal)
to locate the record you wish to delete.

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

¥ Splash POS - [u] x
POS  Tools

Aﬁ‘i Point of Sale - Inventory 12 February 2018
Splash

[ ] etvew Add tem Find em Show Al llems| Stocktake List o
3. You will be asked to confirm you wish to delete the selected Inventory item.

Delete [tem

Are you sure you want to delete the product record for 4042 -
Chupa Chups?

| OK || Cancel |

4. Click OK to delete the record, or Cancel to return to the inventory item form
without making any changes.
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Defining Price Levels

Price settings provide the ability to customise the price for each inventory item based on the
location, the weekday and time it is sold e.g. you may elect to reduce the price of a specific
product at peak times. Price Settings in Splash POS will ensure the correct price is applied to
an item when a sale is made. When creating a new price level you need to

e Define the location the price level applies to.

e Define the weekday and timeframe when the price should be applied.

e Update the inventory item to ensure there is a price displayed in the related
Price Level column.

Creating a New Price Level

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

Q Point of Sale

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

27 Splash POS
POS  Tools

“"‘ Point of Sale

Splash

Setup Display
Customise the POS interfa
suppliers
Maintain a record of all suppliers of products sold

Invento:
£ wach product offered for sale and &

Price Settings
Define custom price settings based on weekday and time

Orders
Record purchase order information for allinwards aoods

LIMITED

Point of Sale - Helpdesk Support

Should you have

For service or hel se contact

s please contact the author of this database

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

form.

5. Click the New Price Level button displayed in the blue stripe at the top of

your screen to display a blank Location form.

' Splash POS
POS  Tools

Jﬁ‘i‘ Point of Sale - Price Levels

1
1200 AW
i 12:00 AW

Location | POS 1
PriceLevel | 2

StartTime | 8:00 Al
End Time 10:00 AM

@TAX (O NOTAX Tax Rate 10%

Retail Prices
Ttle Retail B 2
»

Price inc: $4.00 53.00
Price ex £3.64 53.00
GsT $0.36 50.00
100.00% 100.00%

$3.64 53.00

Warkup §

Page 22

Splash
mw T S
Locaten | PO%

50.00 50.00 50.00 50.00
$0.00 $0.00 50.00 $0.00
0.00' 0.00' 0.00" 0.00'

$0.00 50.00 50.00 50.00

12 February 2018

WeekDay | Wonday

WeekDay | Saturday

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

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

8 10 " 12
50.00 50.00 50.00 50.00 50.00
50.00 50.00 $0.00 $0.00 50.00
0.00' 0.00' 0.00% 0.00 0.00"
s0.00 50.00 $0.00 $0.00 50.00
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Finding a Price Level Entry

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

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

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

27 Splash POS - o X

POS  Tools

4‘& Point of Sale - Price Levels 12 February 2018
Splash

NewPriceLevel  Find Price Level  Delete Price Level  Show Al Price Levels . !

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

27 Splash POS - [u] X

POS  Tools

4% Point of Sale - Price Levels 12 February 2018
Splash

New PriceLevel  FindPricelevel  Delete Price Level Show AllPrice Levels

Location | POS 1 WeekDay | Wedsnesday
Prics Level | 1

StartTime | 12:00 Al

EndTme | 12:00 Al

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

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

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

3. Update any details as required.

Deleting a Price Level Record

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

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

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

27 Splash POS - o x
P

POS Tools

‘j&r ¥ Point of Sale - Price Levels 12 February 2018
Splash

New Price Level Find Price Leve! Delete Price Level  Showy/All Price Levels - )
3. You will be asked to confirm you wish to delete the selected Price Level
record.

FileMaker Pro *

Permanently delete this ENTIRE record?

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

To ensure correct inventory levels are maintained within Splash POS all new stock should be
receipted into your POS system. This involves generating a purchase order whenever new
stock is either ordered or received. Correct use of Inventory and Orders allows you to
correctly monitor your stock levels.

Creating a New Order

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

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

) Splash POS - a x
POS Tools

W * Point of Sale

Splash

Setup Display
Customise the POS interface

suppliers
Maintain a record of all suppliers of products sold

Inventory
=1 Detine each productoftered fo saie and sssign buttan LIMITED

Price Settings
=i’

Lot Point of Sale - Helpdesk Support

Orders
Record purchase order information for allinwards aoods

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

For service or helpdesk enquiries please contact;
Discou

= . y - Computerize Limted
Define discount buttons for application wihin POS i o A

Sales Entry ,
~ Enteranew sake elephone
Hobie:

Fax: +

Sales List
Display a list of historic sales
www computerize.co.nzicontact
Sales Reports

Prit Sales Summary Reports

Cashsheets
Display summary of revenue for a specified shift

Preferences
Define preferences for POS

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

- 0
POS  Tool
** Point of Sale - Orders 12 February 2018
Splash
Filter By Supplier Name:
12002118 OPEN A
Received Unixs TotaEx 3
@ |
w0 Chups Chups ' )
2050 Small Snake 20 i)
4060 Hestea -3
)
Delivery Subtotal
Freight
Tax $0.00 10%
7 Total s0.00

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

5. Use the Location drop-down menu to define the location the stock items will
added to.

6. The Stock Number field will display a list of items sold by the selected

supplier. Select the item/s you wish to order by choosing each item from the
drop-down menu provided.

7 Splash POS
PoSs.

Splash

' Point of Sale - Orders

12 February 2018

S i s R
Filter By Supplier Name:
A Ordernate [ 12022018 Order Number 15 Status. | OPEN
1202118 open 211 Suppier code | MW Moare Wison
Location P05 1 Ordered By
Stock Number _ Stack Name CartonSize  OrderUnits _Units Ordered _ Received Unitex $ Totakx §
4041 Freddo Frog @ ||
4 a Chups. 1 -3
4050 Smal Nye: 2 @
4060 Hestea @)
-3
)|
Delivery Subtotal
Freignt
Tax s000  10%
Total 50.00

7. Enter the required number of items in the Units Ordered column.
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8. Click the POS Menu button to complete the entry and return to the POS home
screen.

Displaying a List of Orders

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

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

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

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

screen.

2 Splash POS - o X
POS  Tools i

W& Point of Sale - Orders 12 February 2018

Splash

Add Order FndOrder | Show AlOrders  Delets Order
5. All records in the found set will be displayed on your screen.

9 Splash POS - o X
POS  Tools .

4“# Point of Sale - Orders 12 February 2018

Splash
T | 7] e i T — A= e O

Date rder No. Supplier Status Supplier Inv Order Total Ordered By

R 12202018 % Hoore Wiison OFEN $0.00
Q12001 o Funky Trunks Closed s000
R zieos 4 Speedo Closed 50.00

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

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

Finding a Purchase Order

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

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

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

2 Splash POS
POS Tools

W& Point of Sale - Orders 12 February 2018
Splash

[ ] evew AﬂﬂOFﬂErwAlOmers Delete Order
4. The Search for an Order dialog box will be displayed on your screen.

;/ﬁ Search for an Order
Supplier D
Supplier |
B~ — . orderna, |
Ordered By | O
Status | @
Order ltems
StockNo [ Q. ]
Stock Name | O
Qty Ordered | @ ‘
Qty Recsived | & J
# cancel + New Request | |==Omit Records Constrain Set Extend Set @8 Find Now
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5. Enter the criteria for your find in the appropriate field/s.

6. Press ENTER or click the Find Now button to complete the find.

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

Updating an Existing Order

1. Use the Finding a Purchase Order command to locate the Purchase Order

you wish to update.

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

3. Update any details as required.

NB: There are some restrictions on what can be updated after an order has

been closed.

Receiving Items Into Stock

1. Use the Finding a Purchase Order command to locate the Purchase Order

you wish to update.

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

"§ob&& " Point of Sale - Orders
Splash

LstView Add Order Find Order Show AllOrders  Delets Ordr
Fitter By Supplier Name:
A orgerpate | 1200212018 Order Number Status | OPEN
20218 opEN e [uw Moore Wison

01/02118 Closed

12 February 2018

1200118 Closed

50.00
0.00
0.00

o) (o | | (o

s0.00

Delivery Instructions

s0.00  10%

50.00

3. Enter the quantity received for each stock item

4. Click the Splash Menu button or select another order to update the entry and

return to the POS home screen.
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2 splash POS - o X
POS Too

"4 © Point of Sale - Inventory 12 February 2018
Splash
Ut View Add tem Find tem ‘Show Allkems. Delete em Stocktake List A
Filter By Product Name: Show All
ch
Chips ~| | [stock information Stock Name | | Button Dispiay & Barcodes Suppler [ Reporting Codes
Chupa Chups Stack Number (Button Display) S o
Flipper Children's 4042 Chupa Chups SIE ‘
Long Descripton Chupa Chups
Chupa Chups ‘
R G B ‘ ‘
Cost Price. Opening aty ) (100 ][ 255 ][ 200
Position POS Category Button Button Name Peak Level Min Level Re-Order @
[ eos % Canteen Chups Chups B [~
| POS1 £ Common Chupa Chups Ol
Retail Prices. @TAX ONOTAX Tax Rate 10%
Title Retail 2 7 8 10 11 12
Price inc. 5060
Price ex s0ss s0.00 000 s0.00 000 s0.00 s0.00 s0.00 0.00 s0.00 50.00 s0.00
GSTS $0.05 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00
Margin % 100.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%
Margin § $0.55 $0.00 50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 50.00
| Markup % |
[Harops i
| He Os O Cs Ow Os Oe Os e s O Os Ow Os Ow Os o (s ] Ow O
Stock Levels Reporting
Opening Date Groun Kook
Opening Qty 2 Category | Confectionary
aty ol 2 Type
Qty Recsivea 0 V0B Code
Qty on Hand A On Ord 2

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

Deleting a Purchase Order

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

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

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

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

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

2 Splash POS — o %
POS Tools

W ¥ Point of Sale - Orders 12 February 2018
Splash

T s Orter g Order smwM o

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

Delete Order

Are you sure you want to delete the cancelled order for Funky
Trunks?

| 0K | | Cancel |

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

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

Stock has been received on this order. You cannot delete an
arder with stock received.
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Creating Discount Buttons

Discount buttons can used to apply preset discounts as either amounts or percentages to
products during the sale process. Discount buttons can only be used with the sale of
products. See the bookings guide for applying a lesson discount.

Defining a Discount Button

1.
of Sale).

Ensure the POS Administration screen is displayed (see Administering Point

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

27 Splash POS
POS Tools

&5 Point of Sale

Splash

[5] setup Display
Customise the FOS nterface

a X

suppliers
Waintain a record of all suppliers of products sokd

Inventory
Define each product offered for sale and assign button

Price Settings
Define custom price seftings based on weekday and time

Orders

Discounts
Define discount buttons for application within POS.

Enter a new sale

LIMITED

Point of Sale -

Should you have questions or

Computerize Limited

or helpdesk enquiries

Helpdesk Support

comments pleass contact the author of this database.

please contact

barbara@computerize.co.nz

Telephone: +64 -6 372 &71

2222082

lobie: +54

5t

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

POS

"ok Point of Sale - Discouny®
Splash

12 February 2018

‘ e TR Ty ,;i:l:c >
?a:s'g'emem N Discount D [ Pwota3 | Date SaleD Inventory tem T Amt Applied
Staff Discount Button Name | 31 Off 8218 14738 Vo le Goggles §1.00 =
VP Location | POS 1 hd 30514 14691 Miss s1o
s s ] T i
Dscount Type [ Doter -]
votarort [ 5100
vateBegins [ 1z |
Date Ends [ 31122009 |
Requested By | |
Authorised By
u
4. The Discount ID will be automatically assigned. Enter a Button Name which
will appear within the sale screen to represent the selected discount.
5. Define the Location the button should appear on e.g. POS 1.
6. Define the discount amount as either a percentage or dollar value.
7. Enter RGB settings to define the colour of your new discount button.
8. Define a date to begin and end the promotion. If the discount is ongoing,
enter 31/12/99 in the Date Ends field.
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9. Click the Splash Menu button to complete the entry and return to the POS

home screen.

Displaying a List of Discount Buttons

Each record in your Discount module can be displayed in either the form view or as part of a

list. List view displays all records in the found set.

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

of Sale).

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

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

your screen.

27 Splash POS.
POS  Tools

w Point of Sale - Discount Buttons
Splash

Add Discount FindDiscount  Show AllDiscounts  Delete Discount

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

12 February 2018

2 Splash POS.
POS  Tools

A'ﬁ*b‘ Point of Sale - Discount Buttons
Splash

Detal View ‘Add Discount FindDiscount  Show AllDiscounts  Delete Discount

12 February 2018

\ ERETT o = Tyve

5 Disc % Disc.

Beging Ends

PMOT43  $10ff FOS 1 Special Dollar

2R 82 8

PMOT41  Management POS 1 Wanagement Fercentage
PMO126  Staff Discount POS 1 Staff Discount Percentage

PHOT4 VP POS 1 Valued Customer Percentage

$1.00

100.00%

15.00%

10.00%

01101707 3112099

01101707 3112089

01101107 3112088

01101107 3112089

NB: Display the detail of a selected discount button by clicking the magnifying

glass displayed to the left of the record ID.
Finding a Discount Button

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

of Sale).

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

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

of your screen.

27 Splash POS.
POS  Tools

“#%%" Point of Sale - Discount Buttons
Splash

T mmmm e

12 February 2018

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

screen.
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;/ﬁ Search for a Discount Button

Promo 1D

Button Name | G

Location | Q&

Category | |

Discount Type

Percent Off | O |

Dollar Off | & |

Date Begins |

Date Ends | Q.

Reguested By | Q

Authorised By | ©4

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

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

2. The Discount Button entry form should be displayed on your screen.
3. Update any details as required.

NB: Amending an existing discount button will only affect future use of the
button. All existing transactions will not be affected.

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

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

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

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

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

%) Splash POS
POS  Tools

‘j‘v YRS Point of Sale - Discount Buttons 12 February 2018

Splash
List View Add Discount FindDiscount  Show AllDiscourls  Delete Discount > |

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

Delete Discount

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

| OK || Cancel |

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

Reviewing Discounted Sale Items

Splash POS maintains a history of all discounted items. This section of the manual describes
how you can review the discounts which have been applied.
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1. Ensure the POS Administration screen is displayed (see Administering Point
of Sale).

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

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

4. Allinstances where the discount button has been used will be displayed
within the portal on the right of tlhe screen.

" Splash POS. — o x
POS.

Point of Sale - Discount Buttons 12 February 2018
Splash

i b R
Filter By Discount Name:

Al

$10ff & Discounts Appiied

Staff Discount e Stafiibiecount 3002115 14717
e Location | Pos 1 - p— agse

27106114 14804

5104114

Management Amt Applied

>

5450

52,84

s28¢

$0.53

2200013 14654 popTop s050

2200913 14855 simall Snake 5390

Date Ends | 31/12/2099

[ —

Button Colour

R G B
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Entering Sales and Processing Payments
Parts of the POS Window

Processing a Sale

Entering a Quick Sale for Products
1. Ensure the Diary is displayed on your screen.
2. Click the $ button displayed on the top right of the window. $

" Splash - [m) x
File Edit View Diary Scripts Print Tools v
" ** Swim School Diary Today's Date: 8/2/2018 $ \*\U
Splash
e —————| Login New User |
Specify  Monday [~ Fep [~ 20t Seals @ 3:45 PM on Monday with To Be Advised
Class Al v Bookings ] Wating List Achievements.
NS Q Class ID
g 5 =% Session 1D 3560 lass 1D SEA Instructor | TBA | To Be Advised
Time  Ciass instucior & & E 2 Class Name | Seals Telephone: 027 2222064
. B
J30PM Turtles BR 1 7 | st 4 Comments
R 3:30Pm  Penguin BS 2 4 u
e = Location  Main Pool ~
J30PH Jellyfish DS
Gl L StatDate 5212018 EndDate 26122018
Shift Afternoon g 8 8 8
R 400PM  Turtles BR 17 | s 8 § g
Q =
400PM_ Penguin 8BS 2 4 || ®Craig King e S
R 4:00PM  Jelifish DS : : WA 0272222082 Nathan King
R 4
40PN Turtles BR 2 6 | Q Hamish McDougal 8.11m %
R :30PM Penguin 8BS 15 HE 0272222082 Mary McDougal
R 430PM  Jeliyfish DS 1 s || X Jack McArthur 8.7m S
R 4:30PM seals TBA 0 4 ] # O 045657894  Andrew NcArhur
R 500PM  Turtles BR 17 n Q Paul Fairbrother 8_9m $ b X
R 5:00PM Penguin Bs 0 6 || = O 0272222082 MarkFaiorother
R 5:00PH  Jelifish DS 1 s WA
R s:15Pm seals TBA 1 3 u
R 530PM  Turtles ER oz WNE
R 5:30PM  Penguin Bs 0 s ||
R5:30PM  Jellyfish Ds 1 5 [ |
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23 Splash POS - o x

P05 Tools

Wan Belence. 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

Passes Goggles

Ice Creams

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

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

27 Splash POS
POS Tools

(ll Family ID

With Balance Zero Balance

User Member

Earbara smith
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Invoice # 147352
POS 1

select the actual quantity being sold.

items area of the screen.

Invoice # 147352

If you are selling multiple items of the same product click the Clr button, then

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

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

11.You will be asked to define the payment method for the selected
sale. Choose EftPOS or Cash to complete the sale and return to the POS screen.
Click Cancel to export the dialog box without completing the sale.

Payment Method

cancel || EftPos | |

Cash
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Entering a Quick Sale for a Booking

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

1. Ensure the Diary is displayed on your screen.
2. Click the $ displayed in the row for the booking you wish to pay.

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. - a X
POS Tools

B .o [ o [ o el romiy o

MCARTHUR (Andrew McArthur)

p— 5 [— W S \ ZaroBoincs
s T

Jack MeArthur $54.00

Tce Seals - 3:45 PM o (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
@percert  Dc 10

QA Jack MeArthur $54.00
Seals - 3.45 PM Mon (Block Dec 2017)

® Percent Disc 10

Jack McArthur $54.00
Seals - 3:45 PM Mon (Block Jan 2018)

® Percent Disc 10

Melanie McArthur $72.00
Penguin - 3:30 PM Wed (Block Jan 2018)

® Percent Disc 10

Melanie Hcarthur $72.00

Penguin - 3:30 PM Wed (Block Feb 2016}

@ Percent Disc 10

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

6. When all items for the sale have been selected, click the END or
NEXT button to complete the sale.

Entering a Sale for a Combination of Bookings and Products

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

9 Splash POS - a X
POS Tools

.l Family ID

With Baiance Zero Balance

Member

barbara smith

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

- [m] x

Family 1D

With Balance Zero Balance

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

~ ~
«b SelectaFamily

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

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

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

Smith Daniel 0272222082 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john

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

7. You will be returned to the POS screen, all existing bookings for the selected
family will be displayed in the panel on the right of the screen.

7 Splash POS. - o X
POS Tools
Common  Bathers Accessorie  Canteen Misc Famity D 2
= SMITH (Barbara Smith)
Passes rinkes Wih Balance | Zero Balznce

Jacob (Jake) Smith 57380
Penguin - 3:30 PM Mon (Block Aug 2017)
® Percent Disc 10
Lucas Smith 7200

Penguin - 4:30 PM Mon (Term Aug 2017)

® Percent Disc 10

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

® Percent Disc 1

Jacon (Jake) Smith §72.80
Penguin - 3:30 PM Mon (Block Sep 2017)

® Percent Disc 10

Lucas Smith 57200
Penguin - 4:30 PM Mon (Term Sep 2017)

® Percent Disc 10

Nicholas Smith 59 40
Turtles - 11:00 Al Thu (Term Sep 2017)

Member

® Percent Disc 1
EBarbara Smith Jacob (Jake) Smith 57380
Penguin - 3:30 Ph Mon (Bloci Oct 2017)

® Percent Disc 10

Lucas Smith 57200
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith 85940
Turtles - 11:00 AM Thu (Term Oct 2017)

® Percent Disc 1

Jacob (Jake) Smith 6450
Penguin - 3:30 PM Mon (Block Nov 2017)

@® Percent Disc 10

Lucas Smith §69.50

Banuin . A°30 Bl Kinn (Binelr Aoy 20471

8. Click once on the booking you wish to enter a payment for. The booking
details will be copied to the sale item area of the screen.
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1 Nicholas Smith - Turtles - 11:00 AM Thu (Term Sep 2017} @ $59.40 ea.
$59.40

[ oo | [

1 Jaceb (Jzke} Smith - Penguin - 3:30 PM Mon (Block Aug 2017) $73.80 [

1 Lucas Smith - Penguin - 4:30 PM Mon (Term Aug 2017) £72.00

1 Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017) 574.25

1 Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017) £72.00

10.When all bookings have been added, use the left panel of the screen to select
the products which need to be added.

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

Common  Bathers  Accessorie Canteen Misc
s
Passes Goggles Drinks

Ice Creams

_ 12.Click once on the product you wish to include in your sale.

13.The item you have selected will move across to the top of the Sale ltem box

[ ]
1 600mlwater @  sa00ea
$2.00

[ 0ot | L]

14.Repeat steps 10 through 12 until all products have been define for the sale.
15.When all items have been selected, click the END button.

16.You will be asked to define the payment method for the selected _|
sale. Choose EftPOS or Cash to complete the sale and return to
the POS screen or click Cancel to return to the sale without processing the
payment.
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Defining Alternative Payment Methods
1. Ensure the Diary is displayed on your screen.

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

¥ Splash POS - o X
POS Tools

Family ID

With Balance Zero Balance.

User Member

barbara smith

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

5. The Select Family dialog will be displayed on your screen. Enter the family
name (or part thereof) in the filter field. The content of the list will be revised
as you type.

)
« b Select a Family

Enter all or part of the family name to display fewer records.
Select the family name from the list below... “ Fiter:
Smith Unknown 0272222082 -
Smith Bridget 0272222082 1243 Any Street, 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.
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) splash POS - o x
POS Tools

ol FamiyD 2
SMITH (Barbara Smith)
] Wih Balance ] Zero Balance
$59.40 ea.
$59.40 Jacob (Jake) Smith $73.80
0 Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
Jacab (3ake) Smith - Penguin - 3:20 PM Mon (Black Aug 2017)
Lucas Smith - Penguin - 4:30 PM Man (Term Aug 2017)
Nicholas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith 57380

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 M Mon (Term Oct 2017)

® Percent Disc 10

Hicholas Smith $59.40
Turtles - 1100 AM Thu (Term Oct 2017)

® Percant Disc 1
Jacob (Jake) Smith 64,50
Penguin - 3:30 PM Mon (Block Nav 2017)
Member
® Percent Disc 10
T Lucas Smith §69.50

Penguin - 4:30 PM Mon (Block Nov 2017)

® Percent Disc 10

Hicholas Smith $69.05
Turtles - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1

Jacob (Jake) Smith $69.50
Penguin - 400 PM Mon (Block Nov 2017)

® Percent Disc 10
$351.45 Jacob (Jake) Smith $55.35
Penguin - 330 PM Mon (Block Dec 2017)
7 8 9 @ Percent Disc 10
JaceD (Jake) Smith §55.35
4 5 6 Banriin - A-00 O Wart (Blnek Nae 20471

Set

1 2 3

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.

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

Missile Goggles. $30.00 | |
$30

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

Total
$259.50

Change

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

$0.00

CREDIT
CASH EFTPOS CARD

GIFT
VOUCHER CHEQUE AMEX

MANAGE-
INTERNET e PROMO

DIRECT SESSION
DEBIT PASS

JOURNAL

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

GIFT
VOUCHER

CHEQUE

MANAGE-

INTERNET MENT

DIRECT SESSION
DEBIT PASS

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

DEL CreditCard 2842 $200.00
DEL (Cash 2842 151.45
DEL

14.To complete the sale, click the End button. E

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.

=¥ Splash POS -
o o x
POS Tools
Family ID 2
SMITH (Barbara Smith)
Wit Balance | Zero Balznce
@ $59.40¢a
459.40 Jacob (Jake) Smith 57380
0 Penguin - 3:30 PM Mon (Block Sep 2017)
® Percent Disc 10
2cb (Jake) Smith - Penguin - 3:30 PM Mon (Block Aug 2017)
Lucas Smith - Penguin - 4:30 PM Man (Term Aug 2017)
Nichelas Smith - Turtles - 11:00 AM Thu (Term Aug 2017)
Jacob (Jake) Smith 87380

Lucas Smith - Penguin - 4:30 PM Mon (Term Sep 2017} Penguin - 3:30 PM Mon (Block Oct 2017)

® Percent Disc 10

Lucas Smith §72.00
Penguin - 4:30 PM Mon (Term Oct 2017)

® Percent Disc 10

Nicholas Smith §59.40
Turtles - 11:00 AM Thu (Term Gct 2017)

® Percent Disc 1

Jacob (Jake) Smith 56450
Penguin - 3:30 PM Mon (Block Nov 2017)

Member

® Percent Disc 10
BTSN Lucas Smith §69.50
Penguin - 4:30 PM Mon (Biock Nov 2017)

® Percent Disc 10

Nicholas Smith 55995
Turtles - 11:00 AM Thu (Block Nov 2017)

® Percent Disc 1

Jacob (Jake) Smith 88950
Penguin - :00 PM Mon (Block Nov 2017)

® Percent Disc 10

Jacob (Jake) Smith $65.35
Penguin - 3:30 PM Mon (Block Dec 2017)

@® Percent Disc 10

Jacob (Jake) Smith §85.35
Banuin . 4010 BAf Wan (Binck Nar 2047}

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

If the item is not displayed at the top of the list, simply click the required item.—
3. Click the Del button
4. Complete your sale by clicking the End or Next button.
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Discounting a Sale Item o,
Ensure the Diary is displayed on your screen. $
Click the $ button displayed on the top right of the screen.

The POS interface will be displayed on your screen.

Select the product you wish to sell.

o~ 0D~

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

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

STAFF DISCOUNT POS 1

Item Name
Vorgee Missile Goggles

Quantity

1

Item Price/Payment Amount
MAMAGEMENT $30.00

Admend Price

$29.00

Amount Applied (per item)
$1.00

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

8. Click Commit to return to your sale screen.

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

[ J
1 Vorgee Missile Goggles @ $29.00 ea.|
$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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Viewing a List of Sales

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

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

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

9 Splash POS. - a X
POS Tools

Point of Sale

Splash

[5] Setup Display
Customise the POS interface

Suppliers
Maintain & record of all suppliers of products sold

=] Inventory
Detins ch procuc offerad for sae and sssign buton LIMITED

[5] Price Settings
Define custom price setings based on weekday and time Point of Sale - Helpdesk Support

=| Orders

=l Should you have questions or comments please contact the author of this database.
Record purchase order information for all inwards qoods

For service or helpdesk enquiries please contact

=| Discounts

=)
Define discount buttons for appication within POS CovoemLma
barbara@computerize.co.nz

[=] salesEntry
e sk

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

—| Sales List

Display a list of historic sales

Www.computerize.co.nz/contact
Sales Reporis

Print Sales Summary Reports

i

[5] Cashsheets
Display summary of revenue for a specified shift

=] Preferences
Define praferences for POS

3. A list of sales will be displayed on your screen.

2} Splash POS - o X
POS Tools
Point of Sale - Sales List 12 February 2018
Splash

SortBy | SakeD ] L

Date saeD Famiy D Famiy temTots_ Sale Toal Tax Recept  AmiPad__ PaymentType Sht_Locaton__Ended |
Q@ 25012018 401PM 147323 15 "THOMSON (Anthony Thomson) $85.00 $85.00 $0.00 B $85.00 Cash 2842 POS1 x|
Q 25012018 4:02PM 147324 2 SMITH (Barbara Smith) $125.00 $125.00 so00 B 512500  Efipos 2842 POS1 x|
k=3 2500172018 403PM 147325 21 WILLIAMS (Malcolm Willams) $75.00 $75.00 soo0 [ 57500 Eftpos 2842 POS1 x|
Q@ 250172018 4:03PM 147326 $0.00 $0.00 2842 POS1 ]
Q 25012018 410PM 147327 2 SMITH (Barbara Smith) $0.00 $0.00 s000 B 5000 Journal 2842 POS1 x|
g2 250012018 410PM 147328 15 THOMSON (Anthony Thomson) 50.00 50.00 so00 [ 5000 Journal 2842 POS1 B
Q@ 250172018 410PM 147329 21 WILLIAMS (Malcolm Wiliams ) $0.00 $0.00 $0.00 $0.00  Journal 2842 POS1 x|
Q 25012018 410PM 147330 2 SMITH (Barbara Smith) $0.00 $0.00 $0.00 $0.00  Journal 2842 POS1 x|
Q 0200272018 4:03PM 147331 20 MCDOUGAL (Wary McDougal) $72.00 $72.00 soo0 [d) 57200  Cash 2842 POS1 x|
@ 0200212018 403PM 147332 50.00 E $0.00 2842 POSH ]
Q@ 02022018 4:04PM 147333 23 MCARTHUR (Andrew McArthur) $50.00 $50.00 $0.00 $50.00 Cash 2842 POS1 x|
Q 0272018 4:08PM 147334 $0.00 [E] $0.00 2842 POS1 O
q‘ 4:04PM 147335 18 FAIRBROTHER (Mark Fairbrother) $100.00 $100.00 50.00 E 5TW.00 Cash 2842 POSH x|

View Receipt Print Receipt
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Finding a Transaction

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

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

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

¥ Splash POS. — [m) pe
POS  Tools

“‘w Point of Sale - Sales List
Splash
sotBy | ssep -] mu% ]

4. ‘T\he—Sé'ch for a Sale dialog box will be displayed on your screen.

12 February 2018

_'/ﬁ Search for a Sale

Location 3 Date

End Clicked
Family D | &

Contact Name

Sale D 4

Entered By 3

Payment Variation

Payment Date Variation

& cancel 4 New Request | |==Omit Records Constrain Set Extend Set &% Find Now

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

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

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

27 Splash POS. - o X
POS  Tools
"#a6&& - Point of Sale - Sales List 12 February 2018
Splash
Sort By Sale ID v Find Sales Show All Sales e J >
e T Py Famy enToal saeTors Tax Recepl  AmPan PaymentType St Locaton_endea
< e ] zsa)/zm 401PM 147323 15 “THOMSON (Anthony Thomson) $85.00 $85.00 00 [ 58500  Cash 2842 POS1 by
Q [ 25010018 402PM 147328 2 SUITH (Barbara Smith) s12500 s12500 5000 B 12500 Efpos 2862 POS 1 x
Q 2510172018 403PM 147325 21 ‘WILLIAMS (Malcoim Wiliams) $75.00 575.00 $0.00 B $75.00 Eftpos 2842 POS1 X

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

2 Invoice 147324

YOUR SWIM SCHOOL NAME HERE
. Wellington
Telephons

ABN:
Invoice # : 147324 (POS 1)
25 Jan 2018 4:02:21 PM
Barbara Smith
64 Erlestoke Crescent,
Churton Park,
Wellingtan 4001

Thank you for your payment for the following items:

Description Gty Units Total
Nicholas Smith - Tustles - 11:00 AM Thu 1 S5000  $50.00
{Block Jan 2018)

Lucss Smith - Penguin - 4:30 PM Mon 1 S7500  S75.00

(Block Jan 2018)

Total Inc GST $125.00

GST Amt s0.00
Payment Method

Eftpos $125.00

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

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

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

Reprinting a Receipt

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

27 Splash POS. - o X
POS  Tools
.’ :v - . ~
"#a6&& - Point of Sale - Sales List 12 February 2018
Splash
Eml = Frosaks  Snow Allsas = =
I oae T Py Famy enToal saeTors Tox_Recap  AmPan PaymentType St Locaton_endea
e ] 2810112018 401PM 147323 15 “THOMSON (Anthony Thomson) $85.00 $85.00 00 [ W00 Cash 2842 POS1 by
Q [ zs01m018  402PM 147328 2 SUITH (Barbara Smith) s12500 s12500 5000 [ b0 Enpos 2862 POS 1 x
Q 2510172018 403PM 147325 21 ‘WILLIAMS (Malcoim Wiliams) $75.00 575.00 $0.00 B $75.00 Eftpos 2842 POS1 X

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

, Wellington
Telephone:

ABN:
Invoice # : 147324 (POS 1)
25 Jan 2018 4:02:21 PM
Barbara Smith
6A Erlestoke Crescent,
Churton Park,
Wellington 4001

Thank you for your payment for the following items:

Description Qy  Units Total
Nicholas Smith - Turtles - 11:00 AM Thu 1 85000  $50.00
(Block Jan 2018)
Lucas Smith - Penguin - 4:30 PM Mon (Block 1 $75.00 $75.00
Jan 2018)
Total Inc GST $125.00
Payment Method GST Amt $0.00
Eftpos $125.00
Message

Do you want to PRINT or EMAIL the client receipt?

| Cancel || Email || Print |

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

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

2} Splach

File Edit View Inset Format Records Tools

Ii‘ i System Defaults Today's Date: 12/2/2018 &
Splash ‘

Swim School Default Settings [

Default City For All New Records Documents Bookings Student Lists. Shifts. Public Holidays Custom Reports.
Default Paper Size . .

iz ® A4 O US Letter
@ a4 OUS Letter Default Paper Size

Confirmation and Remias

Allow Catchup Bookings Receipts A5 ® Custom

®Yes ONo
Set Automatic Rollover of Bookings . LIMITED
®Yes ONo Display Address on Correspondence @ Yes O No
Display Loga on Correspondence Header @ Yes O No
Automatically Print Receipts Display Logo on ReportHeader @ Yes O No Helpdesk Support
Ask S

NB: Set at Custom for 80mm.
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Deleting a Transaction

Splash POS Payment records cannot be deleted. If you have processed a payment in error,
you should reverse the payment rather than attempt to delete it.

Reversing a Transaction

A reversal is created by creating an identical transaction, however, enter either the amount or
the quantity as a negative rather than a positive value.

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

3. Define the amount of the payment to be reversed by
selecting the appropriate products or bookings.

4. If you are returning items to stock, create the reversal by selecting the stock
item and entering a negative number in the Qty field.

5. If you are not returning items to stock but wish to credit an amount for either a
product or a booking simply enter the value of the item as a negative value.

6. To complete the sale, click the Sale or Next button.

NB: Make sure you select the correct payment method — if you are giving cash
back to the client select cash as the payment type.
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Printing Point of Sale Reports

Access to this area of the database is restricted to those with POS setup access. Use this
area of the POS system to generate reports which contain summaries of either products sold
or monies received.

All reports follow the same four step process.
1. Locate the Data for Reporting
2. Choose Report Format
3. Enter Report Title
4. Produce Report

Generating a Report

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

of Sale).
2. Click once on the icon beside the words Sales Reports on the left of your
screen.
27 Splash POS - [u] x
POS Tools
“#4& ** Point of Sale
Splash
[=] setup Display
Customise the POS interface
[=] Suppliers
Maintain a record of all suppliers of products sold
Inventery
"~ Define cach product offered for sale and assign button LIMITED
Price
Define cL rice settings based on weekday and time Point Of sale - Helpdesk suppon
?z’c‘:redr;mhu:s order information for allinwards qoods Should you have questions or comments please contact the author of this database.
tact:
Discounts

Define discount buttons for application within POS

Sales Ents
Enter 2 new sale

Sales List
g

sales Reports
Print Sales Summary Reports

Preferences
Define preferences for FOS

3. The Point of Sale — Sales Reports Screen will be displayed.
1. Locating Report Data

Step one involved locating the data you wish to include in your report. This function operates
the same way as all other find commands in Splash.

4. Click the Find Data button to display the Sale Reports Find Screen

‘édé - Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report | Sales by Type
Show Detail [/

Step 3: enter Report Title
Report Thie  Salss by Typs

ReportDate  May 2014

Stop 4: e

# cancel
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5. Enter the search criteria for the data you wish to include in your report
(remember you can enter a date range ... symbols, or specify an entire month
by entering only the month and year in the following format mm/yyyy)

™ Locate Report Data ]
POS Tools

“‘b‘ Point of Sale - Sales Reports Find
Splash

Date Time

Sales ID/ Inv No

Family ID |
shift

Location

Description

Product Group

Product Category

Product Type

# Close Find

6. Click the Find button to complete the find.

2. Choose Report Format

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

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

‘ddé - Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting

Step 2: choose Report Format
Report | Summary by Payment Type
Show Detai | Summary of Transactions

Individual Sales by Payment Type
Totals by Day
Step 3ient 1o by Week
Report Tte | Totaks by Month

ReportDate | Totals by Year

Sales by Location
Sales by Group

Step 4: rro BT

Sales by Category

#® cancel

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

4 Point of Sale - Sales Reports
Splash

Step 1 : Locate Data for Reporting #% Find Data

Step 2: chogse Report Format

Report ¢ o
Show Detail

3. Enter Report Title
9. Enter the Title you wish to appear on the top of the report.
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10.Enter a report date to appear on the report (optional).

"4ah& * Point of Sale - Sales Reports
Splash

Step 1 : Locate bata for Reporting

Step 2: choose Report Format
Report \ Sales by Typs
Show Detail P

Step 3: enter Report Title
Report Title \ Sales by Type

ReportDate | ‘ear to Date 2018 |
S—
# cancel

11.Click the Print button.

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

27 Splash POS. [u] x
File Edit View |Insert Format Records Scripts Tools Window Help
) =
c— 5 | & @
Pages Save as Excel SaveasPDF | Print  Print Setup
Layouts Sales by Type o] Vewhs: ExitPrevie Script paused [ Gontinde |

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

Print X
Print: | Records being browsed ~

Printer

Name:  Brother HL-4570CDW series v Properties. ..

Status: Ready

Type: Brother HL-4570CDW series

Where: BRNOO1BASSFEEDI

Comment: HL-4570CDW LAN D Print to file

Print range Copies

@al Mumber of copies: 1

(C)Pages from: l:l to: l:l

111 2121 3|3 Collate
Number pages from: El _’J _’J _’J

Cancel

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

Individual Sales by Payment Type

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

Without Detail

Summary by Payment Type - Year to Date 2018
Account Cash Cheque CreditCard Eftpos Internet Mgment Bromoe  Voucher Other
POS 1 $0.00 $801.35 $0.00 $502.40 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00
17/01/2018 $0.00 £0.00 £0.00  $302.40 £0.00 £0.00 $0.00 £0.00 £0.00 £0.00
25/01/2018 $0.00 $85.00 £0.00 £0.00  $200.00 £0.00 $0.00 £0.00 £0.00 £0.00
2/02/2018 40,00 $222.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8/02/2018 40,00 $258.70 £0.00  $200.00 £0.00 £0.00 $0.00 £0.00 £0.00 £0.00
9/02/2018 40,00 $17,90 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40,00
12/02/2018 40,00 $217.75 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40,00
Grand Totals 40,00 $801,35 40,00 $502,40  $200.00 40,00 £0,00 40,00 $0,00 40,00

With Detail

Summary by Payment Type - Year to Date 2018
Account Cash Cheque CreditCard Eftpos Internet Mgment Promo Voucher Other
POS 1 $0.00 $716.35 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2/02/2018 $0.00  $222.00 $0.00 $0.00 $0.00 $0.00 £0.00 £0.00 $0.00 £0.00
14733 Mary McDougal $0.00 $72.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14733 Andrew McArthur $0.00 $50.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14733 Mark Fairbrather #0.00 $100.00 $0.00 $0.00 $#0.00 $0.00 $0.00 $0.00 $0.00 $0.00
8/02/2018 40,00  $258,70 40,00  $200,00 $0,00 $0,00 40,00 40,00 $0,00 40,00
14735 Cash Sale $0.00 $4.50 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Cash Sale $0.00 $19.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Barbara Smith $0.00  $151.45 $0.00  $200.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14735 Danlel Smith $0.00 $83.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
9/02/2018 $0.00 $17.90 $0.00 $0.00 $0.00 $0.00 £0.00 £0.00 $0.00 £0.00
14735 Cash Sale $0.00 $2.50 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14735 Cash Sale $0.00 $2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14736 Cash Sale $0.00 $2.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14736 Cash Sale $0.00 $4.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
14736 Cash Sale $0.00 $3.80 $0.00 $0.00 £0.00 $0.00 $0.00 $0.00 £0.00 $0.00
14736 Cash Sale $0.00 $3.60 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 £0.00 $0.00
12/02/2018 $0.00 $217.75 $0,00 0,00 $0.00 $0.00 $0.00 $0.00 0,00 $0.00
14737 Barbara Smith $0.00  $217.75 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Grand Totals £0,00  $716,35 40,00 $200.00 £0,00 40,00 40,00 40,00 40,00 40,00

Pg. Printed at 15012 on Wednesday, 14 February 2018
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Summary of Transactions

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

Without Detail

Summary of Transactions

Payments Received Items Paid For Invoice Total
17 January 2018
POS1 $302 .40 3302 40 $302.40
Transaction Balanced $302.40 $302.40 $302.40
Cashsheet Total $302.40 $302.40 $302.40
With Detail
Summary of Transactions
Payments Received Items Paid For Invoice Total
08 February 2018
POS 1 $458.70 545870 F458 70
Transaction Balanced F458.70 $458.70 F455.70
&2/2018 2:54 PM 147338 Cash Sale 50.00 50.00 s0.00
8242018 2:56 PM 147339 Cash Sale 50.00 20.00 s0.00
8/2/2018 2:58 PM 147340 Cash Sale 50.00 50.00 $0.00
&2/2018 2:58 PM 147341 Cash Sale 50.00 50.00
&2/2018 2:58 PM 147342 Cash Sale 50.00 50.00
&2/2018 2:59 PM 147343 Cash Sale 50.00 50.00 s0.00
&2/2018 3:.00 PM 147344 Cash Sale 50.00 50.00 s0.00
8/2/2018 3:00 PM 147345 Cash Sale 50.00 50.00 $0.00
8/2/2018 3.01 PM 147346 Cash Sale 50.00 s0.00 s0.00
&2/2018 3.03 PM 147347 Cash Sale 50.00 50.00 s0.00
&2/2018 3.03 PM 147348 Cash Sale 50.00 50.00 s0.00
&2/2018 3:23 PM 147349 Cash Sale 50.00 50.00 s0.00
&2/2018 3:29 PM 147350 Cash Sale 54.50 5450 54.50
8/2/2018 3:29 PM 147351 Cash Sale 50.00 50.00
8/2/2018 3:33 PM 147352 Cash Sale §19.75 $19.75 §19.75
&2/2018 3:49 PM 147353 Barbara Smith §351.45 5351.45 $351.45
&2/2018 3:49 PM 147354 Cash Sale 50.00 50.00
&2/2018 3:57 PM 147355 Daniel Smith $83.00 $83.00 583.00
242018 11:15 AM 147356 Cash Sale 50.00 20.00
Cashsheet Total $458.70 345870 $458.70

User Documentation — Splash V7.0

Page 55




Individual Sales by Payment Type

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

Without Detail
Individual Sales by Payment Type
Wednesday, 14 February 2018 $502.85
CASH $201.65
CREDITCARD $167.90
EFTPOS $223.30
ToTaL PAYMENTS REPORTED $592 B85
With Detail
Individual Sales by Payment Type
Wednesday, 14 February 2018 3502 B5
CASH $201.65
316 PM 147375 Anthony Thomsan F159.85
318 PM 147376 Cash Sale $41.70
CREDITCARD $167.90
I15PM 147373 Raobyn Schwass F167.80
EFTPOS $223.20
216 PM 147374 Malcolm Williams £1838.30
17 PM 147378 Cash Sale %55.00
ToTaL Payments REPORTED $592.85
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Totals by Day

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

Without Detail
Totals By Day
Cirv Tora e Tora GST
Pos 1 $2.008.60 $16.83
Wednesday, 17 January 2018 5302.40
Thursday, 25 January 2018 $2B85.00
Friday, 02 February 2018 5222.00
Thursday, 0B February 2018 545670 54,23
Friday, 09 February 2018 §17.80 §1.83
Monday, 12 February 2018 521775 5013
Wednesday, 14 February 2018 BERZ.85 §12.98
Total Included in Report 32.005.80 51983
With Detail
Totals By Day
Qe Tomaw e Tora GET Tara Ex
Pos 1 $2.008.80 $10.83 $2.078.97
Wednesday, 17 January 2018 530240 5302.40
Jacob {fake) Smith - Penguin - 3:30 PM Men (Biock 1 $92.23 39225
Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block 1 $1.35 £1.35
Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 1 £50.00 55000
Nicholas Smith - Turtles - 11:00 AM Thu (Term Jul 1 £35.40 £55.40
Nichalazs Smith - Turtles - 11:00 AM Thu (Term Jun 1 £35.40 £55.40
Thursday, 25 January 2018 $285.00 52E5.00
Jenny Williams - Turtles - 10-30 AM Thu (Block Feb i 53450 £34.50
Jenny Williamsz - Turtles - 10-30 AM Thu (Black Jan 2 340,50 34050
Lucas Smith - Penguin - 4:30 P Mon (Block Feb 1 #1.20 $1.20
Lucaz Smith - Penguin - 4230 P\ Mon (Block Jan 2 §73.80 57380
Nichaolas Smith - Turtles - 11:00 AM Thu (Block Feb 1 5545 E5.45
Nichalas Smith - Turtles - 11:00 AM Thu (Block Jan 2 $44.55 F44.55
Robert Thomzon - Starfish - 5:00 PM Tue (Block Feb 1 $13.00 £13.00
Robert Thomzon - Starfish - 5:00 PM Tue (Block Jan 2 §72.00 £72.00
Friday, 02 February 2018 $222.00 $222.00
Hamizh McDowgal - Seals - 3:45 PM Mon (Block Feb 1 §72.00 57200
Jack MeArthur - Seals - 3:45 PM Mon (Block Feb 1 $50.00 F50.00
Paul Fairbrother - Seals - 3:45 P Mon (Block Feb 1 F100.00 $100.00
Thursday, 08 February 2018 $458.70 54.83 5453.87
Agquaztream 1 $12.95 E1.18 17T
Chips 1 £1.90 017 .73
Chupa Chups 2 £1.20 010 110
Cometfa 1 5350 5032 5318
Fredddo Frog 1 060 005 055
Jacob (Jake) Smith - Penguin - 3:30 PM Mon (Block 1 §73.80 E73.80
Lucaz Smith - Penguin - 4:30 P Mon (Term Aug 1 F72.00 $72.00
Printed on Wednesday, 14 February 2018 Page 1
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Totals by Week
This report displays the total sales grouped by date of payment.

Without Detail

Totals By Week
Qrr Toma e Tora GST Tora Ex
Pos 1 $2.005.60 519.83 $2.076.97
Week 3 $302.40 5302.40
Week 4 $265.00 5285.00
Week 5 5222.00 $222.00
Week & 5475.80 $8.48 5470.14
Week 7 5610.80 513.47 5767.43
Total Included in Report $2.005.60 519.83 32.076.97
With Detail
Totals By Week

Qrr Toru, b Tora GST Tarm. Ex

Pos 1 $2.005.60 519.83 $2.076.97
Week 3 $302.40 $302.40
Jacob (Jake} Smith - Penguin - 3:30 PM Mon (Block 1 592.25 §92.25

Jacob (Jake} Smith - Penguin - 3:30 PM Mon (Block 1 §1.35 §1.35

Lucag Smith - Penguin - 4:30 PM Men (Term Jul 1 $90.00 §90.00

Nicholaz Smith - Turties - 11:00 AM Thu (Term Jul 1 555.40 §58.40

Nicholaz Smith - Turties - 11:00 AM Thu (Term Jun 1 55540 §58.40

Week 4 $265.00 $285.00
Jenny Williams - Turties - 10-:30 AM Thu (Block Feb 1 534,50 §34.50

Jenny Williams - Turties - 10-:30 AM Thu (Block Jan 2 540,50 §40.50

Lucas Smith - Penguin - 4:30 PM Men (Block Feb 1 §1.20 §1.20

Lucas Smith - Penguin - 4:30 PM Men (Block Jan 2 573.80 §73.80

Nicholaz Smith - Turties - 11:00 AM Thu (Block Feb 1 5545 §545

Nicholaz Smith - Turties - 11:00 AM Thu (Block Jan 2 544.55 §44.55

Robert Thomson - Starfish - 5:00 PM Tue (Block Feb 1 513.00 §13.00

Robert Thomzon - Starfish - 5:00 PM Tue (Block Jan 2 572,00 §72.00

Week 5 5222.00 $222.00
Hamish McDougal - Seals - 3:45 PM Mon (Block Feb 1 £72.00 §72.00

Jack MeArthur - Seals - 3:45 PM Mon (Block Feb 1 £50.00 §50.00

Paul Fairbrother - Seals - 3:45 PM Mon (Block Feb 1 $100.00 $100.00

Week 6 547680 5.48 5470.14
600m water 2 $4.00 50.36 §3.64

Aguastream 1 51295 s1.18 s1.77

Chips 1 51.90 5017 §1.73

Chupa Chups H §1.20 §0.10 §1.10

Coffee 1 §4.00 $0.36 §3.64

Cometta 1 $3.50 5032 §3.18

Fredddo Frog 1 5060 50.05 §0.55

Jacob (Jake} Smith - Penguin - 3:30 PM Mon (Block 1 573.80 §73.80

Printed on Wednesday, 14 February 2012 Page 1
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Totals by Month

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

Without Detail

Totals By Month

Qrr Toma buc Tora GST Tora Ex
Pos 1 $2.005.60 519.83 32.076.87
January $567.40 $587.40
February $1.500.20 §10.63 $1.480.57
; Total Included in Report $2.008.80 §10.63 $2.078.87
With Detail
Totals By Month

Qe Tomaw Tora GST Tora Ex

Pos 1 $2.006.60 $19.63 $2.076.97
January $567.40 $56T.40
Jacob {Jake) Smith - Penguin - 3:30 PM Mon (Block 1 §92.25 §92.25

Jacob {Jake) Smith - Penguin - 3:30 PM Mon {Block 1 §1.35 §1.35

Jenny Williams - Turtles - 10-:30 AM Thu (Block Feb 1 534,50 $34.50

Jenny Williams - Turtles - 10-30 AM Thu (Block Jan 2 $40.50 $40.50

Lucas Smith - Penguin - 4:30 PM Mon (Block Feb 1 $1.20 §1.20

Lucas Smith - Penguin - 4:30 PM Man (Block Jan 2 §73.80 §73.80

Lucas Smith - Penguin - 4:30 PM Mon (Term Jul 1 550,00 550.00

Nichalas Smith - Turfles - 11:00 AM Thu (Block Feb 1 5545 §5.45

Nicholaz Smith - Turtles - 11:00 AM Thu (Block Jan 2 $44.55 $44.55

Nichalas Smith - Turtles - 11:00 AM Thu (Tem Jul 1 555,40 §56.40

Nicholas Smith - Turtles - 11:00 AM Thu (Tem Jun 1 555,40 §56.40

Robert Thomson - Starfish - 5:00 PM Tue (Block Feb 1 $13.00 §13.00

Robert Thomaen - Starfish - 5:00 PM Tue (Block Jan 2 §72.00 §72.00

February $1.508.20 $19.83 $1.480.57

1

600m! water 3 $6.00 $0.54 $5.46

Aquastream 2 52590 5236 523.54

Benjamin Williams - Turtles - 10:00 AM Thu (Tem Jun 1 $54.00 §54.00

Caroline Themson - Shimps - 9:30 AM The (Term Jun 1 $54.00 §54.00

Chips 1 $1.90 so17 §1.73

Chupa Chups 2 §1.20 s0.10 §1.10

Coffee 2 $8.00 sor2 sr.28

Cometto 1 $3.50 5032 5218

Flex 1 $19.95 $1.81 51814

Fredddo Frog 1 50.60 5005 50.55

Fruit Box 1 $1.90 so17 $1.73

Hamizh McDougal - Seals - 345 PM Mon (Block Feb 1 §72.00 §72.00

Printed on Wednesday, 14 February 20128 Page 1
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Totals by Year
This report displays the total sales grouped by date of payment.

Without Detail
Totals By Year

Qrv Tomas, buc Tora GST Tara, Ex

. Pos 1 $2.37.40 52251 32.348.38
207 5274.80 52.83 527182
2018 $2.095.80 §10.83 32.0M5.97

Total Included in Report $2.371.40 522.51 32.348.38

With Detail
Totals By Year

Qe Toma, bue Tora GST Tora Ex

Pos 1 §2.371.40 52251 §2.348.89

2017 B274.80 5238 $271.82
BO0m! water 4 £8.00 072 Er.28

Jake Smith - Penguin - 3:30 PM Mon [(Block Nov 4 £8.30 £8.30

Jake Smith - Penguin - 3:30 PM Mon {Term Jun 2017) 2 £54.00 E54.00

Jake Smith - Penguin - 4:00 PM Mon [Block Nowv 1 £3.30 £3.30

Jezsica Sinclair - Shrimpz - 10:00 AM Thu (Term Jul 1 $34.00 £534.00

Jegsica Sinclair - Shrimpz - 10:00 AM Thu (Term Jun 1 $34.00 F534.00

Lucas Smith - Penguin - 4:30 PM Maon (Block Nowv 1 £3.30 £3.30

Lucas Smith - Penguin - 4:30 PM Maon (Term Jul 1

Lucas Smith - Penguin - 4:30 PM Maon (Term Jun 1 £54.00 E54.00

Nichalaz Smith - Turtiez - 11:00 AM Thu (Block Nov 1 §3.30 £330

Faula Schwazz - Turtles - 3:30 PM Mon (Term Nov 1 $3.30 $3.30

Water 12 £24.00 E2.18 E21.84

Wiliam Jessop - Turtles - 10:30 AM Thu {Term Nov 3 £5.30 £5.30

2018 $2.095.80 $19.63 32.078.87

1

BO0m! water 3 56.00 5054 5546

Aguaziream 2 $25.90 3236 52354

Benjamin Williama - Turties - 10:00 AM Thu {Termy Jum 1 £54.00 E54.00

Caroline Thomaon - Shrimps - 3:30 AM Thy (Term Jun 1 £54.00 E54.00

Chips 1 £1.90 017 §1.73

Chupa Chups 2 £1.20 £0.10 £1.10

Coffee 2 58.00 072 5728

Cometo 1 $3.30 032 5318

Flex 1 §18.95 £1.87 1814

Fredddo Frog 1 E0.60 £0.05 £0.55

Fruit Box 1 £1.90 017 §1.73

Hamizh McDougal - Seals - 3:45 P\ Man {Block Feb 1 £72.00 E72.00

Printed on Wednesday, 14 February 2012 Page 1
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Totals by Location

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

Sales By Location - Year To Date 2018 Total Sales Total Sales Total “s Total
Sold Inc GST Ex GST GST Sales
POS 1 79 $1,778.55 $1,769.03 $9.52 99.77%
POS 2 4 $4.00 $4.00 0.23%
Total Sales 83 §1,782.55 §1,773.02 $9.52
With Detail
Sales By Location - Year To Date %911«8 Tatal Sales Tatal Sales Total % Total
Sold Inc GST Ex GST GST Sales
POS1 79 $1,778.55 $1,769.03 $9.52 99.77%
G00ml water T $14.00 $12.74 $1.26
Agquastream 1 $12.95 $11.77 $1.18
Chips 1 $1.90 $1.73 3017
Chupa Chups 2 $1.20 $1.10 $0.10
Coffee 1 $4.00 $3.64 $0.36
Cometto 1 $3.50 $3.18 5032
Fredddo Frog 1 $0.60 $0.55 $0.05
Hamish McDougal - Seals - 345 PM 1 §72.00 §72.00
Jack McArthur - Seals - 3:45 PM Mon 1 $50.00 $50.00
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $73.80 $73.80
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $592.25 §92.25
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $1.35 $1.35
Jacob (Jake) Smith - Penguin - 3:30 PM 1 573.80 §73.80
Jake Smith - Penguin - 3:30 PM Mon 4 $8.30 $8.30
Jake Smith - Penguin - 3:30 PM Mon 2 $54.00 $54.00
Jake Smith - Penguin - 4:00 PM Mon 1 $3.30 $3.30
Jenny Williams - Turtles - 10:30 AM Thu 1 $34.50 $34.50
Jenny Williams - Turtles - 10:30 AM Thu 2 $40.50 540.50
Jessica Sinclair - Shrimps - 10:00 AM 1 $54.00 554.00
Jessica Sinclair - Shrimps - 10:00 AM 1 $54.00 $54.00
Lucas Smith - Penguin - 4:30 PM Mon 1 $1.20 $1.20

Printed at 4:30 PM on Monday, 12 February 2018
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Sales by Group

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

sales By Group b Year To Date 20!u§|lm Total Sales Tatal Sales Total % Total
Sold Ine GST Ex GST BST Sales
Goggles 3 $95.95 $92.13 $3.82 5.20%
Kiosk 3 $63.20 $57.50 $5.70 3.24%
Mot Defined 5 $384.00 $384.00 21.66%
Parent & Child 22 $458.00 $458.00 2583%
Preschool 21 $696.40 $696.40 39.28%
School Age 1 $85.00 £85.00 4.79%
Total Sales 83 §1,782.55 $1,773.03 $9.52
With Detail
Sales By Group - Year To Date zolugm Tatal Sales Tatal Sales Tatal % Tatal
Sold Inc GST ExGST 35T Sales
Goggles 3 $95.95 $92.13 $3.82 5.20%
Aguastream 1 $12.95 31177 $1.18
Phillip Smith - Penguin - 4:00 PM Mon 1 $54.00 $54.00
Vorgee Missile Goggles 1 $29.00 $26.36 52,64
Kiosk 3 $63.20 $57.50 $5.70 3.24%
600ml water T $14.00 $12.74 $1.26
Chips 1 $1.90 $1.73 017
Chupa Chups 2 $1.20 $1.10 3010
Coffee 1 $4.00 $3.64 50.36
Cometto 1 $3.50 $3.18 $0.32
Fredddo Frog 1 $0.60 $0.55 50,05
Mars Bar 2 $4.00 $3.64 $0.36
Nippys 375ml Milk 1 $2.50 $2.27 $0.23
Powerade 1 $3.80 $3.45 30.35
Pump Water 1 $3.60 $3.27 $0.33
Snakes Alive 1 $0.10 $0.09 30.01
Water 12 $24.00 $21.84 32,16
Not Defined 5 $384.00 $384.00 21.66%
Hamish MeDougal - Seals - 3:45 PM 1 $72.00 $72.00
Jack McArthur - Seals - 3:45 PM Mon 1 $50.00 $50.00
Lucas Smith - Penguin - 4:30 PM Mon 1 $90.00 39000
Lucas Smith - Penguin - 4:30 PM Mon 1 $72.00 37200

Printed at 4:27 PM on Monday, 12 February 2018
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Sales by Type

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

Sales By Type - Year To Date 201 %unlm Tatal Sales Tatal Sales Total % Total
Sold Inz GST Ex GST G5T Sales
Goggles 2 F41.95 $38.13 $3.82 2.15%
Hot Drinks 1 $4.00 $3.64 30,36 0.21%
Kiosk 30 $59.20 $53.86 35,34 3.04%
Lesson 50 $1,677.40 $1,677.40 94.61%
Total Sales 83 §1,782.55 §1,773.03 $9.52
With Detail
Sales By Type - Year To Date 201 ﬁunm Tatal Sales Tatal Sales Total % Total
Sokd Inc GST Ex GST 3sT Sales
Goggles 2 $41.95 $38.13 $3.82 2.15%
Aguastream 1 $12.95 31177 $1.18
Vorgee Missile Goggles 1 $29.00 $26.36 52.64
Hot Drinks 1 $4.00 $3.64 $0.36 0.21%
Coffee 1 $4.00 $3.64 30,36
Kiosk 30 $59.20 $53.86 $5.34 3.04%
G00ml water 7 $14.00 $12.74 $1.26
Chips 1 $1.90 $1.73 3017
Chupa Chups 2 $1.20 $1.10 F0.10
Cometto 1 $3.50 $3.18 $0.32
Fredddo Frog 1 $0.60 $0.55 50.05
Mars Bar 2 $4.00 $3.64 $0.36
Mippys 375ml Milk 1 $2.50 $2.27 $0.23
Powerade 1 380 $3.45 $0.35
Pump Water 1 3360 3327 $0.33
Snakes Alive 1 50.10 50.09 30.01
Water 12 $24.00 $21.84 $2.16
Lesson 50 $1,677.40 $1,677.40 94.61%
Hamish MeDougal - Seals - 3:45 PM 1 $72.00 37200
Jack McArthur - Seals - 3:45 PM Mon 1 $50.00 $50.00
Jaceb (Jake) Smith - Penguin - 3:30 PM 1 $73.80 $73.80
Pg. 1 Printed at 4:22 PM on Monday, 12 February 2018
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Sales by Category
This report displays a summary of sale items summarised by product category.

sa Ies By category - Year To Date I@rg);lts Total Sales Total Sales Total % Total
Sokd Inc G5T Ex GST GST Sales
Confectionary [ $5.90 $5.38 $0.52 0.30%
Drinks 23 $51.90 $47.21 $4.69 2.66%
Frozen 1 $3.50 $3.18 $0.32 0.18%
Googles 1 $12.95 $11.77 $1.18 0.66%
Lesson 50 51,677.40 $1,677.40 9461%
SNACKS 1 $1.90 $1.73 3017 0.10%
Vorgee 1 $29.00 $26.36 3264 1.49%
Total Sales a3 §1,782.55 $1,773.03 $9.52
With Detail
Sales By caterry - Year To Date 'gms Tatal Sales Tatal Sales Total % Tatal
Sold Inc GST ExGST GST Sales
Confectionary 6 $5.90 $5.38 $0.52 0.30%
Chupa Chups 2 $1.20 $1.10 3010
Fredddo Frog 1 $0.60 $0.55 30.05
Mars Bar 2 $4.00 $3.64 $0.36
Sniakes Alive 1 $0.10 $0.09 $0.01
Drinks 23 $51.90 $47.21 $4.69 2.66%
600ml water 7 314.00 $12.74 $1.26
Coffee 1 $4.00 $3.64 5036
Nippys 375ml Milk 1 $2.50 $2.27 $0.23
Powerade 1 $3.80 $3.45 $0.35
Pump Water 1 $3.60 $3.27 5033
Water 12 $24.00 $21.84 $2.16
Frozen 1 $3.50 $3.18 $0.32 0.18%
Cometto 1 $3.50 $3.18 $0.32
Googles 1 $12.95 $11.77 $1.18 0.66%
Aguastream 1 $12.95 $11.77 $1.18
Lesson 50 $1,677.40 $1,677.40 94.61%
Hamish McDougal - Seals - 3:45 PM 1 $72.00 $72.00
Jack McArthur - Seals - 3:45 PM Mon 1 $30.00 $30.00
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $73.80 §73.80
Jacob (Jake) Smith - Penguin - 3:30 PM 1 $82.25 §92.25
Pg. 1 Printed at 4:25 PM on Monday, 12 February 2018
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End of Day Procedures

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

Recording an End of Shift

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

2] Splash POS. - [m] X

POS Tools

With Balance Zero Balance

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

End of Shift

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

[ ok || check | [ cancel |

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

Recencile Shift Totals

EBalanced By
Barbara |

4. You will be prompted to enter your name.
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2 Reconcile Shift Totals
POS Tools
Reconcile Shift Totals

Overview Actual Cash

ACTUAL Coins

5s 2 $0.10
10 15 $1.50
20 27 5540
50's 8 $4.00
$1s 12 $12.00
$2's 10 $20.00

Coin Value $43.00

ACTUAL Notes

Total Cash Counted
EFTPOS Receipts
Credit Card Receipts
Cheques

Amex Receipts

Counted Total Cash / Receipts.

System Total Cash / Receipts

s5's 22 5110.00 NOTES Varance
s10s 30 $300.00 Midday balance for stalf change over.
$20's 24 $480.00
$50's 4 $200.00
$100's 50.00
Notes Value  $1,080.00

Transactions

Done

5. The Reconcile End of Shift dialog will be displayed on your screen. You will

need to enter your takings in the fields provided on this dialog.

6. Enter a breakdown of the cash you have counted from your till drawer. Enter

the eftpos totals that have been printed from your eftpos machine.

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

displayed in the Variance field.

2 Reconcile Shift Totals
POS Tools
Reconcile Shift Totals

Other Pavments
Accounts

Direct Debit $2220
Internet
Journal
Promotion

Redeemed Gift_Vouchers

Management

Other

Session Pass
Total Other Payments $2220
Theoretical Cash / EFTPOS 5234920
Total Invoices / Sales $2.371.40

Overview Actual Cash

Transactions

System Totals in POS / Actual Cash

Cash
EFTPOS
Credit Cards
Cheques

Amex

Total Cash | EFTPOS

NOTES
Midday balance for staff change over.

51,133.00 51,133.00
$535.30 $535.30
830,90 5830.90

52349.20 52349.20
Variance 50.00

Done

8. If there is a variance between the system figures and your counted receipts
enter a reason within the Notes field. You cannot proceed without entering a

Note when a variance occurs

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

Entry screen.

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

Page 66
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Cashsheet for 9/02/2018
Shift : 2842

Closed:
Balanced by: Barbara

POS Totals
Cash $1133.00
EFTPOS $835.30
CreditCards $680.90
Cheques
SubTotalB 5234820

Additional Payments

Accounts
Internet
Jourmal
Promotion
Redeemed Gift Vouchers
Management
Other
SubTotalA $22.20

Total Inveices | Sales

Actual Cash on Hand

31133.00
553530
SE6E0.00

5234820

Till Variance $0.00
Midday balance for staff change over.

52371.40
ACTUAL Coins ACTUAL Notes
5's | 2 $0.10 $5's | 22 £110.00
10's [ 15 $1.50 $10's | 30 $300.00
20's | 27 $5.40 $20's | 24 $480.00
so's [ 8 $4.00 $50's 4 $200.00
$1's [ 17 $12.00 $100's £0.00
$2's 10 $20.00
$43.00 $1,090.00
Total Cash Counted  $1,133.00
Total Cheques

Total %$1,133.00

User Documentation — Splash V7.0

Page 67



Understanding Cashsheets

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

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

2 Splash POS
POS Tools

&’ Point of Sale - Cashshest

Splash
List View Find Cashshest  Show All Cashsheets
Fiter By Location:
A
Wed, 14 Fep 2018 shift 2842 Date s1s Location  poS 1
| Fri.0g Fen 2018 pre

Sun, 27 Apr 2014
Other Payments
Accounts
Direct Debit $22.20
Internet
Journal
Promotion
Redeemed Gift_ouchers
Management
Other
Session Pass
Total Other Payments

Theoretical Cash / EFTPOS

Total Invoices | Sales

Get Figures I
(]

Actual Cash

System Totals in POS |

Cash
EFTPOS
Credt Cards
Cheques

Amex

Total Cash / EFTPOS

NOTES:

Widday balance for staff change over.

$1,133.00

- [m] X

14 February 2018

>
LastBalanced at | 1472118 3.48:01 P
Balanced By Barbars

Transactions

Actual Cash

580.90
0 $2,34920
Variance 0.00

The cashsheet overview displays the totals of all money received by payment method. It also
displays the total transactions keyed and a comparison between what was processed and

your physical cash on hand.

2 Splash POS
POS Tools

47 - Point of Sale - Cashsheet

Splash
UstView P Cashshest  Show Al Cashshests
Fitter By Location:
A
[ wea, 14 Fen20ts Shift 2842 Date 313 e

Fri, 09 Feb 2018 Overview
Sun, 27 Apr 2014
ACTUAL Coins

10's 15
20

50's 8

sts 12

10

Coin Value

Actual Cash

ACTUAL Notes

555 $110.00
10's 0 $300.00
205 2 s480.00
$50s 4 520000
s100s s0.00
Notes Value 51,000.00
Total Cash Counted  51,133.00

14 February 2018

T
LastBalanced at | 14/2/18 3:48.01 Pl
Balanced By Barbara

Transactions

The second tab card in the cashsheet displays a record of the actual cash which was counted
at the end of the shift. These numbers can be viewed but not changed after the End of Shift

is processed.
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27 Splash POS.
POS  Tools

* Point of Sale - Cashsheet

14 February 2018

Location  pos 1

wd ST

Last Balanced af

Balanced By

1472118 3:48:01 PN

Barbara

Splash
sty lon

P

Wed, 14 Feb 2018 [ shift 2842 Date 92118

Fri, 09 Feb 2018 P

Sun, 27 Apr 2014
Date Time. Sale ID
woE IR 1A
8/02M8 329PH 147350
woris  3zmen 1amst
8/02M8 332PM 147352
woris  3men 1ems
8/02M8 349 PN 147354
woris  vesen  1473ss
8/02M8 357PM 147356
sois 1ri3AN 7S
5/0218 1114 AM 147358
sois irieAn  1473se
5/02M8 11:15 AM 147360
/0218 11:15 AM 147361
soze iiisAn 147z
/0218 11:18 AM 147363
sozis AN 14res
/0218 1119 AM 147365
sozis 1i9An 1475
5/02M8 113 PM 147367
sois e 1e7es
12/0218 123 PM 147369
20 124 147370
12/0218 1:30 PH 147371
o s e
14/02118 315 PH 147373
N wisen 17T
14/02118 316 PH 147375
1402118 316 PM 147376
a2 eE 14rTT
1402118 316 PM 147378

L] )

Famiy D Famiy

Actusl Cash

Invoice Total _Payment Type

SMITH (Barbara Smith)

SMITH (Daniel Srith)

SMITH (Barbara Smith)

SCHWASS (Robyn Schwass)
WILLIAMS (Malcolm Wiliams)

THOMSON (Anthony Thomson)

.00
3450

51975

538145

$83.00

5250

$0.00

$0.00

$4.00
$3.80
360
$0.00
$0.00
$0.00

521775

5167.90
516230
515995
$41.70
$0.00
$55.00

Transactions

Cash Sale
Cash Sale.
Cash Sale
Cash Sale.
Barbara Smith
Cash Sale.
Daniel Smith
Cash Sale.
Cash Sale
Cash Sale.
Cash Sale
Cash Sale.
Cash Sale.
Cash Sale.
Cash Sale.
Cash Sale.
Cash Sale.
Cash sale.
Cash Sale.
Cash Sale
Cash Sale.
Cash Sale
Barbara Smih
Cash Sale
Robyn Schwass.
Malcoim Wiliams.
Anthony

Cash Sale.
Casn Sale.
Cash Sale.

Cash Sale.

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

Displaying a List of Cashsheets

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

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

of Sale).

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

2 Splash POS
POS Tools

* Point of Sale
Splash

a X

[5] setup Display
Customise the FOS nterface

suppliers
Maintain a record of a subplirs of producis sokd

5 Inventory
== Defnc cach product offered for sale and assign button

=] Price Settings
Define custom price settings based on weekday and tie:

= Orders
Record purchase order information for allnwards aoods

= Discounts
= Defne giscount buttons for appiication wihin POS

= sales Entry
Enter a new sale

sales List
Display a list of historic sales.

5| sales Reports

5| Cashsheets
Display summary of revenu for a specified shift

Preference
Define preferences for POS

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

LIMITED

Point of Sale - Helpdesk Support

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

barbara@computerize.co.nz

Telephone: +6¢-6 372 4713
Mobie: +B4 - 27 222 2082
Fax +64-63724714

www.computerize co.nzicontact

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

POS  Tools

Aﬁ‘# Point of Sale - Cashsheet

14 February 2018
Splash

List View Find (ashsheet  Show Al Cashsheets

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

7 Splash POS
POS  Tools

4% Point of Sale - Cashsheets 14 February 2018
Splash

-] DetailView  Find Cashshest  Show Al Cashshests

Amex Cheque POS CashfEfipos  Actual CashEfpos  Variance

621762

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

Finding a Cashsheet

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

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

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

£

POS  Tools

Joh%i* Point of Sale - Cashsheet
Splash

List Vier Find Cashshest  Shojy All Cashshests.

14 February 2018

4. A blank Cashsheet will be displayed on your screen.
5. Enter the criteria for your find in the appropriate field/s.
6. Press ENTER or click the Continue button to complete the find.
Viewing Cashsheet Details
1. Use the Finding a Cashsheet function to locate the record you wish to view.
2. The Cashsheet entry form should be displayed on your screen.
3. Update any details as required.
Displaying a list of Daily Transactions

In addition to displaying system totals, the cashsheet record also contains a list of all
transactions processed on the selected date.

1. Use the Finding a Cashsheet function to locate the record you wish to view.
2. The Cashsheet entry form should be displayed on your screen.

3. Click once on the Transactions tab card located on the right of your screen.
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27 Splash POS. - [m] - 4
POS  Tools
-
* Point of Sale - Cashsheet 14 February 2018
Splash
[ ] Ustvew  Frocasmsnest smowAlCasnshess |
Asmr By ocations SIS

~ Last Balanced at  14/2/18 3:48:01 PW

Wed, 14 Feb 2018 [] Shit | 2842 Date 92118 Locaton  poS 1 Balnced By Barsara

Fri 08 Feb 2018 Overview Actual Cash [ Transactions

Sun, 27 Apr 2014
Date. Time: Sale D Famiy ID Famiy Invoice Total _Payment Type
7 R T 000 CashSak =
80218 329PM 147350 3450 Cash Sale
s 2eEM  1473st Cash Sale
80218 3:32PM 147352 51975 Cash Sale
s waeew  47s 2 SHITH (Baroara Smih) 535145 Barbara Smih
80218 349 PN 147354 Cash Sale
so2E  wdePM  147ss o SHITH (Daniel Smih) 58200 Daniel Smih
80218 357 PM 147356 Cash Sale
Q0218 1A3AM 147387 5250 CasSae
8/02/18 1114 AN 147358 5200 CashSale
a2z 1A4AM 147359 5000 CasnSae
9/02/18 11:15 AM 147360 3200 CashSale
9/02/18 11:15 AM 147361 $0.00 CashSale
S5 11ASAM 147362 Cash Sake
9/02/18 11:18 AM 147363 $4.00 CashSale
S0215  1A3AM 147364 5380 Casn Sse
90218 1119 AM 147365 $3.60 CashSale
S0213  1119AM 147365 5000 Casn Ssie
8/02118 113 PM 147367 $0.00 Cash Sale
a2 14PN 147362 5000 Casn Sae
12/0218 123 PM 147369 Cash Sale
120218 12¢PM 147370 Cash Sale
12/02118 1:30 PH 147371 2 SMITH (Barbara Smith) $217.75 Barbara Smith
20218 13EEM 14Ta2 Cash Sale ||
1402118 315 PH 147373 T2 SCHWASS (Robyn Schwass) $167.90 Robyn Schwass
w2ne  wsPM  147ae 20 WILLIANS (Macom Wiiams) 16830 Makcom Wilims
1402118 316 PH 147375 15 THOMSON (Anthony Thomson) 5159.95 Anthony
1402118 316 PM 147376 $41.70 Cash Sale
140218 3EPH 147377 5000 Cash Ssie
1402118 316 PM 147378 $55.00 CashSale

H 140218 TR 147379 Cash Sale =

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

Deleting a Cashsheet Record
Cashsheet records cannot be deleted.
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Printing a Cashsheet

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

and actual receipts for a selected date.

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

print.

2. Click the Print button displayed in the centre of your screen.

2} Splash POS

POS  Tools
‘$a6d& * Point of Sale - Cashsheet
Splash
List View Find Cashsheet  Show All Cashsheets
it s oxte oris R
Overvie:

Other Payments
Accounts
Direet Debit s220

Internet

Promotion
Redeemd Gift_Vouchers

Management

Total Other Payments

Theoretical Cash / EFTPOS

Total Invoices | Sales

14 February 2018

LastBalanced at | 1412118 3:48:01 PN

Balanced By  Barbara

Actual Cash Transactions
System Totals in POS / Actual Cash
Get Figures

Cash
[ & print EFTPOS
Cred Cards
Cheaues
Amex

Total Cash /EFTPOS  52:349.20 5234820

Ve s
NOTES: s

Midday balance for staff change over.

3. The cashsheet report will be sent directly to the printer..
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Cashsheet for 9/02/2018
Shift : 2842

Closed:
Balanced by: Barbara

POS Totals
Cash $1133.00
EFTPOS $835.30
CreditCards $680.90
Cheques
SubTotalB 5234820

Additional Payments

Accounts
Internet
Jourmal
Promotion
Redeemed Gift Vouchers
Management
Other
SubTotalA $22.20

Total Inveices | Sales

Actual Cash on Hand

31133.00
553530
SE6E0.00

5234820

Till Variance $0.00
Midday balance for staff change over.

52371.40
ACTUAL Coins ACTUAL Notes
5's | 2 $0.10 $5's | 22 £110.00
10's [ 15 $1.50 $10's | 30 $300.00
20's | 27 $5.40 $20's | 24 $480.00
so's [ 8 $4.00 $50's 4 $200.00
$1's [ 17 $12.00 $100's £0.00
$2's 10 $20.00
$43.00 $1,090.00
Total Cash Counted  $1,133.00
Total Cheques

Total %$1,133.00
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RGB Colour Palette

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

204,255,255

204,255,204

204,255,153

204,255,102

204,255,51

204,255,0

204,204,255

204,204,204

204,204,153

204,204,102

204,204,51

204,204,0

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

153,204,255 153,204,204

Page 74 User Documentation — Splash V7.0




102,255,255 102,255,204 102,255,153 102,255,102

51,255,255 51,255,204 51,255,153 51,255,102 - -

102,255,51 102,255,0
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